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Welcome to GIFTS Online

GIFTS Online is a web-based grants management system based on decades of best-in-class
grants management technology from MicroEdge, the leading provider of solutions for the giving

community.

With more than 2,400 clients worldwide, MicroEdge software and services empower
organizations to be more strategic and focused with their giving.

GIFTS Online helps accomplish this by putting the information most important to you right up
front on a tailored home page, and then allowing you to drill down to the details you need.

Images in the Online Help

Some of the larger images in the Online Help topics are minimized.

Simply click the image to expand it to full size and click again to return to normal.

$¥ MicroEdge GIFTS

Welcome, Ben E_ Factor

Grants Overview Pending Requests v

\pp!

Requests Summary

2011-2012 Requests
200,000,000

150,000,000
# 100,000,000
50,000,000
0
Granted: 27 Requests totalling §105,605.C
(] Declined: 3 Requests totalling $0.00

Pending: 85 Requests totalling $100,358,%

Requests for 2013

&

Organization Name £ Disposition
North 54th Street Science Center Pending
12/27/2012

Start: 2/1/201
End: 4/1/2013
(BEN)

Pine Arbor Center Pending

12/19/2012

Full Search

New Launch Admin

Bl il B b=l

Request Organization Contact Requirement Review L

Requests v Declined Requests ¥ Scheduled Payments v New Dashboard v | +] Last refreshed 3:20:51 PM |
& @ 2011-2012 Grants by Program Area a- 3
- Environment
/ Civic and Community
|
L ] .
\ /‘ Arts and Culture
L]
Mot Specified
Granted Amount
a e e LA s o e
Paid: $35,055.09 [ Balance: $70,550.00 0 10k 20k 30k 40k s0k 60 k 70k 80k
2 & B2

Type/Status

Cash Grants
Staff Review
3

Dinners and Events

Start: 2/1/2013

End: 3/1/2013

@ Dashboard

Page 1

of 1

Organization

North S4th Street Science Center
Ben Smith
Tel: (646) 222-3300
Bensmith@microedge.com

Pine Arbor Center
Ben Smith
Tel: (546) 222-3500
BenSmith@microedge.com

Req/Granted Project Title

20,000.00 2013 Science Fair

10,000.00 Valentines Day Concert

.

Displaying 1 tc 8 of 8 items.
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System Requirements for GIFTS Online

While GIFTS Online is a hosted solution, there are some requirements for the client workstation.

Microsoft Silverlight

The GIFTS Online interface is based on Microsoft's Silverlight technology and requires all GIFTS
Online users to have it installed.

If your computer does not currently have Silverlight installed, you may pre-install it on your
workstation(s) using this link: http://www.microsoft.com/getsilverlight/Get-
Started/Install/Default.aspx.

NOTE: Grantee applicants using online applications DO NOT require Silverlight.

Installing Silverlight

NOTE: The following procedure assumes use of IE 10. Use of another browser may result in
slightly different prompts. You must have sufficient administrative privileges to install Silverlight
on the workstation.

1. If the computer does not have Silverlight installed, the first time you attempt to login to
GIFTS Online the browser will prompt you to Update and Launch GIFTS Online.

2. Click the Update and Launch GIFTS Online button to begin the direct download of
Silverlight from Microsoft.

3. If you get a Security Warning, click Run to continue. The download progress will be
displayed.

4. When the download is complete, the system may prompt for confirmation to install. Click
Run.

5. When the Silverlight Install prompt is displayed, click Install now.

6. Once the Installation Successful message appears, click Close.

7. The GIFTS Online login screen will be displayed. Login to go to the homepage.

The Document Template Manager

The new Document Template Manager requires a quick install the first time you use it. A prompt
will ask for confirmation and the installation should be very quick. You will then be taken to the
GIFTS Online login screen.

For more details, please see About the Template Manager.
IMPORTANT: The Document Template Manager will only work on a Windows OS workstation.

Accessing the Document Template Manager After Install

After the initial install you will use the Document Template Manager icon placed on your
desktop to start the Template Manager.

NOTE: If you attempt to use the menu option Admin > Template Manager again, a message will
be displayed prompting you to use the icon on your Windows desktop instead.

Technical Support
For technical assistance please refer to the link below:

MicroEdge Maintenance and Support Program
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Understanding and Customizing GIFTS Online
GIFTS Online pages are the Web pages used to view and work with your giving data.

Types of user pages include the home page, search pages, and edit forms.

The GIFTS Online basic look and feel can be customized depending on your user group.

Some options include:

e Manage which dashboard parts you want displayed on your homepage and arrange them
to your liking

e Manage the number of columns displayed on the home page

e Manage the number of items displayed in search results

e Change your password

For more details about GIFTS Online, see the following topics:
The GIFTS Online Homepage
GIFTS Online Basics

MicroEdge Support Program

As a GIFTS Online subscriber, you receive unlimited telephone consultation on the use of the
software, assistance in error isolation and correction, and prompt furnishing of any available
problem solutions relating to GIFTS Online.

Our toll-free Technical Support hotline is available Monday through Friday, 8:00 A.M. to 8:00
P.M. Eastern time.

You may contact MicroEdge’s Technical Support Team as follows:
Phone

(877) 704-3343

Fax

(212) 757-1784

Email

helpdesk@microedge.com

For details about our support policies, please refer to the GIFTS Online Support & Service
Guidelines document. If you have any questions regarding the Maintenance and Support
Program, please contact our Client Administration Representative at 1-800-899-0890, option 6,
then 2, who will be happy to assist you.
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GIFTS Online Basics

This section introduces some basic concepts and ideas you will work with when using
GIFTS Online.

GIFTS Online Modules

GIFTS Online uses a modular approach to functionality: separate modules can be linked,
allowing each client to build a system that meets their specific needs.

Some features discussed require an optional module to be purchased separately and enabled by
MicroEdge. To read more about GIFTS Online Core applications and optional Modules, please
see About GIFTS Online Modules.

Searching for Data

Before you can work with your grant making data or run reports, you need to find the relevant
information. The GIFTS Online search features allow you to create a set of search criteria that
tell the system exactly what you are looking for.

e Quick Find

e Full Search

e Recent Searches

e Saved Searches

e The Search Results Page

Editing Data in GIFTS Online

Once you've found the record you want to work with, your next step may be to update or edit it.
GIFTS Online edit forms are similar for all record types such as Organizations, Requests, or
Affiliations.

Branch Security

Branch Security allows grantmakers with multiple sites to capture all of their information in a
centralized database, while preventing users from different branches from editing (or viewing, if
desired) each other’s data.

NOTE: This is an optional feature; your GIFTS Online system may not use Branch Security.

Understanding Branch Security
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Batch Updates

Batch updates are actions that can be performed on more than one record. They are available
from both the Search Results page and Related Records grids.

GIFTS Online supports several batch update features from the Actions menu.

These include:

Record Type Action

Organization Update Coding Sheet
Contact Update Coding Sheet
Request Update Coding Sheet
Request Update Request Type/Status
Request Update Meeting Date
Request Update Staff Assignments
Request Update Project Assignments
Payments Update Codes

Privacy Policy Link on Login Page

The MicroEdge Privacy policy is accessible by users from the footer of the login page.

Copyright © MicroEdge, LLC All nghts reserved.

When the user clicks on the link, the user will be taken to the following page in a new browser
tab: http://www.microedge.com/Special/Privacy.aspx.

The login page will remain open in the previous tab.

19


http://www.microedge.com/Special/Privacy.aspx

GIFTS Online 5.1 User’s Guide

L] L] ° L]
Inactivity in GIFTS Online
Please note that for security purposes GIFTS Online will time out after 30 minutes of inactivity.
When a GIFTS Online user’s activity for the session has been idle and is 2 minutes from expiring,
a popup message will show alerting them to this. This popup will appear above all open browser
windows.
It will allow users to continue the session by clicking the OK button in the message. Clicking OK
will refresh the session.

Session Expiration Warning

Your session is about to expire.
0:16

Click OK to continue your session.

OK

A - |

The following GIFTS Online modules will have their own session timers.

e The Document Template Manager
e The Forms Manager
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About GIFTS Online Modules

GIFTS Online uses a modular approach to functionality: separate modules can be linked,
allowing each client to build a system that meets their specific needs. In keeping with this
approach, some modules are standard with every GIFTS Online system, and others are available
for purchase separately.

Below is an overview of the features of the GIFTS Online core, and each of its optional modules.

The GIFTS Online Core

The core system includes all of the functionality necessary for online grants management. With
a few noted exceptions, the features described in the following topics are available in all
GIFTS Online systems:

Working with Organizations

Working with Requests

Working with Payments

Working with Contacts

Working with Affiliations

Working with Activities and Requirements

Managing Documents

Generating Reports and Correspondence

The Accounts Payable (A/P) Module

The optional GIFTS Online Accounts Payable (A/P) Module allows you to process your payments
in two ways:

1. A/P Link: Exchange payment information between GIFTS Online and your accounting
system using import/export functionality.

2. Check Writer: Select pending payments to merge into a check template and print directly
to your own check stock.

Click here for more details on the A/P Module.

The Blueprint Module

GIFTS Online Blueprint is a comprehensive set of tools which have been built using the new
GIFTS Online interface to help create custom fields and forms which can be used to personalize
your GIFTS Online system using your own language and terminology through the system and
tailoring of the experience of each of your users.

Click here for more details on the GIFTS Online Blueprint Module.
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The Budget Module

This optional module is for grant makers who wish to track their giving against a pre-defined
annual budget. A budget is established at the beginning of the fiscal year and all grant Payments
for that year are appropriated from the budget. This enables you to compare your spending
against your budget and produce statistical and summary reports.

Click here for details on the features of the Budget.

Internal and External Reviews Modules

Internal and External Reviews modules are designed to give reviewers access to your proposals.
They can then provide instant feedback on new proposals by editing and submitting Review data
online.

These two optional modules are sold separately; which you need depends on who you seek
feedback from:

e Internal reviewers are staff members whom you rely on for regular feedback during your
grant workflow.

e External reviewers are outside consultants, subject-matter experts, and other people you
want occasional feedback from.

Click here for details on working with Reviews and reviewers, both internal and external.

The Online Applications and Requirements Module

The Online Applications and Requirements Module enables you to post grant applications and
requirements online, then receive completed applications and requirements in GIFTS Online.
Applications can either be rejected or converted to pending Requests for further review.
Requirements are automatically transferred to GIFTS Online.

Click here for details on working with grantees online using Online Applications and
Requirements.

22



GIFTS Online 5.1 User’s Guide

Understanding Branch Security
NOTE: Branch Security is an optional feature; your GIFTS Online system may not use it.

Branch Security allows grant makers with multiple sites or branches and separate giving
programs to capture all of their information in a centralized database, while preventing users
from different branches from editing (or viewing, if desired) each other’s data.

Users cannot edit or view data from other branches unless they are granted permission to do so.
In addition, reports and searches generated by users only include data for the branches for
which they have “view” rights.

To accomplish this, you can enter a code for each of your branches into the system. Each
Request and its associated Activities, Payments, and Requirements are then stamped with a
primary branch. Each group’s access can then be restricted to records based on the branch
stamp.

NOTE: Access to Organization and Contact information is not limited to specific branches. This
ensures that you maintain an accurate giving history for Organizations that are funded by more
than one branch.

When you set up Branch Security for your system, you must choose one of two ways Requests
(and thus their associated Activities, Payments, and Requirements) can be stamped with a
primary branch:

e A Request can be automatically stamped with the primary branch of the user creating it.
e The Request form can include a branch field, allowing a user to enter a specific branch
him- or herself.

The option you chose to have MicroEdge implement depends upon which of two different data
entry models you use.

Centralized Data Entry Model

The centralized data entry model is most likely to be used by organizations that manage several
different, wholly separate funds.

In this case, a single user group is accepting, entering, approving, and declining grant requests
for many various funds. However, you also want representatives of the individual funds to be
able to view the data for their fund (and their fund only).

In this case, you want your users to enter the branch for each Request manually. This allows a
single user to enter Requests for several different branches.

For example, you could create a “Headquarters” branch that has access to all data; these users
would be employees of your central organization. Then you can create a branch for each fund
you represent, adding the fund’s representatives to the appropriate branch.

Your users will then assign a branch to each Request they enter, depending on the specific fund
being appealed to. Representatives for each fund (or “branch”) will then be able to access data
concerning their fund only.
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When following this model, the branch must be entered in each new Request manually. You will
not be allowed to save a new Request without entering a branch. The branch field appears in
the Request form only if you choose this Branch Security option.

The branch field may also appear on the following forms when using this Branch Security option:

Activities If you are creating a new Activity not associated with a Request, the branch field will
appear.

If you create an Activity associated with a Request or Payment, the Activity is
automatically stamped with the Request’s (or the Payment's Request's) branch, and
the branch field is unavailable.

Budget Items | NOTE: The Budget Module is an optional feature; your GIFTS Online system may not
(Categories, include the Budget.

Line Items,
and Reserve
Funds)

In the Budget, an editable Branch field will appear on new budget items, if those
items are children of first-level Categories. (You can also select the branch for top
level Reserve Funds.)

Children of each second-level Category will all have the same Branch, which cannot
be edited.

Decentralized Data Entry Model

This data entry model is appropriate if members of your various branches or divisions are
receiving, entering, approving, and declining grant requests more or less independently of one
another. Your GIFTS Online data is all stored centrally; however, each branch or division works
almost exclusively with Requests and grants that they have entered themselves.

For most foundations and corporations with branches or divisions, this is the model they follow.

In this case, you would want Requests to be automatically stamped with the primary branch of
the user creating it. This allows members of each branch to enter Requests (and other
associated GIFTS Online records) that can only be viewed or edited by other members of the
same branch.

IMPORTANT: If your GIFTS Online system includes the optional Annual Budgets feature, budget
items must still be stamped with a branch manually, as described for the centralized data entry
model above.
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Multiple Site ID (SID) Support

Many users have different foundations or entities that have different branding and/or other
institutional differences that require that not only different forms be used but different My
Account and Account Login pages as well.

To meet this requirement, GIFTS Online clients are now allowed multiple SIDs upon request.

IMPORTANT: To add more SIDs, the Online Applications server must first be configured by
MicroEdge to support the number desired for your organization.

The retrieval process for Online Applications and submitted Requirements will not change.
When a retrieval is triggered, applications or submitted Requirements from all SIDs will be
retrieved and processed together.

Multi-SID functionality will be supported in GIFTS Online through a number of small changes to
several pages in the GIFTS Online system.

For those who have multiple sites enabled, the following changes will be noticeable:

e A new Site column will be visible in several locations throughout GIFTS Online.

e Several entry forms will also now display a Site selection menu.

e Site will be available as a search filter on the Query Builder form for Requests and
Requirements.
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The GIFTS Online Homepage

GIFTS Online has been designed using Microsoft Silverlight technology to improve not only the
look of the interface but the functionality of many of the tools, forms, and menu options.

Header Area

Y icrcEdge GIFTS

Each page or form will have a common header area with the following elements:

e The GIFTS Online logo is located in the upper left corner of all pages and serves as a
home link, navigating back to the Dashboard from whatever other page you happen to be
on. When on the Dashboard itself, clicking the logo refreshes the content of the
Dashboard.

e The User Menu is located in the upper left-hand corner below the current user's name.
To open the menu, click the down arrow next to the user name. This menu includes
standard options such as Logout, Change Password, Views, Searches, Quick Find, and
Help.

e The Quick Find field is located in the middle of the header area and allows you to quickly
locate a record by simply typing in some text, selecting the appropriate record type radio
button, and then clicking the Find button or pressing Tab/Enter.

The default record types are Request, Organization, or Contact. However, other options
such as Requirements, Activities, or Payments can also be configured. The user can
determine which types of records to make available, and choose which fields to search
from a list of the most likely fields.

To access the Quick Find options form, click Quick Find in your user’s menu under the
GIFTS Online logo.

e The Full Search link gives you access to the Search form where you can access Recent
Searches, Saved Searches, or create a new search using the Query Builder.

o The New menu allows you to create new records for most of the major record types from
'scratch’. You will need to provide the necessary relationships when you create the new
record.

o The Launch menu provides access to Reports, Job Status, Budget, Applications, Tax Status
Lookup and Import A/P Data. NOTE: Some choices may not be available depending on the
options you have installed.

e The Admin menu provides Grant Managers with access to the Template Manager,
Manage Dashboards, Manage Watchlists, and Classifications forms.

o The Action menu will be visible on all Edit Forms. The options available will change
according to the type of record currently being viewed.

NOTE: The available options on the menus sometimes exceeds the space available to
display them. When this occurs, a blue arrow button will be visible on the right side of the
ribbon menu. Clicking this will slide the menu options to the left revealing the additional
options.

26



GIFTS Online 5.1 User’s Guide

The User Menu

This menu is located in the upper left-hand corner below the current user's name. To open the
menu, click the down arrow next to the user name.

# MicroEdge GIFTS

Welcome, Ben E. Factor

This menu includes the following options:

Logout - logs you out of GIFTS Online.

Change Password - Opens the Change Password popup.

Views - Takes you to the Manage Saved Views page.

Searches - Takes you to the Manage Saved Searches page.
Quick Find - Displays the Setting Up Quick Find options window.
Help - Opens the GIFTS Online Help.

Change Password
Clicking Change Password will open the Change Password form.

Change Password *

Old Password ssssssssssss
Mew Password ssssssssssss

Verify New Password ssssssssss| "

I} Cancel

Simply enter your existing password in the Old Password field and then enter your new
password in twice.

All fields are required and the OK button will not be enabled until all fields are filled.

TIP: By Request to MicroEdge Services (Services@Microedge.com), an option can be turned on
to restrict the number of passwords a user has used from being reused. This may be required by
some organizations who need to have their users change passwords on a regular basis and want
to prevent reuse of recently used passwords.
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Views

The Views option in the User Menu opens the Manage Views form.
This page allows you to access any of your saved views according to record type.

A Record Type can be chosen on the left panel and available saved views will be displayed on
the right side listing.

Column headings for Name, Description, or Last Updated can be clicked to sort in ascending or
descending order.

Edit, Save As, and Delete options are available on the right side column for existing Views.

Manage Saved Views x

RECORD TYPES

Name & Description & Last Updated e

Ben's Wiew

Organizations Last updated by BEN s B ox

on 12/27/2012,

Requests
Colors View Last updated by BEN Pl x
# B
Contacts on 12/13/2012.
Achivities Default Requests View Last updated by BEN S B ox
i
Affiliations on 12/27/2012.
Payments Public View This view is public Last updated by & =
ADMIN on
Documents 12/21/2012.
Requirements
Reviews

Close

A
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Creating a New View

Clicking the New View button will take you to the New View form where you can create a view
manually and Save the view to your saved views list.

r 1
New View x
Select available columns from Font Sans-Serif * Size 8 ~ Bold [¥] Ialic [) Justification Left = Color -J

Request - .
Heading Grant Amount
Available columns Use the arrow buttons on each column to change the order in which they are shown
Find: . ! 1t Column Name & Heading & Move &
Column Name & * Request: Alert Status Alert Status ¥
Product Serial Numbere Request: Create Date Create Date + ¥
ct S el
Products Donated Request: ID iy + ¥
Project Budget Request: Grant Amount Grant Amount + ¥
Project Description Request: Project Title Project Title + ¥
Project End Date ( | . . . .
Include = Request: Project Description Project Description s
Project Start Date
Project Title
QA Num
QA Num More
Random Date
Random Num
Random Num
Defaulis Remove Sorting Formatting
Random Test v

1. Select a category of columns from the drop-down menu in the top left of the form.

2. Highlight columns you desire and click the Include button to move them to the right.
You can also use the Find field to look for a specific field in the category.

3. Once on the include list, you can click on a field to select it and then use the up/down
arrows in the Move column to reorder fields.

4. Click Save View to open the Save View form.

5. Enter a Name and Description.

6. Check the Allow others to use this View box if you want to allow other users to use the
view.

7. Click OK when done to return to the Manage Saved Views list.
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Saved Searches
Clicking on the Searches option in the User Menu takes you to the Manage Saved Searches form.

This page allows you to access any of your saved searches according to record type.

A Record Type can be chosen on the left panel and available saved searches will be displayed on
the right side listing.

Column headings for Name, Description, or Last Updated can be clicked to sort in ascending or
descending order.

Edit and Delete options are available on the right side column..

r
Manage Saved Searches X
RECORD TYPES & Name £ Description & Last Updated §
Organizations vr  Requests Lastupdated by &
2011-2012 BEMN cn
Requests 12/19/2012.
Contacts if Organization's Last updated by =~ & ¢
Activities N_arn? I:ulegms ADMIN on
with "% 12/11/2012.
Affiliations . . - .
it  Requests This Request Date is in this Last updated by S
Payments Year VEear ADMIN on
af22f/2011.
Documents
) ir Under Review Request Status is Last updated by S x
Requirements 'Considered for Board', ADMIN on
Reviews 'Inlt.lal Review’ or "Staff 7f2f2010.
Review'

New searches must be created using Quick Find or the Query Builder.
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To configure Quick Find, click the Quick Find link in the User menu.

NOTE: Some users may not have this option depending on their permissions.

This will open the Quick Find Options form.

r
Quick Find Options

Requests
Include Requests |«
Organization Name | contains
Include Payee [ |
Request ID/Reference No. | is
Project Title | <do not search> -
Docket No. | <do not search> -
Organizations
Include Organizations
Organization Mame  contains -
Tax D is -
Vendor No. | <do not search> -
Organization ID | <do not search> -
Contacts
Include Contacts
Last Name  contains -
Contact ID | <do not search> -
Mo nil | el mmd mmmem b ¥
Cancel

On this form you can:

e Specify the data fields to be searched when a specific record type is selected.
e Enable other record types to be available under the Quick Find field by checking the
Include box.

The table below specifies all the available record types and search fields available for each:

NOTE: Some fields are set to <do not search> by default to improve search performance. They
can easily be enabled by accessing the Quick Find Options and changing the setting.
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Record Type

Field

Search Option Default

Requests

Organization Name

contains

Include Payee

No (unchecked)

Request ID/Reference No.

is

Project Title

<do not search>

Docket No. <do not search>
Organizations Organization Name contains

Tax ID is

Vendor No. <do not search>

Organization ID

<do not search>

Contacts Last Name contains
Contact ID <do not search>
E-mail <do not search>
Primary Organization Name <do not search>

Payments Organization Name contains

Check No.

is

Request ID/Reference No.

<do not search>

Payment ID

<do not search>

Requirements

Organization Name

contains

Request ID/Reference No.

<do not search>

Requirement ID

<do not search>

Reviews Reviewer Last Name (External) | begins with
Reviewer (Internal) begins with
Organization Name contains
Request ID/Reference No. <do not search>
Review ID <do not search>

Documents Organization Name contains
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Request ID/Reference No.

<do not search>

Document ID

<do not search>

Activities

Organization Name

contains

Request ID/Reference No.

<do not search>

Activity ID

<do not search>

Using Quick Find

The Quick Find field is designed to help you quickly and easily search for records.

To use Quick Find to locate a record, enter a search value in the field, select a record type from
the radio buttons displayed, and click the Find button.

@ Requests © Organizations @ Contacts

You can also press Tab or Enter to begin the search.

The Quick Find tool will initially only offer Requests, Organizations, and Contacts searches by

default.

Each record type is also limited to the most commonly searched fields as described in the table

below.

Some fields are also set to <do not search> by default to optimize performance.

To enable other record types and fields, you must access the Quick Find settings through the

User Menu > Quick Find option.

TIP: To use other fields as filters, the Query Builder in the Full Search option must be used.

Record Type

Field

Search Option Default

Requests

Organization Name

contains

Include Payee

No (unchecked)

Request ID/Reference No.

is

Project Title

<do not search>

Docket No.

<do not search>

Organizations

Organization Name

contains

Tax ID

is
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Vendor No.

<do not search>

Organization ID

<do not search>

Contacts Last Name contains
Contact ID <do not search>
E-mail <do not search>
Primary Organization Name <do not search>

Payments Organization Name contains

Check No.

is

Request ID/Reference No.

<do not search>

Payment ID

<do not search>

Requirements

Organization Name

contains

Request ID/Reference No.

<do not search>

Requirement ID

<do not search>

Reviews Reviewer Last Name (External) | begins with
Reviewer (Internal) begins with
Organization Name contains
Request ID/Reference No. <do not search>
Review ID <do not search>

Documents Organization Name contains
Request ID/Reference No. <do not search>
Document ID <do not search>

Activities Organization Name contains

Request ID/Reference No.

<do not search>

Activity ID

<do not search>

34



GIFTS Online 5.1 User’s Guide

Full Search
I

0 Requests @ Organizations @ Contacts @ Payments

The Full Search link on the header opens the GIFTS Online - Full Search form which gives your
access to:

e The Query Builder to create a new search or Ad Hoc report
e Recent Searches to access a list of recent searches in chronological order
e Saved Searches to access a list of saved searches by record category type

Full Search X

(#) Query Builder () Recent Searches () Saved Searches

RECORD TYPES Filters

Organizaticns
Requests
Contacts
Activities
Affiliations
Payments
Documents
Requirements

Reviews

Search [ Cancel

NOTE: The Full Search form will initially open with the Query Builder selected. However, it will
remember which of the three options you used last and open to that option the next time you
open the Full Search form.

The Basic Query Builder

The Query Builder can be access in one of two ways:

1. Click Full Search at the top.
2. Perform a Quick Find, Recent Search, or Saved Search and then click the Change this
search link.
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The Query Builder allows you to enter specific search criteria based on the Record Type
selected.

NOTE: If you used option one above to access the Query Builder, the Filters area will be blank. If
you used option 2, the Filters area will be pre-populated with the last search criteria used.

This is an example of what the initial Query Builder page may look like:

M B
Full Search x
(*) Query Builder } () Recent Searches () Saved Searches
RECORD TYPES Filters

Organizations
Requests
Contacts L\@
Activities
Affiliations
Payments
Documents

Reguirements

Reviews

Search 1 [ Cancel

Building a New Search

The following section provides information on how to build and to run your searches from the
Query Builder.

1. Make sure the Query Builder radio button option is selected on top.

2. The Filters section should be clear. If not, click the Reset link on the bottom left of the
form.

3. Select a Record Type from the list on the left panel.
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4. Click the Add Filters link on the bottom left of the form to open the Filter options form.

Filter Options b

[} Admin Budget Amount

Approval Date

Coding Sheet: Age Group
Coding Sheet: Ethnicity

Coding Sheet: Gender

Coding Sheet: Geographical Area Served
Coding Sheet: Internal Program
Coding Sheet: Population Served
Coding Sheet: Program Area
Coding Sheet. Sport

Coding Sheet: Type of Support
Declination Date

Disposition

Docket Mumber

Grant Amount

ORO0O0000®800000O0

Grant Balance

[ ] Grants with Unscheduled Balances -

I}b OK Cancel ]

o

F |
5. Scroll down the list as needed and check the boxes for the desired filters.

6. If you would like the filters you've selected to become the default for the specific record
type, click the Set as Defaults link above the OK button.

7. Click OK when done selecting filters and return to the main Full Search form which will
now be filled with the filters you selected.
TIP: Most filters will have an X and a + next to them on the Query Builder. Clicking the X
removes the filter. Clicking the + adds another instance of the same filter to the query so
you can further refine your search criteria.
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Use the various filter fields to enter your search criteria.

r
Full Search ®
(=) Query Builder () Recent Searches () Saved Searches
RECORD TYPES Filters

Organizations -

Approval Date on or after 11/2012 x

4

Requests
Contacts Coding Sheet: Program Area is = Ars and Culture - x

Activities Grant Amount mere than  ~ || 10.00 x
Affiliations
Payments

Documents

Reguirements

Reviews

Add Filters = Reset » Advanced Search @ |r Cancel 1|

Click Search. Your results appear in the Search Results page.
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Advanced Query Builder

The Advanced Search feature allows you to 'plug in' or edit a SQL type query for a search.

Only Grant Managers will have access to this link on the bottom. Other users will not see the link
on the form.

Clicking Advanced link will open the Advanced Query form.

r hl
Full Search x
(#) Query Builder () Recent Searches () Saved Searches
RECORD TYPES Advanced
Organizations Requests.Disposition_Date == "01/01/2012" AND Requests.Disposition = 'Approved’ AND Reguests.Codes_IDs LIKE
'%,607,%" AND Requests.Grant_Amount = 10
Requests

Contacts
Activities
Affiliations
Payments

Documents

Reguirements

rlnsertExpressiunﬂ ( { 1 [ ) ] rAnd 1( Or 1 Not ]
Reviews L J L) L J L ) L J

Request *| | Account Name .
Primary Organization Admin Budget Amount

Primary Organization Address Alert On

Primary Contact Alert Text

Bank Address Average Review Score

Activities Balance

Payments Bank Addreses Id

Codes + | | Bank Contact Name

[ Search E [ Cancel

At the bottom of the Advanced Query Builder are the following control links and buttons:

o Filters - takes you back to the basic Query Builder form.

e Test - checks your current SQL query code for any syntax errors.
e Search - runs the query as displayed in the Advanced field.

e Cancel - closes the Query Builder without running the query.

Advanced Criteria

This text box contains the search criteria. It defaults to a database syntax “translation” of
any search criteria in the Search form when it was opened.

Users can type directly in this field and also be able to select, select all, cut, paste, and so
on..

Criteria Editing Buttons

This row of buttons represents different ways (other than typing or pasting clipboard
text) to add things to the search criteria above.

[ Insert Expression ] [ And ] [ Or ] [ Not ]
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The Insert Expression button opens the Create Expression popup which allows you to add
another search expression, based on the category and field selected below.

NOTE: Double-clicking the field on the list will also open the Create Expression popup.

r Al
Create Expression

Request : Disposition
Mot

eguals * | | Approved Value

oK & Cancel

The Not checkbox can be used to create a negative expression.

The parentheses, And, Or, and Not buttons can be used to insert conjunctions to group
expressions for the desired effect. Once familiar with these options, you can easily type
them in manually into the Search criteria field.

Search Categories and Fields
Users who want to add expressions to their advanced search first select the category and
field here and click Insert Expression, or double-click on the field.

The left side lists categories of fields. These represent record types or more complex
database tables with multiple fields an advanced user might want to search.

The Category selected in the left list determines the fields which will be listed on the
right.
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Recent Searches

The Recent Searches feature provides access to your most recent searches. The system currently
stores the 10 most recent searches for each record type.

r B
Full Search X
() Query Builder  (») Recent Searches () Saved Searches
RECORD TYPES Description & Last Run 2]
Organizations Requests 2011-2012 Today Q
Requests
Coding Sheet: Program Area is 'Arts and Culture' Today Q
Contacts
Activitias Requests Quick Find for 'a’ Today Q
Affiliations Related Requests for 3 Organizations Today Q
Payments o
Related Requests for 3 Organizations Today Q
Documents
Requirements
Reviews
Cancel

%

The list can be sorted by Description of Last Run simply by clicking the column header.
Record Type can be selected using the list on the left panel.

Searches can be run by clicking on the Search icon (magnifying glass).
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Saved Searches

The Saved Searches option functions just like the recent searches, except that only saved
searches are listed here.

For each record type, the saved searches are listed in alphabetical order by Name with favorites
listed first and then the remaining, non-favorite searches.

Full Search
() Query Builder () Recent Searches  (2) Saved Searches
RECORD TYPES & Name & Description <]
Organizations Y7  Organization's Name begins with "%’ Q ~
Requests .
¥  Requests 2011-2012 Q
Contacts
Activities Tr Requests This Year Reguest Date is in this year Q rd
Affiliations " . Request Status is 'Considered for Board', 'Initial Review' or "
i Under Review - . d
w naer Review ‘Staff Review' Q s
Payments
Documents %
Requirements
Reviews

Cancel

NOTE: To delete a Saved Search, you must go to the Saved Search Library option located in the
User Menu.

The saved searches list can be sorted by Favorite, Name or Description simply by clicking the
column headers.

To set a search as a favorite, click the star to the left of the name to turn it orange. To remove
the favorite status, click the star again.

To run a saved search, click the Search icon (magnifying glass).
To change a saved search, click the Modify icon (pencil).

Choosing to modify a saved search will display its current filters in the Query Builder. You can
then choose to add or remove filters as needed before running the search again.

Notice when accessing the Query Builder in this manner, an additional Save As link option is
available at the bottom next to Advanced. This allows you to save your modified search with a
new name.
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The Ribbon Menus

GIFTS Online employs ribbon menus to provide you with various action options depending on
your location in the system.

Instead of opening vertically, these menus open horizontally as additional options become
available.

Mew Actions

% B Bl &

SetAlert Decline Rollbackto Amend Renew Lock
Pending

If the number of options available exceeds the number allowed to be displayed at one time, an
scroll button will be displayed on the right.

Click this to slide the menu to the left to reveal the other options.

Mew Actions

=’ = =

Generate E-mail  Assign Reviewers Delete

The New Menu

This menu allows you to quickly create new records for most of the major record types from
'scratch’. You will need to provide the necessary relationships when you create the new record.

Mew Launch Admin Options

F w®w =& B 3 8

Request Organization Contact Requirement Review Document Achivity

By default, it is included on the home pages for Grants Managers and Program Officers.

Possible options on this menu include:

e Request

e QOrganization
e Contact

e Requirement
e Review

e Document

e Activity
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The Launch Menu

Mew Launch Admin Options

E E E B [ .

Reports  Job Status Budget Applications Tax Status  Import A/P Data
Lookup

The Launch Menu on the right of the header gives you access to the following possible options
depending on how your site is configured:

e Reports - allows you to access all of the standard reports available through GIFTS Online
e Job Status - if installed, displays the status of any ad-hoc/custom reports that are
scheduled to run

Budget - Budget module required

Applications - Online Applications and Reporting Module required

Tax Status Lookup - opens the Tax Status Lookup utility to search for organizations
Import A/P Data - Account Payable Module required. Allows you to import A/P data for
paid grants.

The Admin Menu

The menu provides Administrators and Grant Managers with access to the following tools:

New Launch Admin

> = =
=73 =73

Template Manage Manage
Manager Dashboards Watchlists

Template Manager
Manage Dashboards
Manage Watchlists
Classifications

For more information on each tool, please click the links above.
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The Action Menu

This menu will be visible on all Search Result pages and Edit Forms. The options available will
change according to the type of record currently being viewed.

New Launch Admin Actions

7 |

@ = =4

Research Generate E-mail Generate Letter Update Coding Open
Guidestar Sheet

NOTE: The available options on the Action menu sometimes exceeds the space available to
display them. When this occurs, a blue arrow button will be visible on the right side of the
ribbon menu. Clicking this will slide the menu options to the left revealing the additional
options.

The Dashboards

The main area of the homepage is called the Dashboard and houses all of the dashboard parts
assigned to a user's account.

Default dashboard parts on the Dashboard depend on the role each user is assigned for GIFTS
Online. Users assigned to the Grant Manager role will have the ability to modify their own
dashboard parts as well as the Dashboards of other users.

Up to 10 different dashboards can be created by Grants Managers and assigned to other users
as needed.

NOTE: Other user groups will not be able to add or delete dashboard parts.

Drilling Down Through a Dashboard Part

Some of the dashboard parts allow you to drill down to see individual records by either double-
clicking on a listed record or part of a chart. When you click on a value on the dashboard part,
the record type that is associated with the dashboard part search filter will determine the
record that opens for view/edit.

For example: If the dashboard part displays Request search results, double-clicking on a
displayed record in any column will open the Request edit form. Once the edit form is displayed,
Organization and Contact information can be accessed through the Primary Relation Cards on
the right panel of the edit form.
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Refreshing the Dashboard

In GIFTS Online, the current dashboard is refreshed using the Refresh Dashboard icon located
just below the ribbon menu. The dashboards will also refresh as you tab from one to the next, or
return from the workspace.

Mew Launch Admin

= e =2 =]

Request Organization Contact Requirement

ning..v | B Lastrefreshed 6:18:21 AM

| Refresh dashboard |
zsts This Year TF 1Al

Adding a New Dashboard

To add a new dashboard, do the following:

New Launch Admin

$& MicroEdge GIFTS Full Search -
e @ Organizations @ Coniacis r'l il = %
Welcome. Ben E. Factor Request Organization Contact Regquirement L
Overview Dashboard Requests v Reviews Due v Requirements v Grants v Declined v Payments v @ Last refreshed 3:59:12 AM |
Add a dashboard
Requests Chart #~ [@ | Requestsfor 2012-2013 |t 2 (%3
el Disposition Type/Status Organization .
Pending RD Stuff Shea Dance Company
] Declined 1/4/2013 Testing Johnathan 1. Smith

(DASH) Tel: (212) 555-3672
Fax: (212) 555-384%
jmartinez@microedge.com

Pending

Declined RD Stuff asdf

| | 1/2/2013 Testing asdf
\ / (ADMIN)
\ /
\\ // Declined RD Stuff Custom Affiliation Field Bug
7 > 1/2/2013 Testing N
= 3 S
20 - Page 1 of 2 = = Displaying 1 to 20 of 39 items

Click Add a Dashboard [+] button to the right of the last dashboard tab.

Add Dashboard X

Mame Upcoming Mestings
Columns (U1 (=02 (U3 U4

Allow Scrolling? [
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With the Add Dashboard form open:

Enter a Name for the dashboard.

Select the number of Columns of dashboard parts allowed.
Check the box to Allow Scrolling, if desired.

Click OK.

PwnNpeE

You will notice a new dashboard tab has been created with the name you provided. The main
area will be blank until you add some dashboard parts.

New Launch Admin

£¥ Microfdge GIFTS west e

© Requests @ Organizations @ Coniacts =] il e %

. . »
Request Organizaion Contact Requirement
Welcome, Ben E. Factor Gl E u

Overview... ¥ Requests v Reviews Du v Requiremen v Grants v Declined Payments v Upcoming...v | B Lastrefreshed 6:00:31 AM |

You currently have no parts on this dashboard.

&

To get started, add a part.

Dashboard Layout Examples

In GIFTS Online, each dashboard can be set to have up to four “columns”. Dashboard parts will
expand to fill the “columns” equally based on how many parts are in the row.

Example:

If a user sets up a dashboard with two columns and adds four dashboard parts, they are
arranged in two rows of two parts, in order as if reading from left to right:

47



GIFTS Online 5.1 User’s Guide

$E MicroEdge GIFTS Full Search O il
3 @ Organizations @ Coni FI |FFl.| _! E
Welcome Ben E. Factor Requesl Organizaion Contact Requirement
Overview... v Requests v Reviews Du v Requiremen v Grants v Declined » Payments v Upcoming...v | B3 Last refreshed 6:11:03AM |
Requests This Year & @ Requests Chart % @
8,000
6,000 - Approved
4,000 || Declined
2,000 Pending |
0 |

Granted: 0 Requests totalling $0

[ Declined: 0 Requests totalling $¢ Granted Amount \\ v
Pending: 1 Request totalling $5,¢ Paid: $0.00 \El Balance: $0.00 —_—
Note 1 &- @A Note 2 - @A
No text has been provided for this note. Click here to enter the text No text has been provided for this note. Click here to enter the text

@+ Dashboard | @, Requests Quick Find for

If a fifth part is added, it will appear on a third row, and span from left to right across the page:

— o New Launch Admin
# MicroEdge GIF _
=& B Wl =2 =]
A . »
- - Request Organization Coniact Requirement
Welcome, Ben E. Factor v 3 < Y 3
Overview... v Requests v Reviews Du v Requiremen v Grants Declined v Payments v Upcoming...v = B Last refreshed 6:11:03 AM |
Requests This Year & @ Regquests Chart [ 2|
}53,
Rl ﬂ Approved
\EI Declined f k\‘l
Granted: 0 Requests totalling 0 | |
. Pending \ {
|| Declined: 0 Requests totalling $C Granted Amount "\‘ "‘
= b /
Pending: 1 Request totalling $5,¢ Paid: $0.00 || Balance: $0.00 )/ C
Note 1 - @ Note 2 " @
No text has been provided for this note. Click here to enter the text No text has been provided for this note. Click here to enter the text
Requests for 2011-2012 B o &2 B3
Disposition Type/Status Organization Req/Granted Project Title N
Approved Cash Grants East 54th Street Center Grant: 1,000,000.00 2014 Summer Projects
12/28/2012 Active Grant Ben Smith Paid: 1,000,000.00
Start: 12/28/2012 Tel: (546) 222-3%00 Bal: 0.00
Ead. 2/MefMnd e BonComibh @ mmisenodo. Tormns  Manthe v
“ -
20 - Page 1 of T = =i Displaying 1 to 20 of 123 items
@+ Dashboard | Q, Requests Quick Find for
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However, if the dashboard were to allow three “columns,” the parts would move to this

configuration:

L¥ MicroEdge GIFTS

Welcome, Ben E. Factor

New Launch Admin

Full Search

Organizations @ Contacts

Bl i | = =]

Request Organization Contact Requirement L

Qverview... v Requests » Reviews Du v Requiremen v Grants v Declined v Payments v Upcoming. . v B3 Last refreshed 6:11:03 AM |
Requests This Year & @ Requests Chart & 3 Note 1 - @
8,000 No text has been provided for this note. Click
Approved here to enter the text.
6,000 -
= Declined
Al CL0 Pending /
2,000 |
|
0 \
Granted: 0 Reque Granted Amount
1 h A
|| Declined: 0 Requ Paid: $0.00 _
Pending: 1 Reque |E\ Balance: $0.00
Note 2 & @ Requests for 2011-2012 S 2 2 (&3
Mo text has been provided for this note. Click here to enter the text Disposition Type/Status orga *
Declined RD Stuff asdf
1/2/2013 Testing ast
(ADMIN)
Declined RD Stuff Cush
1/2/2013 Testing
(ADMIN) im
20 ~ Page 1 of 7 = =
Displaying 1 to 20 of 123 items
@+ Dashboard | Q, Requests Quick Find for

Managing Dashboards

Dashboard parts on each dashboard can be managed in several ways.

Resizing Parts

A user can resize the parts on his or her dashboard, using the mouse to drag the divider
between parts up, down, left, or right.

NOTE: Changing the height of a part will automatically change the other parts in the same row
to match. Parts on the same row will always remain the same size vertically.

Moving Parts

Any user can move parts around within a dashboard simply by using the mouse to drag one part
over another. When dropped, the parts switch places in order.

Maximizing and Restoring Parts

While the panel look shown above is the default view, users can maximize any given part by
clicking the Maximize icon in the part’s title bar:
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New Launch Admin
Full Search

Welcome, Ben E. Factor

Overview... v Requests v Reviews Du v Requiremen v

Requests for 2011-2012 B2 o+ 2| ﬂ-v Requests Chart

Disposition Type/Statu:

- Approved
Approved Cash Grants E Declined
12/28/2012 Active Gra

Start: 12/28/2012 Pending

End: 3/26/2013

(BEN) v
“ >

20 v

Page 1 of 7 = =+

Displaying 1 to 20 of 123 items
Note 2

No text has been provided for this note. Click here to enter the text

@+ Dashboard | Q, Requests Quick Find for

Grants ¥ Declined =

- 3@

= il = B

Request Organization Contact Requirement L

Payments v Upcoming.. v B Last refreshed 6:11:03 AM |

& @ Note 1

No text has been provided for this note. Click
here to enter the text.

Requests This Year

200,000,000
i .
150,000,000 e
# 100,000,000
50,000,000
- S
0 - _
Granted: 39 Requests totalling §

Granted Amount

\EI Declined: 7 Requests totalling $C Paid: $20,660,055.09

Pending: 78 Reguests totalling £ |E\ Balance: $50,550.00

This will expand the selected dashboard part so it takes up the majority of the viewing area. The

other dashboard parts will be minimized along the right.
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- — . Sty New Launch Admin
# MicroEdge GIFTS _
B @ = B
WelCoi® BaT B dafor @ Payments Request Organization Contact Requirement "
Overview... v Requests = Reviews Du v Requiremen v Grants Declined Payments v Upcoming... | B Last refreshed 6:11:03AM |
Requests for 2011-2012 B & =2 | ﬁv@ Requests This Year G- A A
Disposition Type/Status Organization B Granted — 39 — $20,710,605.09
Approved Cash Grants North 54th Street Science Center Declined — 7 — 50.00
12/28/2012 Active Grant Ben Smith Pending — 75 — $100,259,246 66
Start: 12/28/2012 Tel: (546) 222-3300 : !
End: 4/28/2013 BenSmith@microedge.com
(BEN)
Requests Chart - A
Approved Cash Grants Morth 54th Street Scence Center d & @
12/28/2012 Active Grant Ben Smith
Start: 12/28/2012 Tel: (845) 222-3300
End: 4/28/2013 BenSmith@microedge.com k
(BEN) § \
Approved Cash Grants Morth 54th Street Science Center —d
12/28/2012 Ben Smith
Start: 12/28/2012 Tel: (646) 222-3500
End: 2/28/2013 BenSmith@microedge.com
(5EM) Note 1 G- A FA
Approved Dinners and Events Pine Arbor Center X .
12/28/2012 Ben Smith No text has been provided for this note.
Start: 13/28/2012 Tel: (646) 222-3500 Click here to enter the text
End: 1/28/2013 BenSmith@microedge.com
(BEN)
Approved Cash Grants West 54th Street Foundation
12/28/2012 Active Grant Ben Smith
Start: 12/28/2012 Tel: (546) 222-3500 Note 2 &o- A FA
End: 3/28/2013 Ben3mith@microedge.com
(BEN)
N Mo text has been provided for this note.
4 > Click here to enter the text
20 - Page 1 of 7 = = Displaying 1to 20 of 123 items
@ Dashboard (), Requests Quick Find for

This is especially useful for Table parts which list many records. This functionality allows the user
to see more of the information in a part while still providing a minimized view of the other parts.

To return to the normal view, the user must click the Restore icon seen in the title bar of the
maximized part.

Note that the original order of parts is preserved after leaving maximized part mode.

NOTE: Only Grants Managers will have access to the dashboard menus and dashboard part
actions (gear) menu.
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The Dashboard Menu

The dashboard tabs across the top will display the dashboard’s name and (for Grants Managers)
have a menu for dashboard-related actions.

The menu on each dashboard tab will have the following options:

Reviews Du «

Requiremen = Grants
Add Part
Edit
Share
Copy
Remove

Reorder Dashboards

Menu Description

Option

Add Part A new part can be added to a dashboard by selecting Add Part in the dashboard
menu to open the Add Part form.

Edit After a Dashboard has been added, its name, number of columns, and scrolling
setting can be changed by opening the dashboard menu and clicking Edit.

Share Users may share one of their dashboards with another user by selecting Share from
the dashboard menu.

Copy This action adds a copy of the current dashboard to the same user’s site so that the
same data can be displayed for a different purpose. For example, a user may want the
same data for three different Program Areas.

Remove Removes the current dashboard after the user confirms the action.

Reorder Allows the order of dashboards to be rearranged as needed.

Dashboards

52



Assigning Dashboards

In GIFTS Online, users associated with the Grants Manager role are given the ability to “alias”

GIFTS Online 5.1 User’s Guide

another user and make changes to their Dashboard, as well as assign a Dashboard from one user

to another.

To access the Manage Dashboards page, go to Admin > Manage Dashboards.

Mew

qwl

Template Manager

Manage Manage
Dashboards | Watchlists

Launch Admin

=3

Classifications

The Manage Dashboards popup is only visible to users associated with the Grants Manager Role.

Manage Dashboards

User
John

GrantsManager, GrantzsManager, GrantsManager,
GrantsManager

Juan

InternalReviewer

Kelly Goldberg

GrantsManager

Lee Williamson

GrantsManager

Mimi

GrantsManager, GrantzsManager, GrantsManager,
GrantsManager

Phil Anthropy

GrantsManager

PO User

Actions

Modify Dashboard

Copy from Another

Modify Dashboard

Copy from Another

Modify Dashboard

Copy from Another

Modify Dashboard

Copy from Another

Modify Dashboard

Copy from Another

-

Modify Dashboard

Copy from Another

Close

Modify Dashboard

Copy from Another

b4

~

User — Users will be listed in alphabetical order. Below each user’s name will be the Role(s) with

which they are associated.

Modify Dashboard — Clicking this link closes the popup and navigates to the Dashboard in

“alias” mode.

$& MicroEdge GIFTS

Welcome, Ben E_ Factor

B You are currently modiying the dashboard for the user: KG. To stop modifying this dashboard, Click here

Full Search

Overview v Pending Requests v Reviews v Approved Grants v

Payments v

53



GIFTS Online 5.1 User’s Guide

The following message/dialogue will display at the top of the Dashboard:

You are currently modifying the dashboard for the user {Aliased User Name}. To stop
modifying this dashboard. Click here.

The user’s name in the header will not change.

e |[f the aliased user is “locked”, then only the options to edit the dashboard part properties
options will be available. You will not have the option to Add or Remove dashboard parts.

e |[f the aliased user is “unlocked”, the options to add and remove dashboards and parts will
be available in addition to those described above.

The changes to the dashboard will be reflected on the target user’s dashboard the next time
they refresh.

When the user clicks the click here link, the current user’s normal dashboard will re-display,
without the “aliasing” message.

Copy from Another — copies the entire dashboard from one user to another. This includes all
dashboards, dashboard parts and their properties, and dashboard settings.

Copy All Dashboards

Copy from User |Colette Rogers

Copy to User | Charity Ball

OK ] | Cancel

The drop-down will be filtered to include only users with the same Role as the user whose
dashboard is being assigned.

NOTE: Only one user be assigned at a time.

Close — closes the popup without copying any dashboards.
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About Dashboard Parts and the Dashboard

Dashboard parts are areas on the GIFTS Online dashboards that provide you with a means of
viewing and interacting with data from your GIFTS Online database and the Internet.

NOTE: Some dashboard parts may be unique to your system. These unique dashboard parts are
added by MicroEdge Services during your setup process.

The dashboard parts look like mini windows and may be customized for appearance and content
as needed.

There are a number of different uses for dashboard parts, including:

e Displaying GIFTS Online data

e Viewing saved GIFTS Online documents

e Searching for GIFTS Online data

e Creating reports from your GIFTS Online data

e Creating and editing GIFTS Online records

e Displaying Activities, Requirements, or Payments due

Adding Dashboard Parts
To add a dashboard part do the following:

1. Click on the tab for the specific dashboard you want to add the part to.
2. Click on the menu arrow on the dashboard's tab.
3. Select Add Part.

Requests « Reviews DE Requiremen = Grants
Add Part
Edit
Share
Copy
Remove

Reorder Dashboards

4. Onthe Add Part form, select the dashboard part you wish to add.
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r . |
Add Part b
Budget Summary Chart
Image In Progress Reviews
Link List MNote
Online Applications and Reporting Submitted Reviews
Summary Table
Web Clipping
|

5. Fillin the selected part's configuration form as needed and click Save.

Configure Submitted Reviews #

Title | Submitted Reviews
Header
Footer

Filter - Saved Search  <MNone= v

The part will now be added to the current dashboard.

Edit Dashboard Part Settings

To edit the settings for a dashboard part:

1. Click the Configure menu icon in the top right corner of a dashboard part, and then select
Edit.

2. Make any necessary changes to the settings, then click OK.

The dashboard part configuration forms will contain various fields specific to the dashboard
part.
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Grant Manager Dashboard Options

In GIFTS Online, users associated with the Grants Manager role have the ability to “alias”
another user and make changes to their Dashboard, as well as assign a Dashboard from one user
to another.

This allows you to set up the dashboard parts on multiple dashboards for one user and simply
copy them to several other users at once.

For more details, see Assigning Dashboards.

Available Dashboard Parts

The following dashboard parts are available:

Dashboard part

Notes

Budget Summary

Budget Module required

Chart

Chart tool with many formatting options

Image

Display images.

In-Progress Reviews

Reviewers Module required

Note

Add notes for yourself in this part.

Online Applications and Reporting

Online Applications and Reporting Module required

Submitted Reviews

Reviewers Module required

Summary Displays Grant and Payment information.
Table Displays records as a list.
Web Clipping Displays the contents of a specified webpage.

The Budget Summary Dashboard Part

NOTE: This dashboard part is only available with the optional Budget module installed. If your
GIFTS Online system does not include the Budget module, you may disregard this information.

NOTE: These dashboard parts let you see the status of all of an open budget, or just a part of it.
For example, if you are Program Officer, your Budget Summary dashboard part might be set to
show only your program's part of the budget.

You can quickly see the progress toward your giving goals by comparing the budgeted amounts
to be paid vs. committed amounts, and see the remaining balance of each budget item.
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Budget Summary fe B
100%— b 2014
Type Description Current S Paid &
{ | Corporate Funds 60,000,000.00 2,030,000.00
75% —
o CA Foundation Funds 24,000,000.00 11,030,000.00
o NY Foundation Funds 24,000,000.00 7,500,000.00
50% —
I.ﬂ Reserve Fund 12,000,000.00 0.00
25% —] $120,000,000.00 & $20,560,000.00 &
|- -
100 - Page 1 of 1 Displaying 1 to 4 of 4 items

0% —

If your Budget Summary dashboard part includes the Budget Meter, you can get a visual
representation of your progress toward paying out the budget totals. Each budget item listed is
a link, allowing you to drill down and see commitments and balances at the next level of the
budget hierarchy.

Budget Summary fo
100%— & ! % CA Foundation Funds Reserve Fund
Date/Time £ Organization - Project Amount £
12/28/2012 2:33:46 PM 2013 Project Q4 30,000.00
75% 7 12/28/2012 2:34:39 PM 2014 Summer Projects 1,000,000.00
12/28/2012 2:35:22 PM 2014 North Fall Projects 5,000,000.00
509 — m 12/28/2012 2:35:47 PM 2014 West Summer Projects 5,000,000.00
25% — s $24,000,000.00 &
- (3
100 - Page 1 of 1 Displaying 1 to 4 of 4 items

0% —

TIP: Hover your mouse pointer over the red or blue part of the budget meter on the left to see
the percentage and amount committed or paid, respectively.
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Add a Budget Summary Dashboard Part
To add a Budget Summary dashboard part:

Configure Budget Summary b

Title |Budget Summary

Fiscal Year 2014 =

Top Level Category @ Browse M

Show Qriginal Budget Amount [_]
Show Current Budget Amount
Show Paid Amount

Show Committed Amount
Show Balance

Show Totals

Show Meter

Show only items to which
the user is authorized

On the Dashboard, click the dashboard menu and select Add Part.

On the Add part form, select the Budget Summary.

Enter a Title for the part.

Select a fiscal year.

Select a Top Level Category, if desired.

All options will be checked except "Show Original Budget Amount". Check it if you would
like to see that as well.

Click Save to continue to finish the Budget Summary settings.

8. You will return to the current dashboard with your new dashboard part displayed.

ouhkhwnNE

N

Budget vs Actual Report

You can generate a Budget vs Actual Report for any branch in the budget hierarchy to which you
have access by clicking the blue View report icon next to the budget year.

Budget Summary

100% ) \* i Y \ CA Foundation Funds Reserve Fund

The report - which can be printed, exported to Word or Excel, or saved as a PDF - presents
budget versus actual figures for the selected budget Category and its children.
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The Chart Dashboard Part

The Chart dashboard part allows a MicroEdge Product Specialist or a Grant Manager to place
charts on the GIFTS Online home page of any user.

Add A Chart

To add a Chart dashboard part:
1. Onthe Dashboard's menu, click Add Part
2. On the Add part form, select Chart.

3. There are actually two pages to the chart configuration process:

a) The first page lets you set up search parameters and grouping requirements.

Configure Chart

Specify the data for the chart

Filter Request Date is on or after 1/1/2012

Value Charted
Aggregate  Count .
Group By
Category Request .
Column | Disposition .
Group By

Category | ((EEETLY] v

Column | (Mo Selection) -

b) The second page is where you set up visual aspects such as Title, Chart type,
Header/Footer text, etc.
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-
Configure Chart

Specify the display properties for the chart

2012-2013 Requests by Disposition

Title Requests Chart 30—
Approved ]

Chart Type | Bar - 1N . g
|| Pending g
Header 12-2013 Requests by Dispc 25
Footer ]

20—

X Axis Label ]

Show X Axis ltem Labels
X Axis Item Label Rotation o

15—

Y Axis Label

-
o
|

Legend Position | Left =
Legend Label 5

Show Item Tooltips
Show Item Labels 0
Show Item Label Connectors [ Approved Pending

Item Label Distance 0

Previous Cancel

See Chart Options below for details regarding all the settings available.

Make changes as necessary on the settings forms.

Click Next on the first page to go to page 2.

On page 2, a preview area will show you what your chart will look like as you make
changes.

To complete your chart and place it on the dashboard, click Save.

Chart Options

This se

ction discusses the configuration options in the Chart Settings form.

Option Description
Page 1:
Filter This field will be gray and read-only. It will either show the name of the current

Saved Search assigned or the search logic defined.

Clicking the Modify link below will open the standard Search form where you
can choose to use the Query Builder to create/edit a search, or select from a
Recent Search or Saved Search.

If an ad hoc search is already associated with the part when the user clicks the
Modify link, the search form will display with the existing criteria loaded into the
query builder, so the user can make changes.

Clicking the Select button will save any changes and return you to the
Configuration form.
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Option

Description

NOTES:

e |[f a Saved View or ad hoc View is associated with a Saved Search, this
read-only prompt will be populated with the name of that search, and the
Modify link will be disabled.

e [f a Saved Search associated with a View is selected and no View
parameters have been defined, the part View will automatically default to
that View. (But the option to modify it will still be available.) If View
information has already been defined, the user will be asked if they wish
to overwrite it.

e [f the user changes the Record Type of the Filter, any associated View
information will be cleared automatically.

Value Charted

NOTE: Hidden if no Filters are defined.
The calculation to be done when plotting the records on the chart. Options
include Count, Sum, Average, Min and Max.

If Sum, Average, Min, or Max is selected, Category/Column fields will give you
more options. Only the numeric and currency values that can be summarized are
available.

Group By NOTE: Hidden if no Filters are defined.
Lets you group the data returned by Category and Column.
If the chart is one of the bar-type charts, a secondary Group By set of prompts
will also display. This provides the user with the ability to group at a sub-level as
well.

Page 2:

Title Enter the title as you want it to appear on the Dashboard.

Header Optional text that appears above the Dashboard part content just below the
title.

Footer Optional text that appears at the bottom of the part.

Chart Type The following chart types are available: Bar, Stacked Bar, Horizontal Bar,
Horizontal Stacked Bar, Line, Step Line, Spline, Area, Pie, Donut, 3D Bar, 3D
Stacked Bar, 3D Line, 3D Area, 3D Pie, 3D Donut.
Drill down with 2D charts will open the Search Results for the record set.
NOTE: Drill down is not supported for 3D charts.

Formatting Height - Controls the default overall height of the chart dashboard part.

Width - Controls the default overall width of the chart dashboard part.
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Option Description

X Axis Label — the label across the bottom of the chart.

Show X Axis Item Labels - uncheck this box to turn off labels for the x axis of Bar
and Line charts.

X Axis Item Label Rotation — An angle to tilt the labels that appear with the
values going across the chart

Y Axis Label — a label across the side of the chart
Legend Position — top, bottom, left and right
Legend Label — a label that appears above the legend bar

Show Item Tooltips — with this enabled, hovering over an item on the chart
shows the values in a tooltip

Show Item Labels — shows labels for the items on the chart.
Show Item Label Connectors- draws a line from the item label to the item

Item Label Distance — the distance between the item label and the chart
segment it represents.

Viewing Chart Details

You can click on a section of a chart to view the list of records represented and then drill-down
to individual records.

NOTE: 3D charts do not have the drill down feature.
To return to the Dashboard, click the GIFTS Online logo.
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Exporting Charts to Excel

Chart parts displayed on a dashboard can now be exported to Excel with a simple click of your
mouse.

Right-clicking anywhere on a chart part will display an Export Chart option in the lower left

corner.

Requests Chart &5~ @A

Approved
|E| Declined

Pending

Export Chart

Clicking on Export Chart will open a Windows browse window allowing you to name the export
file and Save it to a location of your choice.

Clicking on Export Chart will open a Windows browse window allowing you to name the export
file and Save it to a location of your choice.

Available Export formats include:

e MS Excel

e PNG (Portable Network Graphic format)
e BMP (Bitmap image format)

e XPS (XML Paper Specification)

NOTE: If exported to Excel, when you open the saved file a warning message may be displayed.

Simply click Yes to continue. It’s OK to open the file. You may need to Enable Editing if
modifications are required.
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The Image Dashboard Part

This dashboard part lets you add an image to your Dashboard.

You can add your own Title, Header, or Footer.

-
Configure Image b
Title Dahlia Image
Header
Footer
File Mame Red-Dahlias-Petals.jpa @ Browse
. i

Click the Browse button to search for the image file.
Click Save to load the image into GIFTS Online.

When done uploading, you will return to the current dashboard where the image will be
displayed.

CAUTION: Try to select small images that will not take up all your workspace.

In-Progress Reviews Dashboard Part

NOTE: This part is only available with the Reviews module installed.
This part displays all Reviews that not yet completed.

The configuration form allows you to enter a Title, Header, Footer, and select a Saved Search if
available.

Configure In Progress Reviews *

Title |Im Progress Reviews

Header
Footer
Filter - Saved Search M

The dashboard part will look similar to the example below:
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In Progress Reviews

Review Due Date ¢ Review Last Updated ¢ Organization

12/19/2012 12/18/2012

MA

20 - Page 1

Link List Dashboard Part

Hiller State University
Boston

of 1

GIFTS Online 5.1 User’s Guide

B & = |0 3

& Project Title & Reviewer E

3rd Quarter MG - 1995 cgreenhaw

Displaying 1to 1 of 1 items

NOTE: This part can only be created and configured by MicroEdge Services.

This part is used to list one or more links at once. The links could be to other websites or other

pages on your own website.

To add the part:

1. Select Add Part from the dashboard submenu.

2. Click on Link List part button.

Configure Link List

Title | Link List
Header

Footer

URL Label

www.Westbd.org West 54th Foundation

URL | www.West54.0rg

Label West 54th Foundation

Description

Rollover Text Visit the West 54th Foundation website.|

3. Enter aTitle, Header, and Footer if desired.
4. Click the [+] icon in the middle to add a nee URL entry.
5. Fillin the URL address, Label, Rollover Text, and Description.

66
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6. If there are multiple links entered, you can use the arrows in the Actions column to move

a link up or down.
7. Clicking the X in the Actions column will remove the link.
8. Click Save when complete.

Link List &~ 3

| Visit the West 54th Foundation website. |

The Note Dashboard Part

The Note dashboard part provides you with a space on your Dashboard to enter and save brief
notes.

To add it to your Dashboard:

1. Click the Add Part menu option from the Dashboard submenu to open the Add Part form.
2. Select Note from the dashboard part menu.
3. Select Title, Note, Alignment, and Margins as desired.
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Configure Note b

Title | Mote

MNote

Alignment | Left =
Horizontal Margin (pxls} o

Vertical Margin (pxls) 0

4. Click Save when done to go to Note edit form.

Mote &3- @

Mo text has been provided for this note. Click here to enter the text.

5. If you did not add a note in the configuration form, you can click the Click here link to
enter a note directly into the dashboard part.
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Online Applications and Reporting

This new dashboard part allows users to see on an ongoing basis if they have any pending
applications or requirements which need to be retrieved and reviewed for consideration.

Online Applications and Reporting L A

1 Applications waiting to be retrieved

Mo Reports waiting to be retrieved

Default Title — Online Applications and Reporting

Applications — The applications line has the following content:

e The count of applications waiting to be retrieved since the last refresh

e Label “Applications waiting to be retrieved”

e Aretrieve now link —is disabled if the count is zero. Clicking this link will navigate to the
Retrieve and Manage Applications page and will automatically begin the download.

Reports — Similar to Applications above, however, the retrieve now link will go to the Retrieve
Submitted Requirements page.
Last Refresh Date/time — The date and time the counts were last refreshed

Refresh button — Refreshes the counts for both the applications and the reports

When on the Dashboard, the counts will only be refreshed when you first log in to GIFTS Online.

Unlike other dashboard parts that display data from the database, the counts will not be
refreshed each time the dashboard itself is refreshed as this could negatively impact IGAM
server performance.

NOTE: In GIFTS Online, access to the Retrieve and Manage Applications or the Retrieve
Submitted Requirements pages is through the Launch > Applications menu.
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Submitted Reviews Dashboard Part

NOTE: This part is only available with the Reviews module installed.

This part lists all Reviews that have been submitted.

To create a Submitted Review part, do the following:

1. Select Add Part from the dashboard submenu.

Configure Submitted Reviews

Title | Submitted Reviews
Header
Footer

Filter - Saved Search  <MNone=

|

2. Fill in the Title, Header, Footer and select a Saved Search as needed.

3. Click Save when done.

Submitted Reviews
Review Submitted Date £ Organization
12/22/2011 Thanksgiving UPDATED
12/22/2011 Thanksgiving UPDATED
=
20 - Page 1 of 1

Displaying 1 to 2 of 2 items
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The Summary Dashboard Part
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This dashboard part provides a summary of the records resulting from a saved search.

The saved search must be of a Request or Payment type.

Adding a New Summary dashboard part

To add a new Table dashboard part:

1. Click Add Part on the Dashboard.

2. Select Summary from the dashboard part menu and modify the Title, Header, Footer,
Summary Type (Requests or Payments), and apply a Saved Search.

-
Configure Summary
Title  2011-2012 Summary
Header
Footer
Summary Type (») Requests () Payments

Saved Search Reguests 2011-2012

Cancel

~
x

3. Select the Summary Type.

4. Select the desired Saved Search to apply using the menu and then click OK.

2011-2012 Summary

200,000,000

150,000,000

# 100,000,000—

50,000,000 —|

|:| -
Granted: 39 Requests totalling %

IEI Declined: 7 Requests totalling $C

Pending: 78 Reguests totalling 5

71
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Paid: $20,660,055.09

|| Balance: $50,550.00
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The Table Dashboard Part

The Table dashboard part is a new generic dashboard part that will use a Saved Search or View
to construct the table. You will be able to use all of the content options that can be seen in the

Search Results.

Adding a New Table Dashboard Part

To add a new Table dashboard part:

1. Click Add Part on the Dashboard.

2. Select Table from the dashboard part menu and modify the Title, Header, Footer, Filter,

and View assigned.

Configure Table

Title Requests for 2011-2012
Header
Footer

Filter

View =Default=

Cancel

3. The Filter field will at first be blank, so click the Modify link below it to open the Search

form.

4. On the Search form, select a Saved Search or use the Query Builder to create a new

search.

5. The View drop-down can be used to select a standard view or a saved view, if available.
6. Click Save when done to return to the Dashboard.

Requests for 2011-2012

Disposition Type/Status
Approved Cash Grants
12/28/2012 Active Grant
Start: 12/28/2012
End: 3/28/2013
(BEN)
Approved Cash Grants
12/28/2012 Active Grant

-

20 =

Organization

East 54th Street Center
Ben Smith
Tel: (646) 222-3500
BenSmith@microedge.com

East 54th Street Center
Ben Smith

Page 1 of 7 = =

72
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Req/Granted Project Title

Grant: 2,000,000.00 2014 Winter Projects
Paid: 2,000,000.00
Bal: 0.00
Term: 3 Months

Grant: 3,000,000.00 2014 Spring Projects
Paid: 3,000,000.00

»

Displaying 1 to 20 of 123 items
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Dashboard Part Properties

Filter: All table dashboard parts are associated with filters that determine the data to be
displayed. The user can associate a Saved Search, or create a new query just as they would do
from the standard Search popup.

The field will display the name/criteria of the current search.
The Modify link will open a version of the Search popup.
This version of the popup differs from the standard in the following ways:

o There is no access to Recent Searches
o0 The Search button is relabeled Select.

If you choose a Saved Search or click Select, the search popup will close and the Filters for
the dashboard part will be updated accordingly.

o Note that if the user changes the Record Type here, then the View selection
(described below) will be reset to “(defaults)”.

View: This drop-down determines the columns and sort order for the table.

The user will have the option of using the system defaults (the default option) or choose a
Saved View. There is no link here to create or modify a saved view.

If the dashboard part has been created from the Search Results, it will use whatever
columns and sorts were in place on the Search Results page at that time. In this case, the
drop-down will be set to “(search results)”. The user can choose a saved View instead,
but will have no other way of changing the columns and sorts except by removing the
dashboard part and recreating it.

Display

The Table dashboard part will include the following options:

e Printer-friendly version

e Export to Excel

e Open in Workspace

e Configure menu

e Minimize/Restore

e Navigation controls on the bottom
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The Web Clipping Dashboard Part
The Web Clipping dashboard part displays the contents of a specified webpage.

NOTE: For security reasons, if you would like this part hidden please contact MicroEdge Support.

Click Add Part on the dashboard.

Configure Web Clipping x

Title web Clipping
Header
Footer
URL | www.West54.0rg
Horizontal Margin 0

Vertical Margin 0

| Save | | Cancel |

The configuration form will have settings for Title, Header, Footer, URL, and Margins.

The contents of the chosen URL (webpage address) will be displayed on the dashboard part just
like it if it was in @ mini-browser window.

NOTE: None of the fields are required. However, if the URL field is left blank, the part will display
on the dashboard with the message “Please specify a URL for this part.”

There is no limit to the number of times you can add the Web Clipping dashboard part to the
dashboard. Each Web Clipping dashboard part will refer to a specific URL and all links displayed
will be functional.

Web Clipping L2~ 2

WHO WE SERVE PROD
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CAUTION: Web Clippings is recommended only for sites that may be embedded in iFrames or
otherwise displayed in web pages. For security reasons, some websites do not support iFrames.
If such a webpage is used for the web clipping dashboard part, browser issues may occur.

For example, using www.nytimes.com will cause an issue. However, using the RSS feed for
content from the NY Times site will work: http://feeds.nytimes.com/nyt/rss/Americas.

If you experience this issue with your web clipping dashboard part, please contact MicroEdge
Support for assistance.

The Search Results Page

Whenever you run a search using either Setting Up Quick Find, Full Search, Recent Searches, or
Saved Searches, the results will be displayed in what is known as the Workspace.

This page is composed of a grid detailing the records returned by the search. Here you can
review the matching records, double-click each to see its details, or select a batch of records for
which to generate emails, letters, or write-ups.

NOTE: The Workspace also displays if you double-click a section of a 2D chart.

TIP: If you run a Saved Search that is associated with a Saved View, the view will be applied to
the search results on the Workspace. Otherwise, your search results will display in the default
view. You can also apply a Saved View to this page by simply selecting from the View drop-
down menu on the bottom of the page.

3 = New  Launch  ASTEt  Acborn  OpBond
# MicroEdge GIFTS
@ ¥ 2]
Export Perd W Sagrmrory Al o (unfsdosrd
Wik cma, Banems Mehumad — Y
| Requests
ol Cvgaritzations Y Primary Contaer's Last Name is “Saith’
O =] Kaep Thesa Results
& Contacty
2 e BT
o Paprants
Organcuton Grank Amount F Duposdon Date Praject Title B Age Grou *
= A Ca e Aetew Cosber 1450000 LILAI004 Aftpr-achodd progrem at loosl
Ben Smath —r
Firiiwi
2 He T (B45] 2223900
B Documnts i TarcSmth S meormadioe.cam
o Actrabes &2 P B Ao Corter @ ISE00.00 LLTII001 Ersdgamant Campage
. Ben Smith
i ) Tk {f45] 223-3900
IS th S meormadige.cam
¥ B Aeber Canter IF000000 1TILIT000 Funding for raww SKpcams canisr
Ben Smith
Talh: {546) T2 1- el
MerhmthiS mer e e
W St SO Py L e ] T helg pogneor TTre Chadgingn of the
P, S Wiord” Confersnos
Tel; (6 233-2500
RSt fmecropdge. com
[ Wine? ith Strest Foundabion 00000 111505 "Ry b Fun” INGSte
Ben deith !
Tad- FALAT T35 000
H - ® Page i ol 2 - e =l Lath i Befresr,  [miglang 110 100 of 1559 ders
@ Warw < Geles - ®
@+ Dashboard O Requesis Cusck Find b | O], Risgquasts Qusck Find fos

75



GIFTS Online 5.1 User’s Guide

Links in the Search Results Page

There are a number of links within the Workspace that you can use to locate data, to configure
your personal viewing preferences, or to print or export your search results:

Element | Description
A In addition to the existing New, Launch, Admin, and Actions menus, a new Options menu
will be added with the following options:
e | Export — Exports the current results to Excel
e | Print — Opens a new browser window with the search results ready for printing.
¢ | View Summary — Only available for Requests and Payments. This displays a summary of
all the records in the search results, regardless of records which may be selected.
For Requests — A bar chart displays Granted, Declined, Pending total amounts and a pie
chart displays Paid and Balance totals.
For Payments — A pie chart displays number of Payment records, Total Scheduled
Payments, Total Paid and Balance to be Paid.
¢ | Add to Dashboard — Adds the current search results to a selected dashboard as a table
part.
B Related Records Panel
This panel provides links to view the records related to the selected record(s). The count
beside the record type indicates the number of related records of that type.
Clicking a related record type with a count will open a new GIFTS Online page on the
workspace to display the associated records. A new workspace taskbar tab will be created
for each list you open.
TIP: See the Related Records section on next page for more details.
C Search Results

Search results title and sub-title will show the record type searched and summarize the
search criteria.

Magnifying Glass icon (Change this search) to modify and rerun the search.

Disk icon (Save this search) to Save the search.

Keep these results — Check this box if you want to keep the search results available as a
separate tab.

Select All — selects all records (up to 1000).
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Clear All — clears all records selected

# items selected — shows the current number of records selected.

This is the search results grid itself. Columns displayed will vary according to the current
view selected.

Select All/Clear All Checkbox — this checkbox on the left column will select all or clear all
records on the page.

Column Sort — to the right of some column headers(not all columns are sortable from the
column header) is a double arrow sort icon which can be used to sort all results in
ascending or descending order by that column.

This grid also allows users to adjust column width by mouse.

Also found in the area below the search results grid are the page options for number of
records per page, previous/next, first/last, jump to a page, and refresh the page.

The View menu lists applicable views.

Also to the right of the menu are options for Change Display and Save View.

100 - Page 1 of 1

(* Refresh  Displaying 1 to 19 of 19 items

a
T

View <Select= -

Q, Requests Quick Find for

NOTE: The Save View option is only available if the current view has been changed.

Search results tabs along the bottom allow you to switch between record sets from
multiple searches, and the dashboard if you check the Keep these results box for each
search.
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Search Results: Change Display

The Change Display option allows you to change the columns that are displayed for the selected
View in the Workspace and edit the formatting for each column heading.

To access the Change Display window, click the Modify icon, to the right of the View menu on

the bottom.
1el: [bdb) L242-35900
~ snCrnith@mmirrnadn:
<Select>
Ben's View
Colors View
ing 1to Default Requests View
Public View

View <Select= -|

Modify View
The following image displays the Change Display form:

-
Change Display x
Select available columns from Font Size Bold | | Malic | Justification color [l |

Defaults - §

Heading
Available columns Use the arrow buttens on each column to change the order in which they are shown
Find: + 1t Column Name & Heading & Move &
Column Name e Request: Disposition, Date, Staff Disposition L 4
Alert Status Request: Type, Status Type/Status + ¥
Create Date/User, Change Date/Us: Request: Organization, Contact, Phone Organization 4+ ¥
Disposition, Date, Staff Reguest: Request Amount, Paid, Balance, Term Reg/Granted 4+ ¥
Fund, Program . . .

Request: Project Title Project Title + ¥
ID, Reference No

Include Request: Fund, Program Fund/Program 4+ ¥
Locked Status
. Request: 1D, Reference No ID/Ref
Organization, Contact, Phone & ' +
Project Title
Reguest Amount, Paid, Balance, Te
Type, Status
Defaults Sorting
“ >

From this section, you can:

e Add columns to the View
e Edit the column headings

e Specify the format—such as font, font color or justification—of the data in each column
e Change the order (from left to right) in which the columns are displayed

e Remove columns

[ ]

Combine columns, displaying the data they contain in a single column
e Sort columns
e Reset the default columns
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Adding Columns

You can choose columns from the Available Columns list and add them to the View grid. Each
available column displays a specific piece of information; the available columns are divided into
the categories of information that they represent.

You can use Select available columns from drop-down menu to choose a category of
information. Note that the Defaults category always lists the default columns provided with
GIFTS Online.

To add a column to the View grid:

1.

Choose a category of information from the Select available columns from drop-down
menu. The available columns for that category appear.

Highlight a column and click Include to add it to the View grid. It appears in the column
list on the right of the screen.

NOTE: The column name is preceded by the name of its category. For instance,
"Organization: Legal Name."

Click Apply.

Editing Column Headings
To edit any column:

=3 Heading | Disposition

Font ans-Serif ~ Size 8 Bold [} ltalic [} Justification Left color -]

Use the arrow buttons on each column to change the order in which they are shown

Column Mame 3 Heading & Move O
Request: Disposition, Date, Staff Disposition ¥
Request: Type, Status Type/Status & ¥

In the View grid on the right side of the screen, select the column whose heading you
wish to change.
Edit the heading in the Heading field.

TIP: You can click the right mouse button to access standard Windows editing functions
like cut and paste.

79



GIFTS Online 5.1 User’s Guide

Formatting a Column

Each column displayed in the View grid on the right side of the screen can be customized with its
own font, font color, alignment, and other formatting options. To format a column:

== Font ans-Serif =~ Size 8 + Bold [] Malic [ ] Justification Left - | Color -_/
Heading | Disposition

Use the arrow buttons on each column to change the order in which they are shown

Colurmn Name &3 Heading & Move &
Request: Disposition, Date, Staff Disposition ¥+
Request: Type, Status Type/Status 'y ',

1. Inthe View grid, select the column you wish to format. The buttons in the formatting
toolbar become available.

2. Use the formatting toolbar to customize the column. You can select font, font size, and
font color. Text within the column can be aligned to the left, right, or center. You can also
format column text to be bold, italicized, and/or underlined.

Changing the Column Order

To determine the order (from left to right) of the columns in the View grid, you can click the
Move icon on the right side of the column to drag the column to a new position within the View
grid.

Use the arrow buttons on each column to change the order in which they are shown

Column Mame 3 Heading & Move O
Request: Disposition, Date, Staff Disposition ¥
Request: Type, Status Type/Status 5 ¥
Request: Organization, Contact, Phone Organization 4+ ¥
Request: Reguest Amount, Paid, Balance, Term Reqg/Granted + ¥
Request: Project Title Project Title & ¥
Request: Fund, Program Fund/Program & ¥
Request: ID, Reference Mo ID/Ref 'y
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Removing Columns
To remove a column:

1. Inthe View grid, select the column you wish to remove.
2. Click Remove. The column is removed from the list, and will not be displayed in the View

grid.
Use the arrow buttons on each column to change the order in which they are shown
Column Name &3 Heading & Move &
- | REquest: Disposition, Date, Staff Disposition -
Request: Type, Status Type/Status 4+ ¥
Request: Organization, Contact, Phone Organization 4+ ¥
Request: Request Amount, Paid, Balance, Term Req/Granted s
Request: Project Title Project Title 4+ ¥
Include Request: Fund, Program Fund/Program s
Request: ID, Reference No ID/Ref 'y
¥
Defaults Remove | Sorting

Combining Columns

Combining columns allows you to maximize the amount of data displayed in the View. When
columns are combined, data from each column is listed line by line in a single column.

Combined columns can be edited, formatted, moved, and resized like regular columns. You can
also separate one or more (or all) columns after combining them.

To combine columns:
1. Inthe View grid, select the columns you wish to combine.
TIP: Press CTRL to select more than one column.

2. Once all columns you wish to combine are highlighted, click Combine. The columns are
combined.
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Use the arrow buttons on each column to change the order in which they are shown

Column Name & Heading & Move &
Request: Project Title Project Title ¥
Request: Disposition, Date, Staff Disposition 4+ ¥
Request: Type, Status Type/Status 4+ ¥
Request: Request Amount, Paid, Balance, Term Req/Granted 4+ ¥
Request: Organization, Contact, Phone Organization P
Include Request: Fund, Program Fund/Program 4+ ¥
Request: ID, Reference No ID/Ref &>

/

Defaults Remove Combine | Sorting

Each element in the combined column maintains a row of its own in the View grid. Note,
however, that each element in the combination shares the same column number. This indicates
the column in which the combined information will appear.

Use the arrow buttons on each column te change the order in which they are shown

Column Name & Heading & Move O
Request: Project Title Project Title ¥
Request: Disposition, Date, Staff

Request: Type, Status

Request: Reguest Amount, Paid, Balance, Term

Request: Organization, Contact, Phone Organization &+ ¥
Request: Fund, Program Fund/Program F
Request: ID, Reference Mo 1D/ Ref 4

Include

Defaults Remove Separate | Sorting

To separate elements from a combined column:

1. Inthe View grid, select the element you wish to remove from the combined column. If
you are removing more than one, press CTRL as you click them.

2. Click Separate. The column is separated and placed in order just below the combined
column. The Column numbers change accordingly.
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Sorting Columns

By default, records in Views are sorted either alphabetically or by date. For example,
Organizations are sorted alphabetically and Payments are sorted according to their Schedule
date. You can sort records based on a number of properties—such as the Program Area of
Requests—and choose whether the sort order is ascending or descending.

In case two or more records have the same value in the sorting property—for instance if you are
sorting Requests by Grant Amount and several of your grants are for $5,000—you can set as
many as four secondary sort properties.

To change the sort order for the View:

Sorting

Select available columns from

Request -

Available columns

- — =) Use the arrow buttons to change the order
Find. L h J L t J in which the soris are applied (max is 5).
Column Mame . Column Name Move
Admin Budget Amount Request: Disposition Date @ ¥
Alert Flag Grantee Organization: Sort As |ﬂ| Y
Alert Text Include

Balance

Branch

Change Date

Change User ID

Complete Date . Defaults

OK Cancel

1. Click the Sorting button on the Change Display page.
2. Choose the primary sort category. The available columns are divided into the categories
of information that they represent.

The View will sort records according to the values in the column that you choose. For
example, if you choose the Request Amount column and enable the Descending
checkbox, the Request with the largest amount would be listed first, and the one with the
smallest would be listed last.

To choose a sort column, first choose the category to which it belongs; only the columns
that belong to the category you choose are available in the Column list. Note that there is
always a Defaults link, which lists the default column that GIFTS Online uses to sort
records. Then, choose whether you want the sort order to be ascending or descending.

NOTE: If you want the records to display in ascending order, you do not have to do
anything. However, if you want the records to display in descending order, enable the
Descending checkbox.
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3. Choose secondary sort columns, as desired, and specify whether they are ascending or
descending sorts. Groups of records that have the same value in a sort column will be
sorted according to the next secondary sort column.

EXAMPLE: If you chose Coding Sheet. Program Area as the primary sort column for
Requests, GIFTS Online uses the next secondary sort column to sort all of the Requests
that share the same Program Area.

4. Click OK to save the new sort order.

Resetting the Default Columns

While working with the columns and their headings, you may decide that you want to start from
scratch, or that the default settings are the most appropriate for your needs. At any time, you
can revert the columns, column headings, and column formatting to the defaults by clicking
Defaults.

Search Resulis: Save View

Once you have modified the View of the Workspace and click Apply, a Save View icon will be
available to the right of the Modify icon.

100 - Page 1 of 1 (* Refresh  Displaying 1 to 19 of 19 items
View <Select= . ':f
C, Requests Quick Find for Save View

Clicking the Save View icon opens the New View form which allows you to save the current view
under a new name.

New View

Record Type
Mame IP's Request View

Description

Allow others to use this View |«

0K | Cancel

Editing the Name and Description and Sharing the View

You can edit the Name and Description of the saved View. If you want to allow others in your
organization to access this View, enable the Allow others to use this View checkbox.
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Working with Related Records

The Workspace is designed to give you the easiest access to as much information as possible.
One of the main ways it does this is with the Related Records panel which is available on the left
side of all search results pages and record edit forms.

New  Actions
> 4 \ T { & N
¥ Organization - (126) North 54th Street Science Center * @ [ e g
Set Aot Tax Status Vely Ressarch Delole  Generite E-mad
Gusdostar
DETAK Organization PRIMARY CONTACT
Name North 54th Stroet Science Center Mr. Ben Smith
Or, aton s
o Addess 619 Nodh 54t Sireet
Lagal S (646) 2223906
Backgr BenSmin@microedge com
o2 City New York QoUwsx
e T
—— State NY - Postal Code 10019
¢ v Country Unted States
Phone (646) 237-3900 Ext
RELATED
Fax
g Roquests 1 e madl
J\:., E-m
& Payments WY
H Requarements
Legal Status
& Documents
Legal Name North 54th Stroet Science Center
& Activibes. 2
Tax D
&7 ASiatons 4
Lo Regstration Date 3

Related Records on an Organization’s edit form

New Launch Admin  Actons  Opbions

Ll - B b |

Request Organization Cortac! Requtoment Roview

¢ MicroEdge GIFTS

Wekome, Ben E Factor

ELATE »
1al Orgonizations
A Contacts 1 Organizations Quick Find for "54'
A Qe [ Keop These Results
£ Roquests 5
2 Koms selected.
& Payments 1
] Organzaton Primary Contact Lepel Name (2] i 9 Auvde
equarernen 1
o R ~ Eost $4th Street Center Ben Smith East Sizh Street Center 125 Crested: 12/27/201
f 619 East S3th Street Tel: (646) 222.3900
& Docu new York, NY 30019 Berémith Srmecroedge.com
& Activiies 3 ) North S4th Street Scence Center  Ban Sawth North Sith Street Soence Center 126 Creoted: 12/22/201
3 A " 619 North Sath Street Tel: (645) 222-3500
&% AsSiatons 3 New Yor, NY 10019 BenSenth@emcroedge.com
& West S4th Street Foundabon Ben Smith West Séth Street Foundatien 123 Created: 12/19/201
619 West S4th Street Tel: (646) 222-3500
New York, NY 10019 BenSmithGmicroedge.com

Related Records on a search results page

Working with Related Records on a Search Results Page

When you select records on a search results page, the system displays a Refresh icon next to the
RELATED title. Clicking the Refresh icon will make the Workspace automatically locate all of the
information related to the records currently selected and display counts next to each record
type.

For example:

If you perform a search for Organizations and then select 2 or 3 of them, the Refresh icon will be
displayed next to the RELATED title.
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Mow  Launch Admin
# MicroEdge GIFTS

Full Search

H o ] B

Faguesl Organabon  Contasl  Faguinsmant

FELATED 1 - .
. € | yd Organizations
B Cortscts Organizations Cuick Find for "54'
; Q1 [ Keep These Results
[ Requests )
3 ftems selected.
o Paymants . =
= Crganzation Frimaey Conkect Legal Name -] J1:] & Audd
B Requesmants ] Esst Sdth Street Carter Ben Smith Enst S4th Sireet Centier 15 Crestnd: 12/27/2012 by BEM
. &19 East S4th Sireet Tel: (§48) 322-3000
e o Yk, WY 30019 Banmith@microsdge.com
& Actvites = Miorth Sazh Stoet Scence Center Ban Stk Picrth Sirh Steoat Soercs Conter 138 Crasted: 1U/ITIIOLD by BER
. £16 Novth S4n Street Tel: (545) 2223900
£} Mikations Hew ek, WY 10019 BenEeretn Govecr oedge. com
EI ‘West Sdth Streel Foundsbaon Ben St ‘est Sdith Streelt Foundabon 13 Cresfted: 12/19/2012 by BEN
429 Wast S4th Stroet Tel: (448) 222-3000
Fiew York, NY 10019 BenSmith@microsdge.com

Clicking the Refresh icon will display counts for all of the related records. This could include
Contacts, Requests, Payments, Requirements, Activities, and so on.

. Admin  Actons Optons
# MicroEdge GIFTS ¥ Ful Search
B : / &) ™
Sna P 4 Requost Organzation Contat Requiement Review
Welcome, o0 aclor
RSLATED .
1a Organizations
2 Contacts 1 Organizations Quick Find for "54
QD Keep These Resuts
{4 Requests 5
3 items selected,
W+ Payments 1
e Organzaton Prmary Contact Legal Name 9 L] 5 Auda
8 Requrements ¥ “ East S4th Street Center Ben Smith East S4th Street Center 128 Crested: 12/27/2012 by BEN
619 Esst S4th Stroet Tel: (646) 222-3900
@ Documents new Yodk, NY 10039 BenSmish@microedge.com
U Acvites 3 ) Neeth Sath Street Soence Center Ben Senth Noeth S4th Street Scence Centier 126
2 619 North 5&th Street Tel: (646) 222-3500
43 Afikations " New York, NY 10019 BenSmthgmerosdge com
) West S4th Street Foundation Ben Smith West Sdth Street Foundation 123 Created: 12/19/2012 by BEN
619 West Sath Street Tel: (646) 2223900
New York, NY 10019 Bantmeh Emaoedge. com

You can click one of the Related Record types with a count next to it to display all those related
records in a new GIFTS Online page.

£ATED »
it 1wl Organizations
& Contacts 1 Organizations Quick Find for 54"
oW & | () Keep These Results
[ Requests 5
@ 3 oms selected.
& Payments 1 =
&) Organaation Primary Contact Legal Name a D 6 Ak
B8 g mowom ! ) East S4zh Stroet Cocter en Smith East S4zh Stroet Canter 125 Crested: 12/27/2012 by BEN
619 East S4th Street Tel: (646) 222-3500
@ D mew York, NY 10019 BenSmithPerecroedge.com
W Actrabes 3 () North S4th Street Scence Center  Ben Smuth North S4th Street Scence Center 126 Created: 12/27/2012 by BEN
oA 1 615 North Sdth Street Tel: (646) 222-3500
i Affikatons ! New York, NY 10019 BenSmth@maroedge com
) West 54th Street Foundstion Ben Smith West S4th Street Foundation 123 Crested: 12/19/2012 by BEN
619 West S4th Street Tel: (646) 2223900
New York, NY 10019 BonSmthSerecroadge.com

Here is the new related Requests page:
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New Launch Admin  Oplices

> B |

Orgarization Cortxt Requrement Review '

# MicroEdge GIFTS ¥ Full Search

Wekome, Ben E Factor

RELATED
& Requests
1d Organcatons Relatod Rogquests for 3 Organizations
Q [ Keep These Resuls
' Contacts
© Zems selocted
W Payments -~
( Type/Status Organzabon Req/Granted Project Title
& Roq b Cash Geants North 54th Street Soence Conter 20,000.00 2013 Scoence Far
R Staff Revew Ben South
3 Roveews Tel: (646) 222-3900
& Documents BanSmahSmicroadye. com
U Activies Cash Grantts West S4th Rreet Fourdation Grank: 20,000.00 2013 Project Q2
28 A Ban Seauth Pasd: 0.00
Fapanerd Tel: (646) 222-3900 Bal: 20,000.00
BanSmh S mecroedge.com Term: 3 Months
Cash Grants West S4th Street Foundetion 30,000.00 2013 Project Q3
Ben Sewth

Tel: (646) 222-3900
BenSmahBmecrcedye.com

Cash Geants West S3th Street Foundation 30,000.00 2013 Project Q4
Ben Smeth
Tel: (646) 222-3900
BenSmah@mucroedpe.com

Cash Grants West S4th Rreet Foundation 1500000 2013 Project Q1
Ben Senth
Tel: (646) 2223900
BenSmah@mucroedge. com

100 = Page 1 of 1 C Refres Displayng 110 5 of 5 gems

View  <Select> v oW
Related Requests for 3 Organaations

O+ Dashbowd  Q Organizations Quick Fin | Q waﬂw(}x

Notice on the bottom Workspace taskbar, a new tab is available for the Related Requests list
page.
The original Organizations Quick Find search results page is also represented by a tab.

You can simply click back and forth between the different record type tabs, viewing and
accessing information as necessary.
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About GIFTS Online Edit Forms

The edit form allows the user to view and edit the information in the record. It also provides
access to the other types of records related to the current record.

After doing a search, double clicking a record will open the edit form for the selected record.

72 GIFTS Ontine - Organization - (5) Computers for Kids - Windows Internet Explorer

New  Actons
3 L & - -
il Organization - (5) Computers for Kids m v Y o L 2
SetAlet Research Delete Generate E-mad  Genesate Letter
Budest
Organization SRR COMTALT
Name Eomputers for Kids Ms. Virginia Appieton
Toe
Organczation Address 111 E 57th Street
Legal Status Sute 200 (212) 522-4000
3 aveRcnvigcomputerstorkids.
Background . 8¢ o
City New York Q O w5

Wire Transfer
State NY - Postal Code 10021

Codk
Coding Country  <No Selection> " m
Staff Info Phone |(212) 522-4000 Ex

. Fax (212)522-3945

E-mad

WWW waw cfiKIDS org O+ Beowse

Legal Status

Legal Name Computers for Kids

[ Requests 21 TaxID 97-93629

& Paymonts 15 Regestration Date D)
= Requrements 8 Firancial Report Date @
& Documents 3 Notes

O Activies 124

A7 Affilatons 3 Charitable Organzaton [
Conc

w3 (5) Computers for Kids, & (666) Computers for 14 (718) Computers for

Dorm

Internet a - Rion -
i

You can click Save or Save and Close to save your changes when finished. Save, Save and Close
and Cancel buttons appear at bottom of all edit forms.

NOTE: Depending on your permissions, some GIFTS Online fields may be read-only or hidden
from view entirely.

Section # Content

Header 1A | The left portion of the header displays the record type icon and form title, and
for some records, read-only status information about the record.

The header also displays the Alert message, if one exists.

1B | The right portion includes ribbon menus that allow you to take actions on the
record. Most forms will have menus for New and Actions.

Left Panel 2A | The data entry fields are divided into sections, which are represented by the
buttons in the top portion of the left panel. Clicking on a button ‘jumps’ to the
first prompt at the beginning of that section.

2B | The lower portion shows the other types of records to which the current record
may be related, and counts of each. Clicking one of these links replaces the
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center section of the form (where the data entry fields are displayed) with a
grid showing the related records.

2C

A minimize/maximize feature allows you to control whether or not the panel
displays.

A splitter between the top and bottom sections allows you to resize as desired.

Data Entry
Fields

The center section of the form includes the data entry fields. In general, fields
are arranged in a single, vertical column, but some exceptions (such as for the
related phone number/extension fields, or city/state/zip) are arranged
horizontally.

Groups of fields are divided into sections by headers that can be used to
collapse or expand a section.

By default, all sections are displayed expanded when an edit form is opened.

NOTE: If you are experiencing slow loading times due to a large number of
custom fields or sections, you can do the following to improve load times:

1. Click the Collapse All link in the lower left corner.
2. Expand only the sections you prefer to display most often.
3. Click the Remember link.

In the future, any edit form opened of the same record type will be displayed
the same way.

Right Panel

4A

The upper section displays ‘cards’ that provide information on the record’s
‘primary’ (1:1) relationships. You can search for and associate an existing record
for this relationship, create and associate a new record, or open the edit form
for the current record.

4B

The bottom portion of the right panel automatically displays any image files
associated with the current record. If more than one image is available, the user
can scroll through them. If no images are available, the section will display as
collapsed.

Footer

5A

The footer contains the command buttons for Save, Save & Close, and Cancel.

5B

When multiple related records are opened, the Edit Form Task Bar will display
buttons to directly jump to those records.
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Resolving Conflicting Changes

Since it is possible for multiple users with correct permissions to edit a record at one time, GIFTS
Online checks for conflicts before saving any changes. Once you click Save or Save and Close in
an edit form, GIFTS Online compares your changes to the current record in the database. If
there are no conflicts, the record is saved and you are returned to the record’s edit form.

If you have changed a field that has also changed in the database since you last accessed the
record, the edit form will reopen with a message at the top warning you of the conflict. You can
then decide whether you wish to overwrite the record with your changes, or leave the current
record unchanged. You may also choose to edit the record further and resubmit your changes.

When you receive a conflict message:

e Click Save or Save and Close to overwrite the record with your changes. If you have made
any new changes, the record is checked again for conflicts with the current database.
e C(Click Cancel to ignore your changes.

Validating Changes
If the changes you make to a record affect other GIFTS Online records, GIFTS Online re-displays
the edit form with a list of issues at the top.

For example, if you change the address of an Organization, this change impacts the Contact
records affiliated with that Organization. GIFTS Online displays a message giving you the option
of changing the address for the Contacts as well.

Edit Organization -

Please answer the following questions:

¥ You have moddfied this Ouganization’s address. The followng Contacts currently share thes Organization’s address. Select those whose
addiess you wash to update at thes bme. Contacts not selected will no longer shace the Organczation’s Address
] Mr. Howard Hazlett
[¥] Ms_ Enzabeth Laden

[ Update | [ Cancel |

Select the affiliated Contacts whose address you would like to change, then click Save or Save
and Close to apply your selections. Click Cancel to save the record without the changes.
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Classifications Administration

In previous versions of GIFTS Online, the configuration of code tables for each client’s site was
done by MicroEdge staff. With GIFTS Online, a new Admin menu option called Classifications
will allow you to access and modify your Classification code table settings directly.

NOTE: This option will only be visible to Grant Managers initially but can be made available to
other roles by submitting a request to MicroEdge.

Clicking this option will open the Classification Tables window.

Classification Tables b4

Activity Type  System ‘
Age Group Coding Sheet (Request)
Auspices  Coding Sheet
Branch / Division System
udget Committee  Coding Sheet
Conference Board Coding Sheet
Contact Hole  System
Contact Type System
Country System
Declination Classifications  Coding Sheet
Declination Reason System
Degree System
Dizcipline  Coding Sheet (Contact)
Donor Class ~ System
Donor Gift Type  System
Ethnicity Coding Sheet (Request)

Form System
Fund Coding Sheet
G/L Accounts System
Gender  Coding Sheet (Request)
Geographical Area Served Coding Sheet (Request)

Giving Program, Type, Status System
nternal Program  Coding Sheet (Request)
Mailing List  Coding Sheet (Contact)

Match Hold Reason System

Mewear Tahle Coding Sheet (Ornanizatinon Reoueast Contactt 7

Add Mew Table « Coding Sheet Configuration « Printer-friendly Version

OK
—

All existing tables will be listed alphabetically along with the table/sheet type and can be clicked
to open an edit form for modifying settings.

NOTE: For the G/L Accounts table only, if Branch Security is enabled, you may first need to
indicate which branch you wish to work with.
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GIFTS Online divides classification tables into two broad categories — “System” tables, which
have some specific purpose in the business logic, and “Coding sheet” tables, which can be
included in the Coding Sheet sections of the Organization, Request, and Contact data entry
forms.

Add New Table

This link will open a new classification table edit form similar to the one shown above with the
Name and Levels fields enabled.

Coding Sheet Configuration

This link opens the Coding Sheet Configuration form allowing you to re-order the coding sheets
which appear on the Request, Organization, or Contact edit forms.

Coding Sheet Configuration X
Request Coding Sheet Organization Coding Sheet Contact Coding Sheet

Ethnicity
Sport

Program Area S 4 Discipline B 4
¢ Organization Type 4 3 Volunteer Interest 4 9
* Program Area Mailing List E°S
* Geographical Area Served

Internal Program

Age Group

Gender

TR R

Type of Support

T I IR

Population Served

Values required

‘ on creation of a Request. v ‘
on creation of a Request.
Cancel
when the Request is approved.

Note that red dots mean a required code selection.

For Requests only, a menu on the bottom lets you choose whether to make the selected
required coding sheet mandatory at time of creation or approval of a Request.
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Printer-friendly Version

Clicking Printer-friendly Version link on the main Classification Tables form will display a
summary report of the Coding Sheets currently in use on your Organization, Request, and
Contact edit forms.

Coding Sheets
5/9/2012

Maximum Number

2
S ctions Standard Table?

Table Required? Levels

Organization
Coding Sheet

Program Area No 5 25 Yes
Organization Type No 2 1 Yes

Editing a Coding Sheet

Clicking on a coding sheet link will open the Classification edit form.

S Classification - Giving Program, Type, Status

System

DETAIL Coding

Name
Coding

Values Values
Find: | RS

Pl Contributions
4 MicroEdge Bills

Pending
Paid

Cash Grants

Dinners and Events

In-Kind

Matching Gifts

Cancel

=i Giving Program, Type, $

o Left Panel: The left panel includes navigation links for the two sections of the form,
Coding and Values.

e Action Menu:
o New —create a new code in the table
o Change Branch - this option only appears on the G/L Accounts table if it is
configured for branch security
o New Sub — create a new sub-level code to the table

93



GIFTS Online 5.1 User’s Guide

o Sort—sort the codes listed in the Values section by Code or Description
o Delete - removes the entire table from the database. This option will only be
available for custom tables.
e Coding: Settings which affect the behavior of the whole code table.
o Set the maximum number of codes which can be selected
o Require entry at lowest level of a branching code table
o Track percentages on Requests
e Values: This section lists all of the classification codes within that table. For tables with
many values you can use the Find field. Simply enter the value you are looking for and
click either the Previous(Down) or Next(Up) arrow buttons.

Values
Find: lij llj
4 Contributions

4 # MicroEdge Bills
Pending %
Paid
Cash Grants
Dinners and Events

In-Kind
Matching Gifts

To edit a value, hover the mouse cursor over it and click the Pencil icon.

Giving Program, Type, Status Classification (5253)

Parent Contributions
Code

Description MicroEdge Bills

Cancel

The popup form gives you access to the following fields and options:

Parent - displays the code value and description of the next level up for 2nd and 3rd level
values. Hidden if the current level is 1.
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Code - (optional) a short version of the code (20 chars max). Only available on 1st and
2nd level values.

Description - (required) the actual name of the code value. (255 chars max)

Disposition — Only available on 3rd level values. This field lets you define which
disposition to make the value available for. Pending, Approved, Declined, or All(default).

Giving Program, Type, Status Classification (5254) b

Parent MicroEdage Bills

Code (+) Pending () Approved () Declined All

ot

Description Pending

Cancel

ks ” |
Deactivate/Activate- toggles the status of the code value.

Delete - deletes the specific code value.
OK - closes the popup and refreshes the display to reflect the new value.

Add Another - only displayed creating a New/New Sub code value. Saves the current
value and clears the popup form so you can add more values.

Cancel - Closes the popup without saving.

Printer-friendly Version: Clicking the Printer-friendly Version link on the edit form will
open a new window displaying the classification table’s Description, Code, ID number,
and Active status for all values.
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(= hitp://luc as32.pogiftsontine.com/sl/printfriendly.aspx - Windo... Ei@]&|

e gogiftsoniine.com

Fle Edt Vew Favortes 7 X @Sosgit [ | x @Convert - [Riselect

u Favorites

= 29 Googe () MicroEdge Sites v () Sharepont Links ~ () AngeRoints Sites ~ *

Classification Tables .

6/1/2012

Description Code 1D Active?

Geographical Area Served

Midwest MW 5004 Yes
Kansas 5234 Yes
Michigan 5235 Yes
Missoun 5237 Yes
Ohio 5236 Yes

Northeast NE 5003 Yes

Northwest NW 5002 Yes

Southeast SE 5001 Yes

Southwest SwW 5000 Yes

West w 5230 Yes
Anzona 5231 Yes
California 5233 Yes
Nevada 5232 Yes

13 items

Josee @ intemet fa s ®w0% -

Expand All/Collapse All: Expands or Collapses all levels of the value tree to the top level.

e Right Panel: Options here allow you to choose to include the coding sheet in your
Request, Organization, or Contact edit forms. You can also make some required, if

necessary. Clicking the Pencil icon will allow you to select a default value from a popup
form.

Request Coding Sheet/ Default

Include?
Required?

Default:
{No Selection) \

o

Organization Coding Sheet / Default
(") Include?

Contact Coding Sheet / Default
(] Include?

NOTE: The configuration options available will depend on the type of coding sheet selected.
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Working with Organizations

An Organization record in GIFTS Online is similar to a file folder for an organization that you are
considering for funding. Organization records include all your information about an
Organization, including its background, tax status, mailing and web addresses, and telephone
numbers.

The Organization record is also linked to the other records that apply to it, such as Request
records for its proposals and Contact records for the people affiliated with the Organization.

This section contains the following topics:

Adding an Organization

Changing the Organization’s Primary Contact
Organization Available Actions

The Organization Edit Form

Adding an Organization

Grants Managers and Program Officers can add a new Organization record; the process begins
on the home page.

NOTE: A new Organization record may also be created by considering an application submitted
by a grant seeker not already in your system.

1. Inthe New menu, click the Organization button.

New Launch Admin

bl " B =

Request ’-"(mganizafim Contact Requirement Review

2. If configured by your administrator, the Duplicate Checking page opens. Before adding
the new organization, you will search your current records to ensure you aren't adding a
duplicate record. Type in part of the organization name and click Search. Search results
open.

3. If you see the organization you want to add already listed, you can select the radio button
next to it and click Select to go to its Organization edit form.

If your new organization is not listed, click New. An Edit Organization form opens.

NOTE: The partial name you searched by defaults into the Name field.

4. Enter the organization data and click Save & Close to save the new Organization. The
Organization detail page opens.
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The Organization Edit Form

The Organization edit form displays details on an Organization and provides an overview of your
history with it. An Organization's edit form is shown when you click a link to the organization
anywhere in GIFTS Online.

The main data entry area of the form includes:

Organization: Contact information such as Name, address, phone number, and email address.
Legal Status: Legal data such as Tax ID, Tax Status, and Charitable Organization.

Background: Includes background history, aka name, vendor number, and annual budget.
Wire Transfer: Bank information

Coding: Default Organization Type. Click the link to change the code value.

Staff Info

For a details on working with each area of the Organization's edit form, please see About GIFTS
Online Edit Forms.

Organization Available Actions

A combination of the following Actions may be included on the Organization Edit Form:

Edit Organization The standard Organization edit form is displayed in the center of the
screen where you can make changes to any fields that you have
permission to edit.

NEW

Request Displays a standard Request edit form where you can create a new
Request for the Organization.

Requirement Displays an edit form where you can create a new requirement and
relate it to an existing Request or Payment.

Document Displays an edit form where you can create a new Document
Activity by uploading an external document to GIFTS Online.

Activity Displays a standard Activity edit form where you can create a new
Activity for the Organization.

Affiliation Allows you to affiliate a Contact with the Organization. Click here for
details. An Affiliation is a record that describes the relationship
between a Contact and an Organization or Request.
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ACTIONS
Set Alert If you have permission to edit Organization alerts, you can use the
Alert section of the edit form to change, add, or remove alert
information.
Research Guidestar Opens the Guidestar Advanced Search webpage.
Delete Deletes the Organization. (You are prompted for confirmation
before the deletion is completed.) Be sure you want to delete the
Organization, as there is no way to undo the deletion.
Generate Email Displays a Generate Email page where you can create a new email.
Generate Letter Displays a Generate Letter page where you can create a new letter.
Primary Contact The Primary Contact Card have four icons that allow you to:
e Search for a contact
e Add a New Contact
e Open the Edit form for the Primary Contact
e Remove the Relationship
View Related Records Links on the lower left panel will display any related records.

Changing the Organization’s Primary Contact

To change an Organization’s Primary Contact:
1. Open the Organization Edit Form.

NOTE: If GIFTS Online is configured to automatically search for duplicate Contacts,
the New button is not displayed until you have searched for an existing Contact.

2. Click the spy glass icon under the current Primary Contact for the organization.

PRIMARY CONTACT

s Virginia Appleton
Tie:

I |
(212) 522-4000
apeltonv@computersforkids.org
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2.  When the Select Primary Contact search form opens, type the last name of the Contact
you wish to assign as the new Primary Contact for the Organization, and then click the
arrow button. The search results display.

Select Primary Contact
Contact's Last Name/Request ID/Request Reference No./Organization Name/Organization Legal Name/Organization AKA

Begins with ~ | Roberts New Contact

[:J Include Inactive?

o Organization Primary Contact Organization / Title / Role Source / Discipline / Notes
Roberts, Charles 3400 Wisconsin Ave. NW The Children's Fund
Tel: (202) 432-5000 Washington, DC 20016 Program Director
Fax: (202) 432-5010 (Employee)

2. To choose a Contact from search results, double click it from the list.
3. If no existing Contact records match your search, you can run another search or click New
to create a new Contact record.

Duplicate Consolidation

Over time, it is quite common to end up with duplicate records in your database, particularly
Organizations and Contacts. These can lead to inaccurate reporting and embarrassing mistakes.

In order to help identify duplicate organizations and contacts, Crystal Report templates were
created.

e Duplicate Organizations (by Name)
e Duplicate Contacts (by Last Name)
e Duplicate Contacts (by Social Security Number)

These reports are included in the Reports Library.

Once you have identified the possible duplicates, the option to Consolidate Duplicates on the
Actions menu of Search Results page for both Organizations and Contacts can be used.
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New Launch Admin Actions

To consolidate duplicate Organizations or Contacts, do the following:

1. Perform a Quick Find or Full Search for Organizations or Contacts which you know are
duplicates from the above reports.

2. Select the duplicate Organizations on the search results page.

3. Go to Actions > Consolidate Duplicates to open the Consolidate Duplicates form.

Consolidate Duplicates

VALID RECORD

Organization

Custom Organization

161 W 15th Street, Apt 2B
New York, NY 10019
(113)

DUPLICATES

Organizstion L o]

Custom Org

161 W 15Th St Apt 28
New York, NY 10011-6722
(54)

Organization

Consolidate li | Cancel

The first record selected will be placed in the Valid Record side of the form and all others
will be displayed on the right side as Duplicates.

4. To make an Organization on the right side the valid record, click the arrow icon on the top
right corner of its card. The current record on the valid side will be moved to the

duplicates side.

5. Click the Consolidate button.

6. A confirmation message will ask if you wish to delete all duplicate records.
e Yes - moves all related data to the valid record and deletes the duplicates.
e No - moves all the related data to the valid record without deleting the duplicates.
e Back - takes you back to the Consolidate Duplicates form.

7. Click OK at the next message to continue.

8. Click OK at the success message.
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Working with Requests

The term “Request” is the term GIFTS Online uses for all requests for funding, regardless of their
status or disposition. Grants, proposals, and declinations are all considered Requests.

Whenever you need to edit an existing Request record, you should access the Request edit form
by either running a search or clicking on a link to the Request in any part of GIFTS Online. Then
locate the Actions menu and click on the appropriate link.

This section contains the following topics:

Adding a Request

Request Detail Pages

Request Available Actions

Approving a Request

Declining a Request

Changing the Request's Primary Contact

Adding a Request
If you receive a grant seeker's proposal offline, you can enter it yourself.

NOTE: New Requests are also created by considering applications submitted by grant seekers
online.

1. Inorder to create a Request, you must first identify the Organization submitting the
proposal. Once you have searched for and found the Organization, go to its Organization
edit form and click New > Request in the Actions menu. The New Request page opens.

NOTE: If the organization is not yet saved in your system, create a new Organization
record for it for it first, then continue with these steps.

2. The Request edit form for the pending Request opens. Enter the request data and click
Save & Close

You can enter Request coding information directly in the edit form.

Request Edit Form

The Request Edit Form displays details on a Request and provides an overview of its payment
and requirement schedules. A Request's edit form is shown when you click a link to the proposal
or grant anywhere in GIFTS Online.

At any given time, each Request has a Disposition and a Status. You can use these two indicators
to keep track of which stage in your workflow a particular Request has reached. There are three
Dispositions, which give a general indication of a Request’s place within your workflow: Pending,
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Approved, or Declined. The three Dispositions are permanently defined by the system because
these general classifications can apply to all Requests in any workflow.

This overview describes the different dashboard parts seen on the Request edit forms. Note that
the edit forms are a bit different for each Request disposition (pending, approved, or declined).
Those differences are noted below.

Title

Across the top span of the page, the Title dashboard part shows key information about the
Request.

The number after the Request title is always the Request ID number unless it is a new request
that has not been saved yet.

Bl Request - (368) Computers for Kids

Approved for $15,000.00 on 9/1/2004

The information is different for each disposition.

Pending Requests Title is labeled Proposal, and shows the Request amount and Request
date, followed by the Recommended Amount.

Approved Requests Title is labeled Approved, and shows grant Amount and the Award
Date.

Decline Requests Title is labeled Declination, and shows the Declination Date and
Reason.

Edit Form Categories
The following categories may be available on your Request form depending on :

e General
e Approval
e Request

e Coding: This section allows you to keep track of any code table values assigned by your
administrator.

NOTE: The code sheet is now built into the Request edit form instead of being a separate
form.

Meeting
Evaluation
Renewal
Wire Transfer
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Working with Request Coding Sheets

The Request Coding section is used to classify proposals and grants for reporting and queries.

While you may not use all these categories, the following classifications are included by default
in GIFTS Online Requests:

Age Group

Fund

Geographical Area Served
Internal Program
Population Served
Program Area

Type of Support

The codes themselves - the classifications you enter for each of the categories listed above - are
set up specifically for your grant-making activities. These codes serve as consistent terms
tailored to your grant-making to make consistent reporting easier.

Editing the Coding Sheet

You can add, edit, or remove coding from a Request from its Edit Form:

1.

Open the Request Edit Form and scroll down to the Coding Sheet section or click the

Coding details link.

Coding
Age Group
Ethnicity
Fund

Gender

Geographical Area Served

None selected

<No Selection>

Foundation

<No Selection>

Northeast

For code tables that allow more than one value, you must click the link to open the code

table form.

For code tables that allow only one value, a drop down menu will be available.

Age Group Adults
Children (6-13)

Young Adults (14-18)

Once code values are selected, they will be displayed on the Coding section.

For code tables with multiple values, a + or X symbol will be available. The plus sign
allows you to add additional values if the code table allows it. If not, a red warning
symbol will appear and you will need to use the X to delete values until you have the right

amount.
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3. Toremove a code, click the X next to the value or change the menu selection to <No
Selection>.

4. |If a category allows multiple codes, the value selected first becomes the primary; the
other codes are secondary codes.

TIP: Most GIFTS Online reports use primary codes to group records. The use of primary
codes also ensures that records are not repeated within the report, which would “inflate”
the total information for the report.

To modify a primary code, click on the code table's link to open the code selection form
and clear all the values. Select the value you want as primary first and then add the other
values back in.

6. Once you have finished adding, removing, or re-prioritizing, click Save.

IMPORTANT: No changes you made to the Coding Sheet will be saved until you click Save
or Save & Close. Make sure you complete this step. You can click Cancel to cancel your
changes and return to the Request detail page.

Request Available Actions

Aside from the edit form categories described in Request Edit Form, the following menu actions
will be available.

NEW

Payment Displays a standard Payment edit form where you can create a new
Payment for the Request.

Requirement Displays an edit form where you can create a new requirement and
relate it to an existing Request or Payment.

Document Displays an edit form where you can create a new Document
Activity by uploading an external document to GIFTS Online.

Activity Displays a standard Activity edit form where you can create a new
Activity for the Request.

Affiliation Allows you to affiliate a Contact with the Request. An Affiliation is a
record that describes the relationship between a Contact and an
Organization or Request.

ACTIONS

Set Alert If you have permission to edit Organization alerts, you can use the
Alert section of the edit form to change, add, or remove alert
information.
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Approve Approve the request.
Decline Decline the request.
Lock Lock the request.

Create Grantee Account

Only with Online Applications and Requirements module.

Write-Up

Displays a Generate Write-Up page where you can create a write-up.

Generate Letter

Displays a Generate Letter page where you can create a new letter.

Generate Email

Displays a Generate Email page where you can create a new email.

Assign Reviewers

Assign reviewers to the request.

Transfer to Another
Branch

NOTE: This link is only seen if you have Branch Security, an optional
feature; your GIFTS Online system may not use Branch Security.

You can transfer a Request (and its Payments, Activities,
Requirements, and Reviews) to another branch for future handling.

For users of the optional Budget Module:

If any Payment(s) for this Request have appropriated funds from
your Annual Budget, you cannot transfer this Request to another
branch without first deleting the appropriated Payment(s).

Primary Relationship
Cards

Organization

The Organization Card has three icons:

e Search for an organization
e Add New Organization
e Open the Organization record

Contact

The Contact Card have four icons that allow you to:

e Search for a contact

e Add a New Contact

e Open the Edit form for the Contact
e Remove the Relationship

View Related Records

Links on the lower left panel will display any related records.
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Approving a Request

Each new Request is automatically created with a disposition of Pending, meaning that it is
awaiting a decision on whether it will be approved or declined. When you approve a Request,
you can record the grant amount, the grant date, and other important information. You can
have the system automatically schedule payments as well.

In order to approve a Request, you must first go to the Request's edit form. Once you
have searched for and found the Request, go to its Request edit form and click Approve
in the Actions menu.

The Request Approval page opens:

Start Date  4/1/2013 End Date 8/1/2013

Reference No. 123ABC|

Mew Status  Active Grant .

Approve - (840) East 54th Street Center
Approval 13
Grant Amount | $20,000.00
Grant Date  3/10/2013

Term (Months) 4

Meeting Minutes  Approved at board meeting on March 10, 2013

Next [ Cancel

ou kW

®© N

The Grant Amount defaults to the Recommended Amount of the Request and the Date
defaults to the current date.

The Term of the project in months should fill in automatically.

The Start Date and the End Date should fill in automatically.

Enter Meeting Minutes and a Reference Number if desired.

For New Status, select Active Grant if you wish to designate the number of payments. If
Closed Grant is selected, the payments will default to one time.

Click Next to continue to the Payments form.

Initially, the Number of Payments is set to 1. This can be changed if you would like
multiple payments.

NOTE: You can add Payments later if you do not want to schedule them now.

o [f you keep the “1”, a single Payment for the full grant amount is scheduled for the
Award Date.
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e [f you enter two or more, the system splits the grant amount evenly over the
number of payments specified.

e If there is an open budget or budgets for the new Payments' fiscal years, you will
be required to appropriate funds for the payments before proceeding.

9. If you would like to set up multiple payments, modify the Number of Payments and click
the arrow button. Confirm the change by clicking Yes when prompted. Notice the number
of payment lines below will change to match.

Approve - (840) East 54th Street Center

Payments 213
Number of Payments 4 %
# © Schedule Date € Fiscal Year © Amount e % &  Type & GLAccount ]
1 412013 2013 $5,000.00 25.00000000% <MNo Selection= - 000101 -
2 5/1/2013 2013 $5,000.00 25.00000000%  <Mo Selection= - 000101 -
3 6/1/2013 2014 $5,000.00 25.00000000%  <Mo Selection= - 000101 -
4 7/1/2013 2014 $5,000.00 25.00000000% <No Selection= - <No Selection= b

Total: $20,000.00, 100.00% of $20,000.00

Back Next Cancel

10. Once you have the number of payments set, you can select the Type and G/L account to
use for each.

11. Click Next to continue.

12. If you have the Budget module, the next page will require you to select a fund to
appropriate funds for the grant's payments. This is done by select the payment(s)
checkbox in the Appropriation window and then selecting from the available funds listed
below.
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Approve - (840) East 54th Street Center
Appropriation

ID & Due Amount

(new)  6/1/2013  $5,000.00

(new)  FM/2013  $5000.00

Fiscal Year 2013

33

Fund GILA nt A iate Funds from

NY Foundation Funds /
None selected 000101 NY Foundation Funds
Reserve Fund (34)

NY Foundation Funds /
None selected None selected NY Foundation Funds

Reserve Fund (34)

I Top Level Reserve Funds
] Corporate Funds

] CA Foundation Funds

] NY Foundation Funds

Filter By: [] Request Program Area (Level 1) [ ] Payment G/L Account [_| Payment Fund

Selected: NY Foundation Funds

Description Budgeted Available

I NY Foundation Funds Reserve Fund $24,000,000.00 $16,490,000.00

Back Cancel

NOTE: If you have the Budget module and do not appropriate funds, you will be

reminded that these payments will need to be appropriated before the payments can be
marked as paid when you click Done.

Please Respond

2 Payments remain unappropriated. Budget appropriation will be
required to mark these Payments as paid.

Continue?

Yes No

13. Click Done to complete the approval and then click OK.

Approve - (340) East 54th Street Center b

LI Y

Year set to 2013,

%//'- Approval completed successfully. Grant Fiscal

14. The grant edit form will now refresh and the new Payment(s) will be accessible through

the Related list.
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Declining a Request

When you decline a Request, you can record the declination date, a declination reason, and
other pertinent information.

In general, only pending Requests are declined. However, in some cases, if a grant was approved
prematurely or a similar error was made, you may wish to decline an approved Request. GIFTS
Online allows you to do so.

1. Inorder to decline a Request, you must first go to the Request's edit form. Once you have
searched for and found the Request, open to its Request edit form and click Decline in
the Actions menu. The Request Declination page opens.

o |
Decline - (718) Computers for Kids X
BEICINO/12/2011
Reason  Limited Resources v
Status <No Selection= .

Meeting Minutes  test

Declination Notes

Close Affiliations? (V)

L OK Cancel

2. Enter the declination information, including Date and the Declination Reason, which are
required.

TIP: If you select the Close Affiliations check box, the current date will be entered as the
end date of all Contacts' Affiliations with this Request, effectively closing those

Affiliations.

3. Click OK to complete the process.
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Amending a Grant

Occasionally, the award amount of a grant may change. The amount originally awarded to the
grantee may increase, or a future Payment may be canceled, decreasing the total Grant
Amount. When you amend the amount of a grant, GIFTS Online maintains the original amount
as historical data.

NOTE: Only Grants Managers have permission to amend grants.

Grant Amendments are triggered when you make changes to a grant’s Payment Schedule that
affect the total Grant Amount, such as the addition of a new Payment. You are automatically
prompted to by GIFTS Online to perform a Grant Amendment to accommodate the change.

If you open an approved Request record (a Grant), you will notice that the Granted field is
disabled and Read-Only.

1. To make a change, you must choose Amend from the Actions menu.

F 2 |
Amendment - (714) Big Brothers Big Sisters of New York C X

Current Grant Amount $1,000.00
Amended $1,000.00

Term (Meonths) 12

Start Date 7/25/2011
End Date | 7/25/2012
Activity Date |9/14/2011

Fiscal Year 2011

Notes

OK Cancel

2. Enter the new Grant amount in the Amended field. (If you're here because you're adding
a Payment, the new grant amount will reflect that Payment.)

3. You can also update the Terms, Start/End Dates, Activity Date, Fiscal Year, and add a
Note, if desired.

4. Click OK to save the amendment

5. Click Save & Close to save the record.
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Changing the Request’s Primary Contact

To change a Request’s Contact:
1. Onthe Primary Contact Card, click the Search icon.

2. Type the last name of the Contact you wish to assign as the new Primary Contact for the
Request, and then click Search. The search results appear.

3. To choose a Contact from search results, double click it on the list.

4. If no existing Contact records match your search, you can run another search or click New
to create a new Contact record.
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Percentage Coding

Percentage Coding allows the assignment of percentages to code values selected from Request
type code tables. The percentages are then used to calculate corresponding Request/Grant
dollar amounts. These allocations can then be displayed in Views, Ad-Hoc reports, Charts, and
the Request record where they are assigned. They may also be assigned in Online Applications.

Tables That Can Be Enabled

The following standard Request Coding Tables can be enabled for percentages:

Age Group

Ethnicity

Fund

Gender

Geographical Area Served
Population Served
Program Area

e Type of Support

Maximum Number of Selections Per Table

To enable percentages for a code table, ME Support must set the maximum number of
selections to greater than one.

Please consider the maximum number of codes (2 to 20) you want to allow per table so you can
advise ME Support.

The current GIFTS Online maximum is 20 for each table.

IMPORTANT: Please contact ME Support if you wish to enable Percentage Coding for specific
code tables.
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Percentage Coding in Requests

If at least one code table is enabled for percentage coding, the Coding section of a Request will
display two additional columns. One column will be for Percentage and the other for Amount.
Only enabled code tables will display values in these columns.

Coding

Testtable ' <No Selection> -
Age Group None selected
Ethnicity = <No Selection> v
Fund Foundation v
Gender | <No Selection> v

Geographical Area Served Northeast vV x

Internal Program = Youth Programs v

% Amount
Population Served Economically Disadvantaged 75 $2831250 vV x ©O
Physically Challenged 25 $9,437.50 ~ [k
Disaster Victims 15 $5,662.50 x
% Amount
Program Area Education / Pre-K / Computer Labs ( $37,750.00 ¥V X

Type of Support = Program Support v

You can enter a value in either column and the system will automatically calculate the
associated value when you Tab or click out of the field.

IMPORTANT: An exclamation mark next to the primary amount means you are over or under
100% allocation.

Two icons are available next to each value selected.

Clicking the flag icon will make the value become the Primary. Clicking the X icon will remove
the value from the record.

To select code values, click one of the displayed Code table classifications.

If percentage coding is enabled, the Coding Sheet form will also have columns displayed for any
percentage coding.
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Population Served X

Category Population Served

Maximum number of selections is 3.

% Amount
Economically Disadvantaged 75 $28,312.50 V X
‘ Physically Challenged 25 $9,437.50 x |
Find: EA[EY

[] Developmentally Disabled
[[) Disaster Victims
[¥) Economically Disadvantaged

[v] Physically Challenged

Done

Percentage Coding Validation
The following validation rules apply when saving and closing the Request:

e The first code specified within a category will be set to 100% with the full request/grant
amount.

e The second code selected will be assigned 0% initially. The fields will become editable
from this point onwards.

e |f only two codes are specified, changing one will automatically recalculate the other.

e |f more than two are set, no automatic adjustments will be made.

e Percentages only support whole numbers.

e If a category’s subtotal is not 100% of the Request/Grant amount, you will not be able to
Save & Close.

Percentage Coding with Request Approval or Rollback to
Pending

When a Request is approved or rolled back to Pending, and the Grant amount changes, the
system will automatically adjust the amounts in the Coding section.

Percentage Coding for Grant Amendments

Amending a Grant will prompt the user to amend the allocations by opening a form entitled
Grant Amendment - Adjust Percentage Coding.

In order to proceed, percentages will have to be manually adjusted to account for the new Grant
amount.
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Percentage Coding in Request Views

Percentage Coding can be displayed in custom Request Views by doing the following:

1. Inthe GIFTS Online Search Results page, select Change Display in the Options menu.
2. Under Available Columns, select Coding Sheet.

£ MicroEdge GIFTS Alta ===

View - Requests

OPTIONS Available Columns x
Cok - Categories Show these columns in this order.
Coding Sheet -/ #  Column Heading
9 Ethmicity 1 Request: Disposition, Date, Staff Disposition
Gender hd u
Geographical Area Served « 2 Request: Type, Status Type/Status
?rogram Area 3 Request: Organization, Contact, Phone Organization
ype of Support 4 Request: Request Amount, Paid, Balance, Term  Req/Granted
5 Request: Project Title Project Title
6 Request: Fund, Program Fund/Program
7 Request: ID, Reference No ID/Ref
8 Request: Create Date/User, Change Date/User Audit
v 9 Coding Sheet: Program Area Program Area
Move Up Move Down Combine Cotumns Separate Columns
Default -85 - BIry FE | B
Column Heading  Program Area
Display Code/Description Code level to display
Description only v |5 -
v. Show parent codes Delimiter between levels
[ Primary/Secondary | \{back slash) v
|
Primary & Secondary ¥ | Detimiter between codes
v Display percentages | \{back slash) viv
Reset to defaults B
Save As Save Apply Cancel

3. Add the percentage coding enabled table to the Show list on the right.

4. Click on the new table on the right to display its options below.

5. Itis recommended to set the column display to Primary and Secondary if you have
multiple percentage codes for each request.

6. Check the box for Display percentages.

7. Click Save and then click Apply to see your new View.

Percentage Coding in Search Results

Percentages can also be displayed on the Search Results pages and saved Views by enabling a
new option under the column’s Formatting settings.

1. From the Search Results page, select Options > Change Display.

2. If not currently in the Include list on the right, add a Coding Sheet table with percentages
enabled.
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3. Select the Coding Sheet column, and then click the Formatting button.

4. In the Formatting window, check the box to Include percentages.

5. Click OK and then Apply.

Formatting
Display Code/Description  Description only v
Code Level to Display Level 5 v
[¥] Show Parent Codes
Delimiter Between Levels |\ [back slash) &
Primary/Secondary e
Codes Primary only v
[ mclude Percentages |
OK
Project Ttle Recommenced Amout Program Area
After School Program 2500 Cmic and Community (100%)

When this box is checked, the percentage amount will appear alongside the value.

Note that this will also apply to Table dashboard parts added to the Dashboard for Search
Results, and to a table dashboard part associated with a saved View.

Percentage Coding in Online Applications

Requirements:

e Must have the Online Applications module configured.
e Must have Percentage tracking enabled for Coding Sheet tables desired.
e Must have Percentage enabled fields inserted in your applications forms by MicroEdge

Support or Services.

Percentage coding can be used in Online Applications to allow applicants the opportunity to
enter percentages, but not the corresponding amounts.

Project Information
* Geographical Area Served

Massachusetts ¥ 5%
~New York v 0 %
Vermont v 5%

How would you Nue to divide your Grant Dy state) (Pertentages must add uwp to L10OW)

The retrieval process will bring in the percentages when creating or updating a Request, and
calculate or recalculate the associated amounts.
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Percentage Coding in Correspondence

Percentage Coding can be enabled to appear in letter or email correspondence through the
GIFTS Online Document Template Manager.

TIP: Before accessing the Document Template Manager, make sure to take note of the tables
that are currently enabled on your GIFTS Online site for percentages.

To Add Percentages to a New Template:

1. Open the Document Template Manager on a Windows OS computer.
2. Select a Correspondence Category on the left panel.
3. To create a new template, Go to New > New Template.
4. Enter the Template Name, Description, and select a Template Type.
5. Click OK to continue to the Merge Fields form.
Merge Fields: Pending Applications
Select available fields from
Request's Coding Sheet
Available Fields Include these fields in the Template
Find t Find .
Field Name Field Name
Et Request’s Coding Sheeat:Population Served
nder Request’s Coding Sheet:Age Group
" aphical Area Served
g 5 + Remove
Y.:; 'y
Field - Request's Coding Sheet Population Served
Primary/Secondary Codes | Pnmary & Secondary  ~
Delimiter between codes {carmage return}
Drsplay Coding Percentages @ |
0K [% Cancel

6. Forthe Select available fields from menu, select Coding Sheet or Requests Coding Sheet.
This may vary depending on the Correspondence Category you initially selected.
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7. Highlight the table in the list on the left that you want to include in the template and click
Include.
8. Repeat for other tables as necessary.
9. Intheincluded list on the right, select a table you want to have percentages enabled in
the correspondence.
10. The options for the table will be displayed in the bottom right section.
11. Primary/Secondary Codes: This should be set to Primary & Secondary if you want all
codes to be displayed in the correspondence.
12. Delimiter between codes: Leave as default or pick a delimiter from the menu.
13. Display Coding Percentages: check this box to enable percentages to be displayed in
correspondence.
14. Click OK to save the new template.

To Modify Existing Templates for Percentages:

Open the Document Template Manager on a Windows OS computer.
Select a Correspondence Category on the left panel.

Select an existing template from the ones listed.

Go to Actions > Open Merge Fields to open the Merge Fields form.
Follow steps 6 to 14 above.

ukhwnNE

When the correspondence is generated by a user, the percentage will appear following the
description value in parenthesis.

Example: West \ Arizona (50%)

Percentage Coding in Charts

The Charts dashboard part in GIFTS Online has also been enhanced to be able to reflect
percentages when you choose to group on a classification table where percentages are tracked.

To include percentages in a chart:
1. Access the chart’s configuration form.
2. For Value Charted -
* Set Aggregate to Sum, Average, Min, or Max (Count cannot be used with percentages.)
e Set Category to Request
¢ Set Column to Grant Amount or Request Amount
3. For Group By —
¢ Set Category to Coding Sheet
¢ Set Column to the percentage enabled table desired
¢ Check the box to Use Percentages.

4. Click OK to save the configuration and go to your dashboard to see the chart.
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Value Charted
Aggregate IAverage v,
Category IRequest N
Column IReques! Amount v

Group By
Category [Codmg Sheet A<
Column | Program Area Level 1 Description v
| Use Percentages (] |

If you choose this option, then both primary and secondary classifications will be represented in
the chart, and the value for each classification will represent the appropriate % of either the
Grant or Request amount.

If you do not choose to enable the option, then the full Request or Grant Amount will be
reflected in the “slice” for the classification flagged as the primary.

NOTE: When charting the number of records (rather than some amount), GIFTS Online will chart
a record only once by its (or its related Request’s) primary code only.
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Working with Reviews

Requests can be assigned to staff members or external experts for review. A GIFTS Online record
called a Review tracks the Request being reviewed, the person performing the review, dates
associated with the Review (such as the due date), and the reviewer’s feedback.

NOTE: Internal Reviews (for staff members) and External Reviews (for outside reviewers) are
optional GIFTS Online modules; your GIFTS Online system may include either, neither, or both
internal and external Reviews. This and the following help topics will note which optional
module you need for the topic to be relevant.

The tasks which comprise this review process fall under two responsibilities:

e Assigning and managing Reviews - The staff member responsible for the proposed
Request (the “proposal owner”) assigns and manages Reviews. This could be a Grants
Manager or Program Officer.

e Completing Reviews - If you have been assigned a proposal to review, you can view the
Request, enter your feedback, and submit it. External reviewers may also perform this
task.

The following is an overview of the review process:

1. Assigning Proposals to Reviewers

First, you as the proposal owner assign one or more reviewers to a proposal.

2. Setting Up Required Review Sequences (Optional)

If you as the proposal owner choose to set one up, a_required review sequence sends the
proposal to your internal staff reviewers one a time, based on the order of Reviews established
in the proposal. If a reviewer accepts a proposal, it is sent on to the next reviewer.

NOTE: Non-required internal Reviews and all external Reviews are sent to different reviewers
concurrently.

3. Notifying Reviewers
GIFTS Online automatically sends each reviewer an email notification when it is his or her turn
to review the proposal.

4. Reviewing and Approving/Declining Proposals

You as a reviewer then review the proposal. You may be asked to decline a proposal you
recommend against, or approve a proposal you review favorably. This is the case only when you
as a reviewer complete a required Review.

If this is not the case, the proposal owner can still view and weigh your (and others') feedback
when making his or her decision.
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Assigning and Managing Reviews

NOTE: This help topic describes features found in the optional Internal and External Reviews
modules. If your GIFTS Online system does not include Reviews, you may disregard this
information.

Acting as a proposal owner, you will assign and manage Reviews for proposals. The topics below
describe how to set up Reviews and review sequences.

Assigning Proposals to Internal Reviewers

Assigning Proposals to External Reviewers

Setting Up Required Review Sequences

Changing the Review Sequence

Assigning Proposals to Internal Reviewers
NOTE: This help topic describes features found in the optional Internal Reviews module. If your

GIFTS Online system does not include Reviews, or is limited to using only External Reviews for
non-staff reviewers, you may disregard this information.

You can add one or more internal reviewers to a proposal. If you desire (and if the option is
available for your organization), you can make reviews required and place them in a specific
sequence.

To assign a staff member to a proposal, first search for and find the Request you want to add a
Review to and open its Request edit form to start.

1. From the proposal edit form, click Assign Reviewers on the Action menu. The Assign
Reviewers form appears.
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r
| Assign Reviewers - Request (725) X
A EXternal Reviewers A|
Sanguancheu
External Reviewer Acceptance Date Due Date Received Date Status Stage
Mr. JP Sanguancheu 9/19/2011 9/23/2011 No Response External Review Sta
~ Internal Reviewers (required)
<No Selection> ~ Stage Due Date 9/19/2011 E
Internal Reviewer Due Date Received Date Decision Status Stage Response Nc
¥ Deanne Chevannes IR 9/19/2011 Not Sure  Pending
4 ¥ Joel Smith IR 9/19/2011 Not Sure Pending
4 ¥ Maggie Novakova IR 9/19/2011 Not Sure Pending
4+ Mikal Nilsen IR 9/19/2011 Not Sure Pending
- »
~ Internal Reviewers (not required)
<No Selection> ~ Stage eview Stage - Yes/No ~ Due Date 9/26/2011
Internal Reviewer Due Date Received Date Decision Status Stage |
Rachel McClorv IR 9/26/2011 Not Sure  Pending Internal Review Stage - Yes/No B
Done Cancel
2. Go down to the Internal Reviewers section and use the drop-down menu to select an
internal reviewer, enter a Due Date, and then click Add. The reviewer will be added to the
list below. Repeat this step for additional reviewers.
~ Internal Reviewers (required)
<No Selection> ~ Stage ~ Due Date 9/19/2011
Internal Reviewer Due Date Received Date Decision Status Stage Response Nc
¥ Deanne Chevannes IR 9/19/2011 Not Sure  Pending
4+ ¥ Joel Smith IR 9/19/2011 Not Sure Pending
4 ¥ Maggie Novakova IR 9/19/2011 Not Sure Pending
@ Mikal Nilsen IR 9/19/2011 Not Sure Pending

3. Click Done. The reviewer is added to the proposal, and the proposal appears. To add an
additional reviewer, click Add and repeat this process.

IMPORTANT: If the Review is not required, or it's the first required Review you've added
to the Request, the reviewer will receive email notification immediately.
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Assigning Proposals to External Reviewers

NOTE: This help topic describes features found in the optional External Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only Internal Reviews for
staff members, you may disregard this information.

You can add one or more external reviewers to a proposal. To assign a proposal to an outside
expert, first search for and find the Request you want to add a Review to and open its Request
edit form to start.

To assign a staff member to a proposal, first search for and find the Request you want to add a
Review to and open its Request edit form to start.

1. From the proposal edit form, click Assign Reviewers on the Action menu. The Assign
Reviewers form appears.

r
Assign Reviewers - Request (725)

External Reviewers B
Sanguancheu
External Reviewer Acceptance Date Due Date Received Date Status Stage
Mr. JP Sanguancheu 9/19/2011 9/23/2011 No Response External Review Sta

Internal Reviewers (required)

<No Selection> ~ Stage Due Date ' 9/19/2011
Internal Reviewer Due Date Received Date Decision Status Stage Response Nc¢
¥ Deanne Chevannes IR 9/19/2011 Not Sure Pending
4 ¥ Joel Smith IR 9/19/2011 Not Sure Pending
4 ¥ Maggie Novakova IR 9/19/2011 Not Sure Pending
4 Mikal Nilsen IR 9/19/2011 Not Sure Pending

Internal Reviewers (not required)

<No Selection> ~ Stage eview Stage - Yes/No ~ Due Date 9/26/2011

Internal Reviewer Due Date Received Date Decision Status Stage |

Rachel McClory IR 9/26/2011 Not Sure Pending Internal Review Stage - Yes/No -

Done Cancel

2. Go down to the External Reviewers section and enter the last name of the reviewer you
seek. Click the arrow button to begin the search.

3. The Select External Reviewer screen will appear. Select a name on the list by double
clicking on it. The External Reviewer window will open.

4. Onthe External Reviewer form, enter an Acceptance Date and a Due Date then click Add
Reviewer to go back to the Assign Reviewers form with the new name on top.
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NOTE: The fields here are customized for your organization. If you want to make the
Review part of a review sequence, select the Required checkbox, if available.

4. Click Done. The reviewer is added to the proposal, and the proposal appears. To add an
additional reviewer, click Add and repeat this process.

Setting Up Required Review Sequences

NOTE: This help topic describes features found in the optional Internal Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only External Reviews for
non-staff reviewers, you may disregard this information.

What Are Review Sequences?

Required Review sequences allow you to follow your proposal workflow online, gathering
feedback and recommendations from staff members one at a time, in the order you want.

NOTE: Review sequences cannot include external reviewers.

e |[f the first required Review is marked with a “yes”, the proposal is then sent to the next
required reviewer.

e [f anyone at any point in the required review sequence marks his or her Review with a
“no,” the sequence is suspended and the reviewer will be asked to decline the Request.

e If the proposal gets a “yes” vote from all reviewers in the required review sequence, the
last reviewer in the sequence will be asked to approve the Request.

Working with Review Sequences
There are two phases to setting up a review sequence:

1. Add two or more Reviews to the proposal, marking all required.

IMPORTANT: The first Reviewer you add will be notified immediately, and you will not be
able to move him or her in the sequence order.

2. If necessary, change the required review sequence. If you added Reviews in the order you
want them done, you can skip this step.

Changing the Review Sequence

NOTE: This help topic describes features found in the optional Internal Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only External Reviews for
non-staff reviewers, you may disregard this information.

After you have set up a review sequence of internal Reviews, you can change that sequence, if
necessary.
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To change a review sequence, first search for and find the Request you want to add a Review to
and open its Request edit form to start.

1. Inthe Actions menu, click Assign Reviewers. The Assign Reviewers form opens.

2. Click the up or down arrow next to the Reviewer you want to move.

Internal Reviewers (required)
<No Selection> ~ Stage Due Date ' 9/19/2011
Internal Reviewer Due Date Received Date Decision Status Stage Response Nc
¥ Deanne Chevannes IR 9/19/2011 Not Sure Pending
4 ¥ Joel Smith IR 9/19/2011 Not Sure Pending
4 ¥ Maggie Novakova IR 9/19/2011 Not Sure Pending
5 Mikal Nilsen IR 9/19/2011 Not Sure  Pending

NOTE: Reviews which have already been completed, and the Review currently "in
review," cannot be moved.

3. Click Done. The review sequence has been changed.

Completing Reviews

NOTE: This help topic describes features found in the optional Internal Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only External Reviews for
non-staff reviewers, you may disregard this information.

If you have been set up to serve as a reviewer, newly assigned proposals will appear on your
GIFTS Online home page. You can see Reviews you've completed in the past as well.

From the home page you can then review the Request, enter your feedback, and submit your
Review.

Review Dashboard Parts

Entering and Submitting Your Feedback

Review Dashboard Parts

NOTE: This help topic describes features found in the optional Internal Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only External Reviews for
non-staff reviewers, you may disregard this information.

If you have been set up to perform Reviews in GIFTS Online, you should see these two
dashboard parts on your home page.
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In Progress Reviews

This dashboard part lists Reviews you have not yet completed . They may be new Reviews, or
Reviews you've started but not yet submitted.

In Progress Reviews =
Review due date 12MB2009

Abuse Prevention and Rehabalitation Fund, Washingion, DC A0 Edit/Submit Review
Education Campaign for Children for School Reform =] View Grant Request

Direct questions to §7 mmcclorp@microadge com

Review due date 121872009

Longwood State University, Mew York, MY A% Edit/Submil Fleview

Travel Abroad Fund EF] Wiew Grant Requast
Direct questions to 7 mcclory@@microedge com

The links to the right of each proposal summary allow you work with Reviews:

e Click View Grant Request to open the Request edit form for the proposal. You can read
details about the proposal and view attached documents.
e Click Edit/Submit Review to enter your feedback on the proposal.

Submitted Reviews

This dashboard part lists Reviews you completed and submitted in the past.

Submitted Reviews =
Submitted 172972010

Mational Organizations For Youth Safety, Gaineswlle, VA S View Review

Choose Respact Poster Program EF) View Grant Request

Direct questions to 7 tlapini@microedge com

Submitted 12/972009

Lower West Sida Child Care Center, New York, NY S View Review

Zero To Threa Project EF) View Grant Request
Direct questions to ™ pltchi@microedge com

Submitted 1204720039

New York Youth Sing for Peace, New York, NY S View Review

Kids Singing Lessons EF View Grant Request
Direct questions to 7 mnilsen@micreedge com

Submitmed 11/872009

Tean Aid Center, Newark, MJ }E View Review

Foster Home Improvements £ View Grant Request

Direct questions to G pweismani@microedge. com

The links to the right of each proposal summary allow you work with Reviews:

e Click View Grant Request to open the Request edit form for the proposal. You can read
details about the proposal and view attached documents.

e Click View Review to see the feedback you provided. Note that you can't change your
answers after you've submitted the Review.
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Entering and Submitting Your Feedback

NOTE: This help topic describes features found in the optional Internal Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only External Reviews for
non-staff reviewers, you may disregard this information.

To fill out your Review, click the Edit/Submit Review link in the In Progress Reviews dashboard
part. The Edit Review dashboard part opens, containing two sections:

e The first part contains the Proposal Summary, which includes the proposal's Organization,
Primary Contact, email address, Project Title, Request Amount, Recommended Amount,
among other information.

e The second part contains all of the feedback fields that must be completed by the
reviewer in a section labeled Your Review.

To edit and submit a Review:
1. Complete the data entry fields in the Your Review section of the Edit Review page.

IMPORTANT: The Yes/No field - if it appears - is used to indicate whether you feel the
Request you are reviewing should be approved. For details on this field, and the potential
ramifications of an internal reviewer's selection, please click here.

2. Once you have completed the Review by filling in all the feedback fields that appear, click
Submit to begin the submission review process. A submission confirmation page appears.
TIP: If you begin your review but are not able to complete it for any reason, you may save
the incomplete Review and return to it later. Simply click Save to save the Review without
submitting it at this time.

3. Check your Review information to make sure it is accurate, and then click Submit Review.
A submission acknowledgement page appears.

4. Click Submit Review a second time to complete the Review submission. You may also
click Edit to return to the Edit Review page and make additional changes to your Review.

5. Click Continue to return to the GIFTS Online home page.

IMPORTANT: You (or another internal reviewer) may need to approve or decline the
Request you have reviewed, depending on your position in the review sequence and your
selection in the “Yes/No” feedback field. For details, see Voting Yes or No, Declining a
Proposal, and Approving a Proposal. Note that external reviewers are not afforded the
chance to approve or decline Requests in any circumstances.

Approving a Proposal

NOTE: This help topic describes features found in the optional Internal Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only External Reviews for
non-staff reviewers, you may disregard this information.

When you are the final reviewer in a sequence and you submit a Review with a “Yes” vote (or
you are a Grants Manager and click Approve Proposal in the proposal's Actions menu), you will
need to approve the Request you reviewed. After clicking Submit Review on the submission
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confirmation page (or Approve Proposal in the proposal's Actions menu), the Request Approval
page appears.
Request Approval =
Approang Requast [507] - The Children’s Fund
Hen-Farmal Education Program
Dispesition Date |6/30/2010 =
Grant Figcal Year 2010

Grant Amount |62 50000
Meeting Minutes

Reference No.
Status | <None> w
Term Months | 12
Project Start Date | 22008 |
Project End Date |9/2/2010 =

Payment Information

Automatically Schedule

# of Payments |1
15t Payment Date | 6/30/2009 |
Type Cash W

GL Accoum | <None=

Complete the fields available on the Request Approval dashboard part, and then click Approve
to complete the approval.

NOTE: If you do not want to approve the Request for any reason, you may click Cancel on this
page.

Voting Yes or No

NOTE: This help topic describes features found in the optional Internal Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only External Reviews for
non-staff reviewers, you may disregard this information.

Your vote in the Yes/No field on the Edit Review page indicates your decision on whether or not
the Request should be approved. The following scenarios are possible:

e You vote “No”—Once you submit your Review, the review sequence is ended and you
are asked to process a Request declination. For details on declining a proposal, please see
Declining a Proposal.

IMPORTANT: If you do not have permission to decline Requests, you will not be able to
submit a Review with a “No” vote.
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e You vote “Yes” and you are the last reviewer in the sequence—Once you submit your
Review, you will be asked to process the Request approval. For details on approving a
proposal, please see Approving a Proposal.

IMPORTANT: If you do not have permission to approve Requests, you will not be able to
submit a final Review with a “Yes” vote. You will only be able to submit your Review once
another reviewer has been added to the sequence, either by the proposal owner or by
you (if you have the appropriate permissions). For details on how to add another
reviewer, please see Assigning Reviewers to Proposals.

e You vote “Yes” and you are not the last reviewer in the sequence—Once you submit
your Review, the next reviewer in the sequence is notified.

Declining a Proposal

NOTE: This help topic describes features found in the optional Internal Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only External Reviews for
non-staff reviewers, you may disregard this information.

If you are a Grants Manager and click Decline Proposal in the proposal's Actions menu, the
Request Declination page appears.

Request Declination -

Declining Request [757] - Big Brothers Big Sisters of New York City

Positive Peer Pals program

Disposition Date 2/16/2010 )
Declination Reason Outside of Guidelines v
Status = <None> v
Meeting Minutes

Declination Notes

Close Aflliations (]

] Dechne Cancel

Complete the fields available on the Request Declination page, and then click Decline to
complete the declination.

NOTE: If you do not want to decline the Request for any reason, you may click Cancel on this
page.
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Working with External Reviewers

NOTE: This help topic describes features found in the optional External Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only Internal Reviews for
staff members, you may disregard this information.

External reviewers are non-staff people, often experts in the type of endeavor you're
considering funding, who advise grant makers by reviewing specific proposals.

In GIFTS Online, these outside or external reviewers are saved as Contact records. Proposal
owners such as Program Officers and Grants Managers may add external reviewers and request
their review of a specific proposal.

This section covers the following topics:

Adding an External Reviewer

The External Reviewers' Interface

Adding an External Reviewer

NOTE: This help topic describes features found in the optional External Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only Internal Reviews for
staff members, you may disregard this information.

External reviewers are saved as Contact records in GIFTS Online. Adding an external reviewer
means adding a new Contact. If a Contact record for the person already exists, you can edit the
record to grant reviewer access.

Grants Managers and Program Officers can add new Contact records; the process begins on the
home page.

1. Onthe homepage, go to New > Contact on the Ribbon menu. The Contact (new) edit
form opens.

2. Begin entering the new Contact's name in the fields provided. When you tab out of the
Last name field, the system will automatically check for any existing contacts with the last
name provided and open the Checking for Duplicates window.
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Checking for Duplicates
Contact's Last Name/Request ID/Request Reference No./Organization Name/Organization Legal Name/Crganization AKA

Begins with ~ | | Smith

[[] 1nclude Inactive?

0 Organization Primary Contact Organization / Title / Role Source / Discipline / Notes i
Smith, Leslie Jean 123 Mass Ave Hiller State University 1z
Tel: Boston, MA 02134 Professor of English

(Employee)

Smith, Tom 14 West 108th Street Brooks Ballet 11
Tel: New York, NY 10012 Instructor
(Employee)

Smith, John A Route 123 13

Tel: Phil., PA

Smith, George G Route 123 14

Tel: Phil., PA

Smith, Doug 1004 Third Ave. United Federation Inc. 14

Tel: (212) 555-0776 New York, NY 10023  President

Fax: (212) 555-3739 (Employee)

Smith, Johnathan J. 400 East 57th Street Shea Dance Company 1z

ol FAADY FOE AT Al Arids SRSEAAGA | e LSSl

« »

B
If the contact already exists, simply double click on the listed contact to open their edit
form.

e [f you see the person you want to add already listed, you can double click it to go
to his or her Contact edit form.

e [f your new contact is not listed, click the X in the upper right corner to close the
window and continue filling out the New Contact form.

3. Enter or edit data as needed. Note that when granting a new or existing Contact review
access, you must:

e Select the External Reviewer Access check box.

e Enter a valid email address. Note that this email address must be unique among
Contacts' email addresses in your GIFTS Online system.

4. Save the new or updated Contact record.

The next time you add a Review for that Contacts, GIFTS Online will send an email with login
information to the Contact; he or she may then log in to GIFTS Online and complete reviews.
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The External Reviewers' Interface

NOTE: This help topic describes features found in the optional External Reviews module. If your
GIFTS Online system does not include Reviews, or is limited to using only Internal Reviews for
staff members, you may disregard this information.

After you grant Review access to an outside reviewer, he or she will be able to review proposals
using GIFTS Online. Their access is limited to those proposals you've asked they review.

This section describes the interface external reviewers use when they log in to GIFTS Online.

External Reviewer Home Page

When external reviewers log in, they start from the home page, similar in look to other
GIFTS Online home pages. The following dashboard parts are available to the reviewers:

Welcome This dashboard part contains welcoming and/or instructional
text for the reviewer. The content is set by MicroEdge to your
specifications.

Invited Reviews The Invited Reviews dashboard part shows a listing of all
proposals the Reviewer has been asked to provide feedback
on. When you add a Review for an external reviewer, it first
appears to the reviewer here.

e If s/he clicks the option to accept the invitation, the
Review moves to the In Progress Reviews dashboard
part.

e If s/he clicks the option to decline, the Review status is
changed to Will Not Review and the proposal owner
receives an email noting the declination. The Review will
no longer appear to the external reviewer.

In Progress Reviews Once a user has agreed to Review a proposal, the Review will
move to the In Progress Reviews dashboard part.

External reviewers may click View Grant Request to see the
Request edit form specific to them (see below).

Another link in this dashboard part allows the reviewer to enter
and submit his or her feedback.

Submitted Reviews This dashboard part lists Reviews the reviewer has completed
and submitted in the past.

From here, external reviewers may open and re-read the
proposals or their Reviews.

Request Details for External Reviewers

External reviewers have access to a different Request edit form than other GIFTS Online users.
Some details are hidden, and the page doesn't have links allowing the user to drill down to other
records.
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Working with Payments

What Are Payments?

After you approve a Request for funding, it is important to plan how and when the grant
payments are made. Do you want to pay the grant with a single payment, or schedule a series of
payments with periodic reviews to ensure that the project is meeting its goals?

In either case you will want a record of the payment that includes the payee organization, the
amount paid, the date it was paid, and other information about the payment. The Request’s
Payment Schedule can help you to manage individual payments and track their progress through
your workflow. You can generate the Payment Schedule automatically when you approve the
grant. You can also manually create a Payment record for each scheduled payment, either
before or after you approve the Request.

When you create a Payment, it has a status of Scheduled—meaning that it is waiting to be paid.
When you pay it, you change the Payment Status to Paid and record the Paid Date, check
number, and other accounting information.

Working with Payments in GIFTS Online

Whenever you need to edit an existing Payment record, you can access the Payment edit form
by either running a search or clicking a link to the Payment elsewhere in GIFTS Online. Then
locate the Actions menu and click on the appropriate link.

TIP: Some links to Payment records are indicated by the status (Scheduled, Paid, Contingent,
Void, Hold, Refund, or Canceled) of each Payment. On your home page and in search results,
you will often be able to click the Payment Amount to open the Payment edit form.

This section contains the following topics:

Adding a Payment

The Payment Detail Page

Payment Available Actions

Paying a Payment

Voiding a Payment

Canceling a Payment

Reissuing a Payment
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Adding a Payment

Payments may be added to pending or approved Requests. In GIFTS Online, search for and find
the Request you want to add a Payment to and open its Request edit form to start.

1. Inthe Request's Actions menu, go to New > Payment. The Payment Edit Form opens.
2. Enter the relevant Payment data, including Schedule Date and Amount, which are
required.

{= GIFTS Online - Payment - (new) - Windows Internet Explorer

New Actions
» -
& Payment - (new) v 8 L B
SetNet Hold Generate E-mail  Generate Letter
OETAL Scheduled o
DETAL REQUES
Amount $5,000.00 Pending as of ¥/4/2009
Scheduled $10,000.00
Payment Number 1 of 1 Toward the purchase of new
Wire Transfer 504
Schedule Date  10/1/2011 m| -
More =
Fiscal Year 2011
N PAYEE
oles e Computers for Kids
Savveor
New York, NY
Fund Foundation - 5/97-03329
v
Support Type Technical Assistance Qe
Payment Type <No Selection> v PAYEE CONTACT
Ms. Virginia Appieton
G/L Account | <No Selection> - (212) 5%’2'400'\%0'
apeltonv@computersiorkids. org
RELATED Wire Transfor Q v wx
Wire Transfer (]
M Requirements ADORESS
[Contact's Primacy Mading Adceess]
@ Documents ~ More 111 € 57th Street
Sute 200
& Activihes New York, NY 10021
Q
Save & Close Save Cancel
vl (5) Computers for Kids [ (Headquarters & * (new)
Dcoe @ Internet - Rioow -

3. Click Save & Close.

When Payments Exceed the Request Balance

A Request's Balance is its amount (Request Amount for pending, Grant Amount for approved)
minus the sum of all Payments. If you add a Payment which is greater than its Request's balance,
the system will require you to reconcile this difference.

e |[f the Request is pending, you will be allowed to add a Payment greater than the
Request's balance. However, when and if you try to approve the Request, you will be
unable to do so:
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You must either edit the Grant Amount field to at least match the sum of all scheduled
Payments - or cancel the approval process and change the Payment Amount(s).

e |[f the Request is approved, the system asks you to amend the grant - or cancel the new

Payment:

The Payment Edit Form

The Payment edit form displays details about a Payment. It is shown when you click a link to the
payment anywhere in GIFTS Online.

This overview describes the different dashboard parts seen on the Payment edit form.

(= GIFTS Online - Payment - (Headquarters Division, 922) Computers for Kids - Windows Internet Explorer

= * )
'i" Payment - (Headquarters Division, 922) Computers for Kids * © € L
; 2 SetAlert Cancel Holkd Generate E-mad  Generate Lefter  Delete
DETAL Scheduled T
Amount $5.000.00 Pending as of W4/2009
Scheduled $10,000.00
Payment Number 1 of 1 Toward the purchase of new.
Wire Transfer 504
Schedule Date  10/1/2011 D) =
More =
Fiscal Year 2011
N PAYEE
otes RS Computers for Kids
S0
New York, NY
Fund Foundation 5797-03829
v
Support Type Technical Assistance Qww
Payment Type  <No Selection> PAYEE CONTACT
» Ms. Virginia ton
G/L Account | <No Selection> (212) 3'2403’6“
apeftonvi@computersioriads.org
RELATED Wire Transfer Qv v
Wire Transfer [}
& Requirements ADORESS
[Contact's Prevacy Maling Adoress]
@ Documents ~ More 111 € 57th Street
Suite 200
& Activibes New York, NY 10021
Q
Cancel
vl (5) Computers for Kids = &% (Headquarters
Ocoe @ Internet fa~ Rioo% ~
Title

Across the top span of the page, the Title dashboard part shows the Scheduled Payment Date.

NOTE: This scheduled Payment shows the date when it's due; a paid Payment would display the
paid date, a voided Payment the date on which it was voided, and so on.
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Actions menu

This dashboard part lists the actions you may take on the Payment record displayed.

NOTE: The actions listed will change based on the current Status of the Payment. For example, a
paid Payment would not show the action to pay; instead, links to voiding or canceling the
Payment would be shown.

Related Records

If the Payment had related records such as Requirements, Documents, or Activities, they would
be displayed here in the lower left panel.

Payment Information

The main edit form contains the details of the payment.

Primary Related Record Cards

Along the right panel will be listed all the payments related primary records such as the Request,
Payee, Payee Contact, and Address.

Payment Available Actions

A combination of the following actions may be taken on the Payment edit form.

Edit Payment Data

Once the Edit form is open, if you have the proper permissions, you can edit the payment data
directly in the form's fields. Be sure to Save or Save & Close.

Change Payee or Payee Contact

To change the Payee or Payee Contact, you must click the Search magnifying glass on the Payee
or Payee Contact Card.

This displays a search page where you can specify the name of a new Payee or Contact for the
selected Payment.

By default, a new Payment will have the same Organization as its Request. In cases when the
payee is not the same as the grantee, use this option.

NOTE: If the Organization does not yet exist in GIFTS Online, you must first go to New
> Organization on the home page to create an Organization record.
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The following actions may not appear for all users (depending on your permissions, and whether
you use the GIFTS Online Budget module):

New >

Requirement

Displays a standard Requirement edit form where you can create a new
Requirement for the selected Payment.

If you want the Payment to be contingent upon the Requirement,
enable the Contingency checkbox under the Long Notes field on the
Requirement edit form.

Document Attach a related document to the Payment.

Actions >

Set Alert Set an Alert message that displays in an orange bar across the top of the
edit form.

Pay Scheduled Payments only.
Displays the Pay Payment form where you can complete the fields
relevant to paying the selected Payment.
For editing any other data fields for a Payment, click Edit Payment at
the top of the Available Actions list.

Void Paid Payments only.
Voiding a paid Payment creates a new Payment record for the negative
amount. This undoes the paid Payment, but keeps a record and date for
both actions.
You will be asked whether or not to reissue this Payment during the
void.
If you choose not to reissue, you will be sent to the Payment edit form
to make any necessary changes to the voided Payment.
If you choose to reissue, you will be sent to the Reissue Payment page.
For details on voiding and reissuing Payments, please see the Voiding a
Payment and Reissuing a Payment.

Hold Scheduled Payments only.
Click this link to change the Payment’s status to Hold.
NOTE: This prevents you or another user from paying the Payment until
the hold is removed.

Activate Hold Payments only.
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Removes the Hold status on a Payment. Click this link to change the
Payment’s status back to Pending, and update the detail page to reflect
the new status.

Cancel

Click here to cancel the Payment. If the Request associated with the
Payment is Pending or Approved, you will be asked whether or not to
reissue this Payment during the cancellation.

e If you choose to reissue, you will be sent to the Reissue Payment
page.

e If you choose not to reissue, or if the Request is Declined, the
Payment is canceled and you are returned to the Payment edit
form.

NOTE: Only Payments that have not been paid may be canceled. If a
Payment has been paid, it must be Voided instead.

Reissue

Displays the standard Payment edit form where you can create a new
Scheduled Payment record.

Delete

Deletes the Payment. You are prompted for confirmation before the
deletion is completed. Be sure you want to delete the Payment, as there
is no way to undo the deletion.

Generate Letter

Displays a Generate Letter page where you can create a new letter.

Generate Email

Displays a Generate Email page where you can create a new email.

Paying a Payment
When a grant payment is made in the "real world," you can log in to GIFTS Online and mark the
Payment record Paid. It can reflect the Payment information and be removed from reports and

queries for open items.

You can pay any Scheduled Payment. You cannot, however, pay Payments with a Status of
Contingent, Canceled, Void, or Hold. To pay a Contingent or on Hold Payment, you first need to
mark the contingency (i.e., the Requirement) done or Activate the hold. If you want to pay a
Payment that has been voided or canceled, you must reissue it.

IMPORTANT: Once the Payment is Paid, the Payment Amount and Payment Schedule Date are
locked and cannot be modified. Make sure the information in these fields is accurate before you

pay the Payment.

To pay a Payment:

1. Click a link to the Payment anywhere in GIFTS Online to open the Payment edit form.

2. Confirm that the Amount, Schedule Date, and Fiscal Year are correct.

139



GIFTS Online 5.1 User’s Guide

If they are not correct, edit the Payment and Save it before paying it.

3. Click Pay on the Actions menu to open the Pay Payment form.

r \
Pay Payment - (921) %

Payment Date 9/16/2011
Check Number 1234
AP Invoice
Date Cleared

Notes Test Payment

OK Cancel

| .

3. Enter the Payment Date (required) and other Payment data.
4. Click OK. Returning to the Payment edit form, you will notice the title now reflects a Paid
Payment Status with the date. On the Edit Form itself, the Amount field is now read only.

NOTE: Budget appropriation is required now if:

e Your GIFTS Online system includes the optional Budget Module;
e There is an open Annual Budget for the Payment Fiscal Year, and;

e Funds from the budget have not been previously appropriated for the Payment.

Voiding a Payment

You might want to void a Payment that is inadvertently marked as Paid, or when a payment
check is lost.

Once you void a Payment, you can reissue it or amend the total Grant Amount.

When you click Void in the Actions menu on the Payment edit form, you will be asked whether
or not the Payment should be reissued. Creating a reissued Payment allows you to inherit the
data fields and Requirements from the original Payment without having to reenter them.

If you choose not to reissue the Payment right away, the following will occur:

e A new voided Payment record is created, and a new Activity record is created for the
void.

e You are automatically sent to the standard Payment edit form for the voided Payment
record. Use the edit form to make any appropriate changes, and then click Save.

e All open Requirements associated with the Payment are deleted.
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If you choose to reissue the Payment at the same time you are voiding it, the following will
occur:

e A new voided Payment record is created, and a new Activity record is created for the
void.

e You are automatically sent to the standard Payment edit form to create a new reissued
Payment record. Use the edit form to make any appropriate changes, and then click Save
to create the reissued Payment.

e A new Activity record is created for the reissue, if completed.

Reissuing a Payment

You may reissue a Payment when you initially void or cancel the Payment, or you may choose to
do so later. However you initiate the reissue process, you will be taken to the standard Payment
edit form to create a reissued Payment record.

Once you finish making changes and click Save, GIFTS Online checks for any open Requirements
associated with the original Payment. If any are found, you will be asked whether these
Requirements should be transferred to the reissued Payment or deleted.

NOTE: When you finish reissuing a Payment, the original Payment record is updated to reflect
the new Payment ID of the reissued Payment. A new Activity record is also created for the
reissue.

Appropriating Funds for a Single Payment

NOTE: This help topic describes features included only with the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

While appropriating funds for a payment may be triggered by different actions, each time the
Budget Appropriation page looks the same:

Budget Appropriation
Request [11] - M. Tisdale Theatre Restoration Project - Brooks Ballet [2]

| Cancel

Paymants for Fscal vear 2011

1] Due

Amount Fund GIL Account Appropriated from
an WA $30,000.00 Foundation 011001
Filter Bty: [CIRequest Program Area (Leved 1) [Payment GL Account ] Payment Fund

I Top Level Resena Funds
® [ Corporation

Selected: Foundation / Arts and Culture

DEEcniption Budgeted Avmlable
S| Fowndation
=l m Asts and Cullure Brosolos Balled - B Progect fior the BB 58,500, 000,00 56, 500, 000,00
% (] Education Arts AF - GL Acct 1 $3,125,000.00 $3,125,000.00
B Health and Heman Serices At BF - GL At 4 £3,125,000.00 $3,125,000.00
®

1 Cric and Community
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Your task is to find the appropriate Reserve Fund or Line Item from which to appropriate funds
to cover the Payment. To find your best option, you should understand the different elements
of the budget appropriation interface.

Title

The title summarizes the Request/Grant which the Payment is for, showing Request ID and
Project Title, then identifying the payee Organization Name and ID.

Payment Summary Table

Below the OK and Cancel buttons, the Payment we are appropriating funds for is summarized.
Key data includes ID, Schedule Date, Amount, Fund, and G/L Account.

The Appropriated from column isn't populated until you pick a Reserve Fund or Line Item; then
itis listed.

Filter By:

The page shows Reserve Funds and Line Items from the annual budget with the same Fiscal Year
as the Payment. There are many filters here which determine which items are shown. For
example, if Authorized Users are in use, a Reserve Fund or Line Item will be listed only if you are
authorized to use it. Line Items are only shown if they are linked to the payee Organization.

In the Filter By section, you have the opportunity to apply additional filters, in order to narrow
down the list of budget items and find the right one. The filters are applied/removed
dynamically: as you select or clear a filter, the list of budget items below updates automatically.

For example, the G/L account for the Payment we're working with is 0011001. if were to select
the Payment G/L Account check box in the Filter By section, only budget items coded with the
same G/L Account would be listed.

Annual Budget ltems

Here you select the Reserve Fund or Line Item to appropriate funds from. In the left panel,
budget Categories show you the structure of available budget items. To find the right budget
item, select a Category. On the right, and Reserve Funds and Line Items matching the filters
we've chosen are listed.

To finish budget appropriation:

1. Find and select the budget item you want to appropriate funds from. The item will appear
in the Appropriated from column of the Payment summary table.
2. Click OK.

The following changes are saved in GIFTS Online:

e |f the Payment is Scheduled, Contingent, or Hold, the selected Reserve Fund or Line Item
sees its Committed Amount increase by the Payment Amount.

e |f the Request is Paid, the budget item's Paid Amount increases by the Payment Amount.

e The available Balance of the budget item is decreased by Payment Amount.

e Payment record is updated to be linked to the budget item from which funds were
appropriated.
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Budget Transfers While Resolving Payments

When resolving a Payment against a Line Item, that item may either not have sufficient funds to
cover the amount of the Payment or have surplus funds that you’d like to transfer to another
Budget item. You can transfer funds as necessary while resolving Payments.

o (Click here for information on dealing with Reserve Funds or Line Items with insufficient
funds - that is, you've chosen an item with a balance less than the Payment amount.

e Click here for information on dealing with Line Items which have surplus funds after the
Payment is covered.

Appropriating Funds for Multiple Payments

NOTE: This help topic describes features included only with the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

If you approve a Request and choose to have Payments automatically scheduled, you may be
required to appropriate all Payments first:

Budget Appropriation
Request [11] - M. Tisdale Theatre Restoration Project - Brooks Ballet [2]

Cancel |

O Payments for Fiscal Year 2010

L] Due Amount Fund GL Account Appropriated from
IN2010 $20,000.00
8182010 $20,000.00
9172010 $20,000.00

12112010 $20,000.00

(5 Payments for Fscal Year 2011

] 1] Due Amount Fund GIL Account Appropriated from
C] vigon $20,000.00
0 &NTR011 $20,000.00
Filter By: [CJRequest Program Area (Level 1) [JPayment G/L Account [JPayment Fund
s Top Level Resene Funds Selected: Foundation / Ants and Culture
¢l () Corporation =
- Foundation Description Budgeted vailable
=] & Ants and Culture Brooks Balet - Big Progect for the BB $5,500,000.00 $6,500,000.00
e Education Arts RF - GL Acct 1 $3,125,000.00 $3,125,000 00
¥ Health and Human Senices Arts RF - GL $3,125,000.00 $3,125,000.00

¥ Cmic and Community

Your task is to find the appropriate Reserve Fund or Line Item from which to appropriate funds
to cover the Payments. Note you can use different budget items to cover different Payments for
the same Grant. In fact, as you can see above, your multiple Payments may fall in two different
fiscal years, requiring payments to be covered by funds from two different annual budgets.
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Title

The title summarizes the Request/Grant which the Payment is for, showing Request ID and
Project Title, then identifying the payee Organization Name and ID.

Payment Summary Tables

Below the OK and Cancel buttons, the Payments we are appropriating funds for is summarized.
Key data includes ID, Schedule Date, Amount, Fund, and G/L Account. The Appropriated from
column isn't populated until you pick a Reserve Fund or Line Item; then it is listed.

In cases where two different Annual Budgets are in play, you must select Payments from one
year and find budget items for them, then move to the next year, and so on. The Annual Budget
for the selected fiscal year will appear below.

After selecting the fiscal year you want to deal with first, you must select which Payments you
want to designate Reserve Funds or Line Items for.

Filter By:

The page will show Reserve Funds and Line Items from the selected fiscal year's budget. There
are many filters here which determine which items are shown. For example, if Authorized Users
are in use, a Reserve Fund or Line Item will be listed only if you are authorized to use it. Line
Items are only shown if they are linked to the payee Organization.

In the Filter By section, you have the opportunity to apply additional filters, in order to narrow
down the list of budget items and find the right one. The filters are applied/removed
dynamically: as you select or clear a filter, the list of budget items below updates automatically.

Annual Budget ltems

Here you select the Reserve Fund or Line Item to appropriate funds from. In the left panel,
budget Categories show you the structure of available budget items. To find the right budget
item, select a Category. On the right, and Reserve Funds and Line Items matching the filters
we've chosen are listed.

To finish budget appropriation:

1. Find and select the budget items you want to appropriate funds from for each Payment.
The items will appear in the Appropriated from column of the Payment summary table or
tables.

2. Click OK.

The following changes are saved in GIFTS Online:

e |f the Payment is Scheduled, Contingent, or Hold, the selected Reserve Fund or Line Item
sees its Committed Amount increase by the Payment Amount.

e |f the Request is Paid, the budget item's Paid Amount increases by the Payment Amount.

e The available Balance of the budget item is decreased by Payment Amount.

e Payment record is updated to be linked to the budget item from which funds were
appropriated.
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Budget Transfers While Resolving Payments

When resolving a Payment against a Line Item, that item may either not have sufficient funds to
cover the amount of the Payment or have surplus funds that you’d like to transfer to another
Budget item. You can transfer funds as necessary while resolving Payments.

o (Click here for information on dealing with Reserve Funds or Line Items with insufficient
funds - that is, you've chosen an item with a balance less than the Payment amount.

e Click here for information on dealing with Line Items which have surplus funds after the
Payment is covered.

About Appropriating Budget Funds for

Payments

NOTE: This help topic describes features included only with the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

Each time you approve a Request or schedule a Payment, GIFTS Online requires you to
appropriate funds for the Payment's annual budget.

e Appropriating funds for an unpaid Payment adds the funds to the “Committed” amount
tracked in the Budget. (Unpaid Payments may have a Status of Scheduled, Hold, or
Contingent.)

e Appropriating funds for a paid Payment adds the funds to the “Paid” amount tracked in
the Budget. (Paid Payments may have a status of Paid or Void.)

In either case, the amount of the Payment is subtracted from the available budget balance.

When Payments Need to Have Funds Appropriated

Budget appropriation is required when you:

e Attempt to pay a Payment for which funds have not been appropriated.

e Create a Payment for an approved Request in an open Annual Budget year - including
when creating Payments during Request approval.

e Approve a Request with unappropriated Payments during an open Annual Budget year.

e Change the amount of a Payment.

e Reschedule a Payment, changing its Fiscal Year to another which also has an open Annual
Budget.

In addition, you can choose to appropriate funds for a Payment created for a pending Request,
but it is not required until you want to pay the Payment.

Single or Multiple Payments

In most cases you will be appropriating funds for a single payment. If you are approving a
Request and having GIFTS Online schedule multiple payments for you, you need to appropriate
funds for all.
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Transferring Funds from a Line ltem

NOTE: This help topic describes features included only with the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

If you choose to appropriate funds for a Payment from a Line Item with a balance greater than
the Payment amount, you are offered a chance to transfer the funds to a Reserve Fund.

You can decide to leave the apparent surplus in the Line Item, or transfer the balance to a
Reserve Fund.

| Transter Remaining to Reserve Fund? |

There is $50,000.00 cumently awilable for this Line fern. A& balance of $10 000000 will be left after the
Payment 1s appropnated

Wiould you Bke to transfer this balance to one of your Reserve Funds?

@ Yoz, allow me to selact & rezene fund
L} Mo, do not transfer the balance

You can either select No and keep the Line Item balance, or use the following procedure to
transfer the surplus funds:

1. Select "Yes, allow me to select a reserve fund" and click OK. The Transfer Funds window
opens:

Transter Funds *
Transfer Amourt $10000.00

From Foundation f Arts and Culture / Brooks Ballet - Tisdale
Theatre Project

*To e

Netes

Cancel

NOTE: The entire surplus amount is the Transfer Amount. You cannot enter a different
amount.

2. Click the binoculars to search for the Reserve Fund you want to transfer funds to. The
Select a Reserve Fund window opens:
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. Select a Reserve Fund x

B & Top Level Reserve Funds 2
£ L Corporation
& pz000
i 2 L pitod
B R1oo1
B R0z
# CJR1003
B L R1004
- 7 CEm0a
| B O panoo
5 L Foundation
# [ Arts and Culture
B L Education

Selected: Foundation £ Health and Human Semices

resctipticn Budlgeted Awaalalsle
HAHS RF - GL Acct 2 3,125 000,00 $3,1.25 000 00
HEH3 RF - Gl Acct 3 F3.105,000.00 33,125 000 00

The top panel shows the budget hierarchy. Select a Category and its child Reserve Funds
are listed in the lower panel. Click the link for the Reserve Fund there to send funds to it.
The Reserve Fund is shown in the To field on the Transfer Funds window.

Enter any Notes you want and click Next. The effect of the transfer is summarized and
you are asked to confirm:

Tranwster Funds =

Are you Swne you wand ta finizh the transfer?

Transfer Amount  $10 000,00

From Foundation £ Arts and Culture £ Brooks Ballat - Tisdalbe
Theatre Project

Cumart Balance $10 000,00
After Transfer $0000

Te Foundation f Education f Education RF - GL Acct 2
Cument Balance $3,125 000,00
After Transfer $3,135 000.00

Motes

| Previous ][ Transfar Funds | l Cancel |

Click Previous to go back and make changes, or Cancel to cancel. If you want to proceed,
click Transfer Funds. The Transfer Amount is taken from the Line Item and transferred to
the Reserve Fund.
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Transferring Funds to a Budget ltem

NOTE: This help topic describes features included only with the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

If you choose to appropriate funds for a Payment from a Reserve Fund or Line Item with
insufficient funds to handle the amount, you are prompted to transfer the funds needed from a
Reserve Fund to the budget item in question.

NOTE: If you are appropriating funds from a Reserve Fund which allows a negative balance, you
have a third option of letting the fund go negative.

You can decide to try another budget item with a larger balance, or you can transfer funds:

| Transter from Reserve Fund? |

The selectad Reserve Fund's avadable balance of $5 000000 i insufficient to cower the total amount of $20,00000. To
appropuiate funds from this Reserve Fund, you need fo increase the Reserve Fund amaunt by $15 000000

Would you Eke to transfer this amount from one of your reserve funds?

=
(O

} Yes, allow me to selact & resene fund
O Mo, Nl appropriate funds from a differen line item or reserve fund

You can either select No and choose another budget item, or use the following procedure to
transfer the needed funds:

1. Select "Yes, allow me to select a reserve fund" and click OK. The Transfer Funds window
opens:

Transler Funds x
* Transfor Amount $15,000.00

From 4

To Sraall Resenm Fund

MNotes

2. Enter the Transfer Amount.

NOTE: The minimum required to cover the Payment is the default value. You cannot
enter a lower amount.

3. Click the binoculars to search for the Reserve Fund you want to transfer funds from. The
Select a Reserve Fund window opens:
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. Select a Reserve Fund x

B & Top Level Reserve Funds 2
£ L Corporation
& pz000
i 2 L pitod
B R1oo1
B R0z
# CJR1003
B L R1004
- 7 CEm0a
| B O panoo
5 L Foundation
# [ Arts and Culture
B L Education

Selected: Foundation £ Health and Human Semices

resctipticn Budlgeted Awaalalsle
HAHS RF - GL Acct 2 3,125 000,00 $3,1.25 000 00
HEH3 RF - Gl Acct 3 F3.105,000.00 33,125 000 00

The top panel shows the budget hierarchy. Select a Category and its child Reserve Funds
are listed in the lower panel. Click the link for the Reserve Fund there to take funds from
it. The Reserve Fund is shown in the From field on the Transfer Funds window.

Enter any Notes you want and click Next. The effect of the transfer is summarized and
you are asked to confirm:

Transter Funds X

Are you sure you want 1o finish the transfer?

Transfer Amount $15 00000

From Foundation / Health and Human Semces f H&HS RF - GL
Acct 3

Current Balance $3,125,000.00
After Transfer $3,110,000.00

To Small Reserve Fund
Cument Balance $5,000.00
After Transfer $20 000,00

Notes

[ Previous ][ Transfer Funds ] [ Cancel ]

Click Previous to go back and make changes, or Cancel to cancel. If you want to proceed,
click Transfer Funds. The Transfer Amount is taken from the source Reserve Fund and
transferred to the Reserve Fund or Line Item you are trying to appropriate funds from.
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Canceling a Payment

When you cancel a Payment, the Payment record is not deleted, but its status is changed to
Canceled. The difference between cancelling and voiding is that Payments may be cancelled up
until the time when they are paid, after which they must be voided.

When you click Cancel Payment in the Actions menu on the Payment edit form, if the associated
Request has a Declined disposition, the Payment is canceled immediately. Otherwise, you will be
asked whether or not the Payment should be reissued. If the Request is Declined or you choose
not to reissue the Payment right away, the following will occur:

e The Payment record is updated to reflect a Canceled status, and an Activity record is
created for the cancellation.
o All open Requirements associated with the Payment are deleted.

If you choose to reissue the Payment at the same time you are canceling it, the following will
occur:

e The Payment record is updated to reflect a Canceled status, and an Activity record is
created for the cancellation.

e You are automatically sent to the standard Payment edit form to create a new reissued
Payment record. Use the edit form to make any appropriate changes, and then click Save
to create a new reissued Payment.

e A new Activity record is created for the reissue, if completed.
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Working with Contacts

In Contacts, you record the name, address, telephone numbers, and biographical data of all of
your contacts.

You can then use Affiliations to link Contacts to as many Requests and Organizations as you
wish. In essence, the Affiliations allow you to build a Rolodex™ for each Organization and each
Request in your system.

People can also be specified as Contacts for Activities, Requirements, and Payments.

This section contains the following topics:

Adding a Contact

The Contact Detail Page

Contact Available Actions

Changing the Primary Organization for a Contact
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°
Adding a Contact
Grants Managers and Program Officers can add a new Contact record; the process begins on the
home page.

NOTE: New Contacts may also be created by considering an application submitted by a grant
seeker not already in your system.

1.

On the homepage , go to New > Contact on the Ribbon menu. The Contact (new) edit
form opens.

Begin entering the new Contact's name in the fields provided. When you tab out of the
Last Name field, the system will automatically check for any existing contacts with the
last name provided and open the Checking for Duplicates window.

Checking for Duplicates X
Contact's Last Name/Request ID/Request Reference No./Organization Name/Organization Legal Name/Organization AKA
Begins with ~ | | Smith

[) 1nclude Inactive?

(1] Organization Primary Contact Organization / Title / Role Source / Discipline / Notes {2
Smith, Leslie Jean 123 Mass Ave Hiller State University 1z
Tel: Boston, MA 02134 Professor of English

(Employee)
Smith, Tom 14 West 108th Street Brooks Ballet 11
Tel: New York, NY 10012 Instructor

(Employee)
Smith, John A Route 123 13
Tel: Phil., PA
Smith, George G Route 123 14
Tel: Phil., PA
Smith, Doug 1004 Third Ave. United Federation Inc. 14
Tel: (212) 555-0776 New York, NY 10023 President
Fax: (212) 555-3739 (Employee)

Shea Dance Company 1z

If the contact already exists, simply double click on the listed contact to open their edit
form.

e |f you see the person you want to add already listed, you can double click it to go
to his or her Contact edit form.

e |f your new contact is not listed, click the X in the upper right corner to close the
window and continue filling out the New Contact form.

Enter or edit data as needed. Note that when granting a new or existing Contact review
access, you must:
e Select the External Reviewer Access check box.

e Enter a valid email address. Note that this email address must be unique among
Contacts' email addresses in your GIFTS Online system.

4. Save the new or updated Contact record.
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The Contact Detail Page

The Contact edit form displays details on a Contact and provides an overview of your history
with him or her. A Contact's edit form is shown when you click a link to the contact anywhere in
GIFTS Online.

This overview describes the different parts of the Contact edit form.

Title

Across the top span of the page, the Title shows the Contact ID Number and full name.

Actions menu

The Actions menu displays the Available Actions you may take on the Contact record displayed.

Detail Categories

These buttons allow you to jump quickly to the various parts of the edit form.

e (Contact

e Office Address

e Home Address
Alternate Address
Coding
Biographical
More

Related Links

These links let you quickly view a list of the related records(if any) for this contact.

e Requests

e Payments

e Requirements
e Reviews

e Documents

e Activities

o Affiliations
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Contact Available Actions

A combination of the following Available Actions may be included on the Contact edit form.

Edit the Contact Information
You can directly make changes to the Contact’s edit form fields.

If you have permission to edit Contact alerts, you can use the Alert section of the edit form to
change, add, or remove alert information.

Change Primary Organization
To change the contact's primary organization please see Changing the Primary Organization for

a Contact.

Available Menu Options

Depending on the permissions set for your user account, you may have a combination of the

following actions available:

New >

Request

Create a related new Request record.

Organization

Create a related new organization

Requirement

Create a related new Requirement

Review Create a related new Review

Document Create a related new Document

Activity Create a related new Activity

Affiliation Create a related new Affiliation

Actions >

Set Alert Set an Alert Message on this contact record that will appear as an

orange message bar directly under the header area.

Generate Email
Correspondence

Displays a Generate Email page where you can create a new email.

Generate Letter
Correspondence

Displays a Generate Letter page where you can create a new letter.

Delete Contact

Deletes the Contact record. You are prompted for confirmation before
the deletion is completed. Be sure you want to delete the Contact, as
there is no way to undo the deletion.
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Changing the Primary Organization for a
Contact

Each Contact has only one Primary Organization, which is usually his or her employer. Most
grantmakers use the Primary Organization Affiliation to specify a Contact's employer.

To change a Contact's Primary Organization:

1. Open the Contact's edit form and click the Search magnifying glass on the Primary
Organizations Card on the right panel.

PRIMARY CRGANIZATION
US East Foundation
Foundation Executive rd
New York, NY
44§ 00-56233
Q v ¥ &
| Search |

2. On the Select Primary Organization search form, enter the name of the new organization
and click the arrow button to begin the search. The search results will be displayed below.

3. If the organization you require is listed, double click it to have it set as the new Primary
Organization and return to the Contact edit form.

NOTE: If no existing Organization records match your search, you can run another search
or create a new Organization.

4. Click Save. You are prompted to specify whether you want to change the Contact’s
telephone and fax numbers.

5. Select Yes or No, and click Save. The Contact updates with the new Primary Organization
information.

Duplicate Consolidation

Over time, it is quite common to end up with duplicate records in your database, particularly
Organizations and Contacts. These can lead to inaccurate reporting and embarrassing mistakes.

In order to help identify duplicate organizations and contacts, Crystal Report templates were
created.

e Duplicate Organizations (by Name)
e Duplicate Contacts (by Last Name)
e Duplicate Contacts (by Social Security Number)

These reports are included in the Reports Library.

Once you have identified the possible duplicates, the option to Consolidate Duplicates on the
Actions menu of Search Results page for both Organizations and Contacts can be used.
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New Launch Admin Actions

To consolidate duplicate Organizations or Contacts, do the following:

1. Perform a Quick Find or Full Search for Organizations or Contacts which you know are
duplicates from the above reports.

2. Select the duplicate Organizations on the search results page.

3. Go to Actions > Consolidate Duplicates to open the Consolidate Duplicates form.

Consolidate Duplicates

VALID RECORD

Organization

Custom Organization

161 W 15th Street, Apt 2B
New York, NY 10019
(113)

DUPLICATES

Organizstion L o]

Custom Org

161 W 15Th St Apt 28
New York, NY 10011-6722
(54)

Organization

Consolidate li | Cancel

The first record selected will be placed in the Valid Record side of the form and all others
will be displayed on the right side as Duplicates.

4. To make an Organization on the right side the valid record, click the arrow icon on the top
right corner of its card. The current record on the valid side will be moved to the

duplicates side.

5. Click the Consolidate button.

6. A confirmation message will ask if you wish to delete all duplicate records.
e Yes - moves all related data to the valid record and deletes the duplicates.
e No - moves all the related data to the valid record without deleting the duplicates.
e Back - takes you back to the Consolidate Duplicates form.

7. Click OK at the next message to continue.

8. Click OK at the success message.
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Working with Affiliations
What Are Affiliations?

An Affiliation record details the relationship between a Contact and an Organization or Request.
Information describing the affiliation such as the Start Date and End Date of the relationship and
a Role that describes the nature of the relationship is also stored in the record.

Records are linked to other records in a number of ways. For example, a Payment is linked to
the approved Request from which the paid amount comes. However, a Payment can play only a
single “role” for its Request—you don’t need another record detailing this relationship.

On the other hand, a single Contact—one person—may play any number of different roles
within one or more Organizations, or have a part in any number of different Requests. Each
Affiliation record links the Contact to an Organization or Request, while at the same time noting
the specific relationship between the two. This allows you to maintain one Contact record per
person, while also allowing you to link that person to any number of different Organizations or
Requests. Each Affiliation record includes From and To dates, noting the beginning and ending
dates of the relationship it records.

There are two types of Affiliations -- Primary Affiliations and Secondary Affiliations. While both
types of Affiliations have the same fields, and are accessed and displayed in the same manner,
they represent different types of relationships.

Primary Affiliations describe a unique relationship between a Contact and an Organization or
Request and are created automatically by the system. These include:

e Organization Primary Contact
e Contact Primary Organization
e Request Primary Contact Affiliation

Secondary Affiliations are manually created by the user to represent a relationship that is not
covered by a Primary Affiliation.

EXAMPLE: Nathaniel Smith has a Contact Primary Affiliation to the Model Foundation, but he
also serves as a consultant to the UNICEF Foundation. A Secondary Affiliation can be created to
describe his consultancy role with the UNICEF Organization.

Affiliations in GIFTS Online

Affiliations can be accessed and edited online using GIFTS Online. You can add additional
Affiliations to document relationships between Contacts and Requests or Organizations. In
addition, you can create Affiliation correspondence.

This section contains the following topics:

Affiliation Available Actions

Adding Secondary Affiliations
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The Affiliation Edit Form

The Affiliation edit form displays details on the relationship between a Contact and a Request or
Organization. An Affiliation's edit form is shown when you click a link to the Affiliation any
where in GIFTS Online. Usually this means you clicked on the Role the person plays with an
Organization or Request, as shown in this Request edit form Affiliation Contacts dashboard part:

(= GIFTS Online - Affiliation - (new) - Windows Internet Explorer g@]@

=% Affiliation - (new)

Generate E-mall  Generate Letter

S Affiliation R

Role . US East Foundation
Affiiabon New York, NY
From 9/16/2011 D) 44100-56233
Event Information
To 9/302011 [ v
Notes
Pending 8/14/2011
$320,000.00
Fall NYC 2011 Project
Contact Title Project Manager 722 ojec
Phone Extension o
Fax
CONTACT
Emad pm@usf.on &S JP Sanguancheu
e . (646) 237-3932
g Long Notes = jsanguancheu@microgdge.com
Qv
(¥ Documents
ADORESS
[Contacts Prary Madeg Addess]
Event Information 619 West 54th Street
New York, NY 10019
Q
Save & Close Save Cancel
45" (new)
Done @ Internst v Kook -

This overview describes the different parts of the Affiliation edit form.

TIP: You can enter a different email address or phone number for someone in each of his or her
Affiliations. For example, if a Contact were consulting with an Organization for a three month
period, you could enter an Affiliation for those dates, and specify a different email address
where to reach your Contact during that time.

Title
Across the top span of the page, the Title area shows the Affiliation ID and branch.

The Status will display one of the following:

e Request Primary Contact Affiliation

e QOrganization Primary Contact Affiliation
e Contact Primary Organization Affiliation
e Request Affiliation

e Organization Affiliation
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Actions menu

The Actions menu displays the Available Actions you may take on the Affiliation record
displayed.

Detail Categories

These buttons allow you to jump quickly to the various parts of the edit form.

Related Links

These links let you quickly view a list of the related records(if any) for this contact.

e Documents

Affiliation Available Actions

A combination of the following Available Actions may be included on the Affiliation edit form:

Edit Affiliation Opens the Edit Affiliation form, where you can edit the
Affiliation currently shown on the edit form.

Close Affiliation Allows you to close an affiliation record from the workspace or
related records.

Generate Letter Displays a Generate Letter page where you can create a new
Correspondence letter.

Generate Email Displays a Generate Email page where you can create a new
Correspondence email.

Delete Affiliation Deletes the Affiliation record. You are prompted for

confirmation before the deletion is completed. Be sure you
want to delete the Affiliation, as there is no way to cancel the
deletion.
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Adding Secondary Affiliations

Affiliations in GIFTS Online can be created from the edit form of the Request or Organization to
which you want to affiliate a Contact. To create an Affiliation:

1.

In the New menu of a Request or Organization edit form, click Affiliation. The Search for
Contact page appears.

NOTE: The New button is not displayed until you have searched for an existing Contact.

Enter the first few letters of the Contact’s last name and click Search. The search results
appear.

To choose a Contact from search results, select it from the list by double clicking it.

You are prompted to edit the Affiliation.

NOTE: If no existing Contact records match your search, you can run another search or
create a new Contact record. If you are creating a new Contact record, enter the Contact
information and click Save. Restart from step 1.

Select the Contact’s Role, Affiliation term dates, the title of the Contact, and so on.
Click Save to save the new Affiliation.
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Working with Activities and
Requirements

What Are Activities?

During your day-to-day work, you need to track various actions and pieces of information like
notes from phone conversations and write-ups from site visits. In addition, you may need to
know when a certain letter was sent or when material was received from a grantee. Activities
help you keep track of these events.

Some Activities are logged automatically—such as when you send a merged letter. Other
Activities can be logged in manually as they are needed. ‘Activities’ are, in a sense, a catch-all
category for the recording of several different kinds of events. Each class of activity serves either
to audit your actions, or to remind you of appointments and deadlines.

What Are Requirements?

GIFTS Online allows you to track two kinds of Requirements that are due from your grantees as
conditions of the grant:

1. Proposal/Grant Requirements are attached to a specific grant due as part of the
proposal-tracking or grant-tracking process, and usually entered as a schedule, such as a
series of progress reports followed by a final report. Some grant makers require site visits
or review meetings during the life of a grant. Any required activity that you place on your
grantees can be a Grant Requirement.

2. Payment Requirements are attached to a specific Payment and—if you make the
Payment Contingent upon the Requirement—prevent it from being paid until the
Requirement is met. For instance, if you fund challenge grants, a Payment on a challenge
grant should not be paid until the Organization has met the challenge.

Activities and Requirements in GIFTS Online

Whenever you need to edit an existing Activity or Requirement record, you should access the
record’s edit form by either running a search or clicking a link to the Activity or Requirement.
Depending on your system settings, you may find Activity and Requirement links on your home
page, or on the edit forms for Organizations, Payments, Requests, and Contacts.

TIP: GIFTS Online links to Activity and Requirement records are indicated by the specific type of
Activity. You may see links like Phone Call, Office Visit, or Final Report. When the edit form
displays, locate the Actions menu and click the appropriate link.

This section contains the following topics:

Adding an Activity

Adding a Requirement

The Activity and Requirement Detail Pages

Activity Available Actions
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Requirement Available Actions

Adding a Requirement
To add a new Grant or Payment Requirement:

1.

Navigate to the Request or Payment edit form for the record you want to associate the
Requirement with.
On the New menu, click Requirement. The Edit Requirements page opens:

Enter the Type and other details about the requirement you're recording here.

TIP: You can assign the Requirement to a different GIFTS Online user, or enter a Done
Date if the Requirement is already completed.

Click Save to save the new Requirement. You are returned to the edit form where you
initiated the action.

Publishing a New Requirement to a Grantee
NOTE: The following requires the optional GIFTS Online Applications and Requirements module.

If you are using online grantee reporting to complete Requirements, you can publish the
Requirement to the grantee as you add it.

After clicking Save, go to Actions > Publish to Web.

If the grantee does not have an online account, the system will ask if you wish to create one.

Otherwise the Requirement will be published to the grantee's account page and an email
notification will be sent to the grantee.

Adding an Activity

To add a new To Do Activity:

1.

Navigate to the Request, Organization, or Contact edit form for the record you want to
associate the Activity with.
On the New menu, click Activity. The Edit Activity page opens:

Enter the Type and other details about the event or activity you're recording here.

TIP: You can assign the Activity to a different GIFTS Online user, or enter a Done Date if
the Activity is past.

Click Save to save the new Activity. You are returned to the edit form where you initiated
the action.
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The Activity and Requirement Detail Pages

The Activity and Requirement edit forms display information about your Activities and
Requirements. An Activity and Requirement edit form is shown when you click a link anywhere
in GIFTS Online.

Click the popup links below to see samples of Activity and Requirement edit forms.

Activity Edit Form

(= GIFTS Online - Activity - (new) - Windows Internet Explorer

@ Activity - (new) (63 - g
Mark as Not Done  Generate E-mail  Generate Letter
BETAL Activity ORGANZATION
Staff  JP Sanguancheu . US East Foundation
Activity New York, NY
Type Note to File - 44/00-56238
More . ¢ =
Due Date 9/162011 Q w7
Stant Time  1:00 PM S REQUEST
Pending 9/14/2011
Duration 10 minutes $30.000.00
Done Date 9/16/2011 ) i
Included in Reports for Board Meeting Qv e
Notes
;(1_ JP
Long Notes = (646) 237-3932
jsanguancheu@microedge.com
RELATED Qv wsx
@ Dotuments
More
Save & Close Save Cancel
@ * (new)
Done & Internet fa v Rio% -
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{= GIFTS Online - Grant Requirement

(New York Division, 4796) - Windows Internet Explorer

B Grant Requirement - (New York Division, 4796)

e
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-

Mark as Done Publish o Wed Delele Ge

Requirement

oETAL
Staff Joel Smith PO
Requirement
Type Site Visst
intenm
Due Date Y192/2011
Received Date
Done Date
Notes Joel to check out the center
Long Notes
RELATED
Interim
¥ Documents

W (New York Division,
Done

Cancel

™)

@ internet

oG EATION
US East Foundation
New York, NY
44700-56228
Qouw
Pending /1472011
$20,000.00
Fall NYC 2011 Project
722
Q &
PAYMENT
None
Q
Mr. JP Sanguancheu
Foundation Executive
(646) 237-3932
Jsanguancheu@microedge. com
Q v % &

Payment Requirement Form

(= GIFTS Online - Payment Requirement - (California Division, 4797) - Windows Internet Explorer

B Payment Requirement - (California Division, 4797)

a

DETAL Requirement
Staff Maggwe Novakova
Requirement
Type Signed Contract
Intenim
Cue Date  12/172011
Received Date
Done Date
Payment is contingent
Notes  Awaiting signed contract from grantee.
Long Notes
RELATED
& Documents

Interim

@ (921) US East M (Californea Division,

Done

Cancel

B

Mark as Done  Publish 1o Web  Generate E-mail

)

@

@ Internat

New Actions

L -

Generate Letter

ORGANZATION

US East Foundation
New York, NY
44/00-56233
Qovw
Approved 10/1/2011
$25,000.00
Annual Computers for LA,
723
v
PAYMENT
Pad
$25,000.00
91672011
1234
Q w =
CONTACT
Mr. JP Sanguancheu
Foundation Executive
(646) 237-3032
isanguancheu@microedge.com
Q o o

v Kok -

164



GIFTS Online 5.1 User’s Guide

Requirement Available Actions

A combination of the following Available Actions may be included on the Requirement edit

form:

Delete

On existing requirements, this option deletes the Requirement. You are
prompted for confirmation before the deletion is completed. Be sure you
want to delete the Requirement, as there is no way to undo the deletion.

Change Contact

Use the Search icon on the Contact Card to open the search form where
you can specify the name of a new Contact for the selected Request. If the
Contact does not yet exist in GIFTS Online, you can create a Contact record
on the homepage from the New menu.

Publish to Web

Once a requirement is saved, it can be posted to the grantee's account
webpage to be completed. Click this to posts an online Requirement form
which the grantee can then log in, complete, and submit.

Mark as Done

Once the requirement is saved, this option can be used to mark it as done.

Mark as Not Done

Click this to reopen a Requirement already marked as Done.

Generate Letter
Correspondence

Displays a Generate Letter page where you can create a new letter.

Generate Email
Correspondence

Displays a Generate Email page where you can create a new email.

Activity Available Actions

A combination of the following Available Actions may be included on the Activity edit form:

Delete

On existing activities, this option deletes the Activity. You are prompted
for confirmation before the deletion is completed. Be sure you want to
delete the Activity, as there is no way to undo the deletion.

Change Contact

Use the Search icon on the Contact Card to open the search form where
you can specify the name of a new Contact for the selected Request. If the
Contact does not yet exist in GIFTS Online, you can create a Contact record
on the homepage from the New menu.

Mark as Done

Once the activity is saved, this option can be used to mark it as done.

Mark as Not Done

Click this to reopen an Activity already marked as Done.

Generate Letter
Correspondence

Displays a Generate Letter page where you can create a new letter.

Generate Email
Correspondence

Displays a Generate Email page where you can create a new email.
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Transfer to NOTE: This link is only seen if you have Branch Security, an optional
Another Branch feature; your GIFTS Online system may not use Branch Security.

You can transfer certain types of Activities to another branch for future
handling. The Activity must not be linked to a Request.

TIP: Those Activities need to keep the same branch as the related Request.
You can transfer them by transferring the Request; all affiliated records
will go to the new branch with the Request.

Examples of Activities you can transfer are To Do Activities created for
Organizations or Contacts, or Document Activities created when you
generated letters or emails for Organizations or Contacts.

Avutomated Email Reminders

The new GIFTS Online Automated Email Reminders feature allows users to do the following:

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

e Send reminders to multiple recipients: You can select an unlimited number of recipients
for your reminders, specifying To, Cc, or Bcc for each. In addition to grantee contacts and
staff from your GIFTS Online system, you can manually enter additional email addresses.

You also have the ability to exclude staff contacts on an individual level.
o Keep a record of sent reminders: You can choose to create an Activity for each reminder
sent. Activity notes include the recipient names and addresses and also the body text of

reminders, providing a full record of all correspondence.

NOTE: Only Grant Managers and Program Officers will have access to the Launch>Reminders
and New>Reminder features.
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The Main Reminders Page
To access the Reminders tool, go to Launch>Reminders.
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The following options will be available in the Actions ribbon menu while on this page if a
reminder is currently selected:

New>Reminder: Displays the Edit Reminder form with all options blank
Action> Open Reminder: Displays the Edit Reminder form with the selected Reminder’s options

Action>Manual Retry: Displays a dialog box which allows a user to manually retry the reminder.
Individual reminders can be selected for the retry.

Action>View Last Run: This option presents a grid of the results from the last run date of the
selected reminder(s).

The grid will display results of data from Reminders Log Table and be grouped by Reminder.

Right clicking on the Error notes column allows a user to copy the error messages presented by
this View Last Run screen.

Creating a New Reminder

To create a new reminder:

Launch>Reminders.

Go to New>Reminder.

Fill in the fields as needed.

Save and Close your new reminder.

PN PRE

NOTE: The options available on the form will vary depending on the Record Type selected.
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Once saved, the reminder will be listed on the main Reminders page.

Sections of the Reminders Page
The table below describes the major sections of the Reminders page.

Section Label Description

General Name Name of reminder

Create Activity | Defaults to unchecked. If checked, upon generation of a reminder,
and activity record is created.

Is Enabled Defaults to checked. If checked, reminder is active when generation
tool is run. If unchecked, reminder criteria will not be checked.

Reminder Required field. Defaults to create user. When a reminder fails, an
Manager email notification is sent to this user. User must have an email input
in the users table.

Execution | Record Type Choices are “Activity” and “Requirement”. Depending on selection,
Criteria different options are shown in the Criteria Type section.
Criteria Type Radio button allows selection of either Requirement or Activity Type

as search criteria or use of the Advanced Search Criteria. This should
be populated with a list of checkboxes labeled with the type of
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activities available for the Record Type selected above. Multiple
selections can be chosen.

Advanced
Search Criteria

Radio button allows selection of either Requirement or Activity Type
as search criteria or use of the Advanced Search Criteria. A Modify
link is available that opens the standard search box for an activity
record. Text box shows read only text for the search criteria entered.

Occurs

Displays label “Occurs”, integer box, dropdown box, radio button,
label “Before Due Date”, radio button, and label “After Due Date” in
this order.

Integer box allows for positive 1 or 2 digit integers [0-99]
Dropdown box allows Days or Weeks as selections

Radio buttons allow selection of “Before” or “After”

Email Subject Prefix Prefix that should be appended to the beginning of the Email
Content Template subject.
Default is “GIFTS Online Reminders:”
Email Template | List of email templates available for the record type chosen.
Attachment List of printed letter templates available for the record type chosen.
Template The template will be generated and attached to the email.
Recipients | Request Staff Dropdown selections are “To:” “CC:” and “BCC”. Composed email will
Email Option send using option selected to the staff member on the related
request record.
Dropdown selections are “To:” “CC:” and “BCC”. Composed email will
Request send using option selected to the secondary staff member on the
Secondary Staff related request record.
Email Option
Depending on record type selected, label displays either Requirement
Activity Staff or Activity. Dropdown selections are “To:” “CC:” and “BCC”".
Email Option Composed email will send using option selected to the staff member
assigned to the Requirement/Activity
Dropdown selections are “To:” “CC:” and “BCC”. Composed email will
Request send using option selected to the primary contact record on the
Primary related request record.
Contact Email
Option
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Depending on record type selected, label displays either Requirement
or Activity. Dropdown selections are “To:” “CC:” and “BCC".

Activity Contact . . i
Composed email will send using option selected to the contact record

Email Option . ; __

assigned to the Requirement/Activity

Dropdown selections are “To:” “CC:” and “BCC”. Composed email will
Payment send using option to the contact record to the related payment
Contact record (e.g. payment requirements)
Email Option
Additional Dropdown selections are “To:” “CC:” and “BCC”. Text box allows user
Recipients to enter any email address. Validation should be done so that it

follows the x@x format. An “Add” button will add to the list of emails.
Selecting a record in the list allows you to remove it by clicking the
“Remove” button. Composed email will send to emails entered in this
list.

Excluded Users | List of staff members appears in a checkbox list. Multiple selections
can be chosen. When a staff member is chosen, they will be excluded
from the reminder email if they match with the Staff on Request,
Secondary Staff on Request, or Staff on Requirement/Activity options.

Reminder Sender Settings

To access Reminder Sender Setting, go to Admin>Preferences.
NOTE: This option will only be available to Grant Managers.
A global setting can be set for From Display Name and Reply To Email Address.

The display name and email address set here will be used as the Sender name and email in all
reminder generated emails. Note that when the email is generated, the ‘from’ email address will
actually be mail@grantapplication.com.

However, if the recipient chooses to ‘reply’ to the email, the ‘from’ address in the Reminder
Sender Settings will automatically populate into the ‘To’ field in the reply email.

1

Reminder Sender Settings

Reply To E-mail Address | atroup@microsdge, com

From Display Name | stroup@microedge.com

Cancel
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The Report Manager

The goal of the Report Manager is to unify Standard and Ad Hoc report types into a consistent
interface. In order to improve usability, all reports will be generated in tabs within GIFTS Online.

The Report Library will be accessed through the Reports Manager button in the Launch ribbon
menu.
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Report Types

The user can switch between different report type lists using the Report Types panel on the left.
An option is also available to show only All Favorites.

GIFTS Online includes more than 100 Standard Reports that have been designed to meet the
needs of most grant makers. This manual describes how to run these reports and includes
sample reports that you can use to find the GIFTS Online reports that best meet your needs.

In addition, Ad Hoc Reports can now be generated and saved to the Report Library for future
use. They will be listed in the Report Library as Ad Hoc type instead of Standard in the listing
table.

171



GIFTS Online 5.1 User’s Guide
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Report Manager Actions

Once a report is selected several Action menu options become available:
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Action Menu Description
Option

Generate Opens the Generate Report form so the user can run the report selected.
Two subtitles can be added.

The query filter can also be modified by clicking the Modify link.
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Edit

Takes you to the Report Designer page where the look of report can be modified.

NOTE: Options available will vary by report type.

Add to Favorites

Selecting a report and then clicking this button will make the report a Favorite.
The favorite star will turn yellow and the report will be moved to the top of the
reports listing with any other existing favorites. The report will also now show if
the All Favorites report type is selected.

Remove (from)

Selecting a report currently flagged as a favorite and then clicking this button will

Favorites turn off the favorite flag. The report will no longer appear at the top and will go
back to its alphabetical spot in the normal list.

Copy Only available for Ad-Hoc reports. Select a report and click the Copy button to
copy the report to be saved as a new report.

Delete Only available for Ad-Hoc reports. Delete the selected report. Confirmation

required.

Finding Reports
Users can enter text into the Find text field, which (when user tabs out of the field) will perform
a text search within the current report table and filters all matches.

Search will match strings in Name and Description. Note that there are certain wildcard
characters that are supported by the search, as they are in the quick find search. Things like an
underscore which will return any results which contain a single character.

Report Table

Classic and Saved Reports for the selected record type will be listed in a scrollable table to the
right of record types. The list of columns is as follows:

Column Name Description Sorting Resize
Checkbox Allows user to select records which will show the No Yes
‘Actions’ in the ribbon menu
Favorites Reports marked as Favorites will be indicated by a Favoriteson | Yes
gold star. Regular reports will be indicated by a gray | top/bottom
star.
Name Name of the report Alphabetical | Yes
Description Description of the report Alphabetical | Yes
Last Updated Displays the Login ID of user who last performed By Date Yes
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the update and the date of the update. Format:
Last updated by {Login_ID} on {MM/DD/YYYY}

Type Shows whether the report is an Ad Hoc or a Yes Yes
Standard report

Each table row will resize vertically to fully fit the report’s Name, Description, and Last Updated
fields. Favorite and action icons will be aligned with the row’s top line of text.

Resizing Columns

The user will be able to click and drag the separators between all of the columns in the Report
Manager table to resize them.

Column Sorting
The user will be able to sort on Favorites, Name, Description, and Last Updated columns.

Sorting will behave similar to Manage Saved Views and Manage Saved Searches. The first click
will sort by ascending order and indicated by highlighting the column’s up arrow. Clicking on a
column sorted by ascending order will change the sort to Descending, which will be indicated by
highlighting the column’s down arrow. Clicking on a column sorted by Descending order will
change the sort order to Ascending.

Generating Reports

Users can generate a report by either clicking the Generate Report button for a report or
double-clicking on a listed report. This will display a popup allowing the user to set the various
options for the report such as Title and Subtitles, as well as review and modify the query Filter.

Generate Report

Tile | Requests
Subtithe 1
Subtitle 2

Filler Requests Quick Find for 'a

OK Cancel
- ¥

The Filter Field

Behavior of the Filter will differ depending on whether the report being generated is a Standard
report or a saved Ad Hoc report.

Standard Reports

The Filter section will load empty, and users will define additional filters using the Modify
link below. These user-defined criteria will be added to the search filter defined within
the standard report file, and the combined filter will be used to generate the report.
Thus, users will be able to add additional restrictions to the report, but they will not be
able to remove existing standard search constraints.
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Ad Hoc Reports

The Filter section will load the search filter associated with the report template. The users
will then be able to modify or add to these filters using the Modify link below. The final
filter in this box will be used to generate the report. Thus, users will have complete
freedom to modify the report filters.

Saved Searches

If a saved search is used for report creation, the filter in the report settings will reflect the
saved search filters. The report will be linked to that saved search going forward. If a user
updates the filters of the saved search, the filters of the report will update.

However, if a user modifies the filter in the report settings and then saves the report, the
filter changes will not alter the original saved search. The link between the original saved
search and the report will be broken. From that point forward updates to the saved
search will not update the report filters.

Creating Ad-Hoc Reports

GIFTS Online allows users to create Ad-Hoc reports from any search results and save them to the
Reports Library for future use.
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Run a search/query, select the records desired, and then go to Options>Report.

The Report Designer page will be opened with the default report design displayed.
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Users can modify the font style, size, and color of any of the elements in the following sections:

Page Header
Column Headers
Records

Grand Totals

To select all the elements in a specific section, click the section heading in the left panel.
To select one specific element on the page, simply click on it.

Options available for the element(s) selected will be displayed on top.

Make any modifications desired and then save your report.

Click Save to save report. Saved reports can be accessed through the Reports Manager.

If the changes made are unsatisfactory, the user can click the Actions>Reset to Default button
to revert to the original report settings.
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Reporting at a Glance

To access the GIFTS Online Reports Library click Launch > Report Manager in the main ribbon
menu.

The following are the basic steps for choosing and running a report:

1. Choose a Report
From the list of available reports on your system, choose a report. For example, the “Grants —
Alpha List.”

2. Specify Search Criteria

In most cases, you want to limit the amount of data included in your report. For example, you
might want to show only grants that were approved during the current quarter instead of all the
grants in your database.

You can use Quick Find, an Advanced search, or your saved searches to specify the search
criteria that limit the data included in the report.

3. For Financial Reports, specify an 'As of' Date

Many financial reports produce information specific to the date in which they are run. For
instance, the “Schedule of Appropriations and Payments” reports are used to generate year-end
tax reports. To run these reports for the year 2013, you would run them ‘as of’ December 31,
2013.

4. Edit the Report Title

Each report has a default title that is displayed at the top of the report. You should edit the title
to ensure that it properly reflects the search criteria and, if applicable, the ‘as of’ date you have
used to generate the report.

5. Run the Report
The report is displayed in the report viewer. You can print it or export the report data in a
variety of data formats.
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Choosing a Report

The first step in running a report is to choose the report that provides the information you need.
You can use the list of reports in “GIFTS Online Standard Reports” section to find the reports
that best suit your needs or select an existing Ad Hoc report in the Report Library.

The standard reports are organized into separate Categories, each of which is represented by a
button in the REPORT TYPE panel on the left.

NOTE: The reports and report titles in this publication may not necessarily match those on your
system. Your site may have been configured to omit the reports that your Organization doesn’t
use, or other reports may have been added to your library.

To begin running the report selected, go to Actions>Generate or double-click on it.
!

Generate Report

Title Frants - Alpha List, by Program Area 1
Subtitle 1
Subtitle 2

Filter

oK Cancel

Specifying Filter Criteria
Many report templates have fixed search criteria that select only specific records to include in

the report. For instance, the “Alpha List of Grants” report only selects Requests that are
Approved. By providing additional search criteria, you can further limit the scope of a report.

The Filter criteria tell GIFTS Online that out of all the records in your database, you only wish to
see a specific subset. For instance, only the grants with a Grant Amount greater than $50,000.

NOTE: Some of your reports may have been configured by ME Support to include saved
searches. When you select a report, the Search Criteria area will display any Saved Searches or
filters which may have already been assigned.

If you do not want to use the search criteria shown, you can choose Modify and then click Reset
in the Full Search window.
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-
Generate Report b
Title | Grants - &lpha List, by Program Area 1
Subtitle 1
Subtitle 2

Filter

Modify

W

0K Cancel

About Filter Criteria

To create Filter criteria for reports, you can click the Modify link under the Filter section. The
principles are the same—the only difference is that instead of choosing the records to be
displayed in search results on screen, you’re choosing the records to be included in the report.

TIP: The search criteria do not modify the format or structure of Standard Reports; they
determine which records appear in the report.

If you use branch security, your reports do not include data that you do not have permission to
see.

About Financial Reports and Search Criteria
Many Financial reports display a summary of the payment history for your grants. To be
accurate, these reports must include the entire history of the grant’s payments.

If your search criteria limit the report to payments within a specific date range or within a Fiscal
Year—and only part of a grant’s payments fall within your search criteria—GIFTS Online includes
the grant’s entire payment history in the report even if not all of the grant’s payments meet
your search criteria.
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r
Generate Report

Title  Five Year Payment History Report

Subtitle 1
Subtitle 2
Filter
As of Date | 12/5/2013
OK Cancel

EXAMPLE: The Five Year Payment History report shows, for each grant in the report, the
Payments made within the last five years. If you use the 2012 Fiscal Year as your search criteria
and a grant is included in the report because you made payments on it in 2012, payments made
in prior years are also included in the report. Therefore, the payment history is accurate even
though not all of the grant’s payments were made in the 2012 Fiscal Year.

The following Financial reports, which summarize payment information by grant, are designed
to work in this manner; in contrast, reports that list individual payments instead of a grant’s
payment history only include payments that meet your search criteria.

Cash Flow Analysis

Five Year Payment History Report

Grant Commitment Schedule

Grant Payment Summary

e Grant Planning Worksheet

e Schedule of Appropriations and Payments

180



GIFTS Online 5.1 User’s Guide

Choosing the Search Criteria for a Report

To create or edit the search criteria for a report, click Modify below the Filter field. The Search
form is displayed.

Filter Options

Amount

[_] Bank Code

Bank Name

] BranchId

[} Check Number

[[] Coding Sheet: Age Group

[] Coding Sheet: Ethnicity

[[] Coding Sheet: Fund

[] Coding Sheet. Gender

[] Coding Sheet. Geographical Area Served
[] Coding Sheet: Internal Program
[] Coding Sheet: Population Served
) Coding Sheet. Program Area

[[) Coding Sheet: Type of Support
[} Date Paid

[) Export to A/P Date

| Fiscal Year

Set as Defaults

( 0K{b“ Cancel |

Click Add Filters to pull up the basic filters list and select one or more criteria.

Full Search x
Filters
Amount - 100.00 B x
Bank Name contains + || XYZ Bank B x
Fiscal Year equals +||2m3 B x

Add Filters « Reset « Advanced OK ‘{bJ | Cancel
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Clicking Advanced will take you to the Query Builder view to create your filter query.

Full Search

Advanced

{Payments.Amount} > 100 AND UpperCase({Payments.Bank_Name}) LIKE '"*XYZ BANK*" AND {Payments.Budget_Fiscal_Year} = 2013

rlnsertExpression1 ,(1 r}ﬂ rAnd1 [ Or ] rNot1

Payment Account_Name .
Payee Organization Address_Choice

Request Address_ID

Grantes Organization Alert_On_Flag

Address Alert_Text

Payee Contact Amount

Grantee Contact AP Import_ID

Activities Bank_Address_ID

Bank_Contact_Name

[ OK h_‘l-,“ [ Cancel

This view should only be used by users with advanced knowledge of database query building.

For an overview of the Query Builder and Advanced search facilities, please refer to the Full
Search section of the GIFTS Online User’s Guide.

When you are finished creating your search criteria, click OK to return to the Generate Report
form.

Note that the Query Builder filters available for each record type are different.

If you select another report in the same Report Library record type, the search criteria you
created are not cleared; this allows you to run more than one report without having to re-enter
your search criteria. You can clear the search criteria at any time by choosing Reset from the Full
Search form.

Setting the 'As of' Date for Financial Reports

Many financial reports produce information specific to the date in which they are run. For
instance, the “Schedule of Appropriations and Payments” reports present a picture of your
financial history for the current year.

In many cases, you may want to produce financial reports of this kind after you have closed out
a particular year. For instance, in the first few months of any new year, you may wish to produce
reports on last year’s giving for the IRS.

For this reason, an ‘As of’ date setting is available for all of the Standard Financial reports in the
Report Library.

182



GIFTS Online 5.1 User’s Guide

When you set ‘As of’ date to a date other than the current date, your reports are affected in the
following ways:

e |[f the report automatically selects information relevant in the “Current Year,” the current
year is based on the ‘as of ‘ date, not the current date.

e If the report includes columns for future or past years, or future or past months, these
columns are automatically adjusted based on the ‘as of’ date.

e Reports that include ‘Scheduled’ Payments include payments that have a Status of Paid,
but for which the Payment Date is after the ‘as of’ date.

e Reports that include ‘Paid’ and ‘Refund’ Payments exclude these Payments if their
Payment Date is after the ‘as of’ date.

e Payments for Requests that were approved after the ‘as of’ date are excluded from the
report, regardless of their actual Schedule or Paid dates.

e Payments that were voided after the ‘as of’ date are reported as being ‘Paid.’

The financial reports have been designed to recreate your data based on the ‘as of’ date, but
some data—once it is altered in GIFTS Online—cannot be restored to its past condition;
therefore, the results of reports run with the ‘as of’ date may not completely represent a
version of the financial data as of that date. The following data cannot be accurately recovered
based on ‘as of” date.

e Payments that have been deleted are not reflected.
e Payments for which the amount changed between the ‘as of’ date and the current date
report the current amount, not the previous amount.

IMPORTANT: Custom reports created by MicroEdge, Ad Hoc Reports, or any third-party report
writer may not have been designed to take advantage of the ‘As of’ date functionality.

Editing the Title of the Report

The GIFTS Online reports have three-line titles: a large heading in bold and two subheadings, as
shown in the following sample.

Declinations - Alpha List
Proposals Declined in Calendar Year 1999
Grouped by Staff

5900

Organization
Projpct Title Primary Contact Rezson

GIFTS Online provides a default Title for the report based on its title in the Report Library, and—
if your site is set up to do so—defaults the first subtitle to the search criteria you have chosen.

The Generate Report form allows you to alter the main Title and enter the Subtitles necessary to
reflect the search criteria that you use when running the report.
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r
Generate Report

Title  Five Year Payment History Report

Subtitle 1
Subtitle 2

Filter

As of Date  12/5/2013

OK

m

Cancel

Therefore, anyone who reads the report will know exactly what he or she is looking at.

Running the Report

Before you Begin

Be sure that you have completed the preceding four steps, and that the report title properly

reflects your search criteria.

r
Generate Report

Title  Five Year Payment History Report

Subtitle 1
Subtitle 2

Filter

As of Date  12/5/2013

OK

m

Cancel

Viewing the Report

To view your report after you have specified the necessary options, click OK. The report is
generated and displayed in the report viewer.

You can use the viewer’s toolbar to navigate the report:
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@ S =

Five Year Payment History Report

1/1 | | & | Main Report v| | | # |100% v|

Icon/Field Description

Name

Export Export the report to Crystal Report (RPT), PDF, Word, Excel, or RTF formats.

Print Print the report.

Show/Hide If the supported by the report.

Group Tree

First Go to the first page of the report.

Previous Go to the previous page.

Next Go to the next page.

Last Go to the last page of the report.

Pages Current/Total Pages

Goto Jump to the specific page entered.

View History If drill-down is enabled for the report, this will keep track of viewing history and
allow you to jump to specific report levels listed.

Find Use this field to search for a keyword in your report.

Zoom Set the percentage of the zoom.
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Exporting the Report

When the report has finished processing, you can export it to a variety of file formats
appropriate for word processors, spreadsheets, Internet browsers, and other applications.

To export a report, click the Export button on the report viewer toolbar. You are prompted to
choose an export format and a filename for the exported data.

@ Export the Report - Windows Internet Explorer EI@

|i§ http://reports.gogiftsonline.com/aspnet_client/Systern_Web/4_0_30319/CrystalReportWebFormViewerd/h B

-

File Edit View Favorites Tools Help

Export Options
Please select an Export format from the list.

Crystal Reports (RPT)
Enter the page range tHAcrobat Format (PDF)

MS Word

@ All MS Excel 97-2000

MS Excel 97-2000 (Data Only)
O Pages Rich Text Format

From: 1 To: 1

NOTE: Reports that are exported to Microsoft Word" may require extensive reformatting. If this
is the case, consider exporting your report to another format, such as Microsoft Excel, that may
retain more of the formatting that you need.
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Time Saving Tips
Use the following GIFTS Online features to make reporting fast and easy:

Save Your Searches

If you frequently use the same search criteria for your reports, don’t forget to save your
searches for later use. You can then easily attach a Saved Search to a standard report.

Attach Saved Searches

If you always run a report with the same Saved Search, add an Ad Hoc report to your library that
has the saved search attached to it. Then, you won’t have to choose the saved search when you
run the report.

Default Report Settings
To modify the default report settings, to go Admin>Report Settings.

This page displays the default look of all Ad-Hoc reports. When a user clicks the Reset to Default
action after modifying a report, the report will revert to the settings shown here.

B Report Designer - Defaull Repor Seftings
Sabocioed KT« Salecks - Fom . . . Wickh | 2.00
Title
A Sy Title 1
LunTitle 2
1 Ccioter 3003
Cphemih Hedle Colemn Heading Cidume [eding ‘Column Heading Column Heatisg
Groug § Masger Growg Hesding 1
Grousz 2 Hesder Gremp Haeding 2
Grou 1 Hesser Groug Hesding J
Grouz 4 Hasdar Gagup Heading 4
Oreus § Header Loup Heading &
— Baoond Data Recod Tuis Racond Do Recond Duis
Group & Sublotsls Sublofuls 5 (1)
Groaip 4 Bubinialy S1frintete L nm
Cancsl
52 Dashboord 8 Amport Wanager 0 Aequests Quick Find fr [ * rew) & Custos Fiekis - Aeqeen 0, Forms Libeary - Asgues | i Detsh Repo Setings

In the example below, the page header title color has been changed to blue and the date text
has been selected for modification.
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ftions  Ophons

B Report Designer - (new) ‘| o
Gereraie  Frest ety
Softind WM Besork Dabe - Fom el * 13 - E'il'v' =i - Wickh a.00
Aciitional Satings for Reper Da
Foamal B8 Fovenier 2003 Pladamenn  Hesder
Aspast an ssch pags
F——— Requests
& November 2043
- [
Cohamn Hosder Meme Project T Amownt Granted Pregram Ares
Recants [éaze] [Peaject Tutke]  [Reequest [Chuat Amamzt]  [Progrem Aoea]
Grand Totsl Grand Totals 59993 00 [CET
Lawe & Clows Sares Cancel

58 Dashboard O, Anguasts Cuick Find for | [§* [rew)

The menu options available on this page are discussed below:

Actions Menu

Generate To run your report, click the Generate button from the Actions menu.

The Generate Report form will pop up with options to modify the title, add
subtitles, and/or modify the Filter if desired.

Click OK to run your report.

Generate Report x

Title F.eq uests
Subtitle 1
Subtitle 2

Filter Requests Quick Find for 'west’

OK Cancel

Reset to Default

Click this button to reset changes made to the form back to default.

Delete

Only available for saved Ad-Hoc reports.
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The actions available on the Options menu are discussed below:

Settings

The Report Settings popup contains options to set the Report Type, Name, Description, sharing,
read-only status, set the Grand Total and Record Count inclusions, modify the report’s Filter and
set the ‘Add to Favorites’ setting.

Report Settings

Record Type
Report Type
Name

Description

Request

) Detail Summary

_ TopN
Requests for West 54

Requests Quick Find for 'west’

Allow others to use this Report ||

Mark this Report as "Read Only’

Include Grand Totals

Filter

Add to Favontes [

v Include Record Counts

Grand Total Lines

Requests Quick Find for 'west’

OK Cancel

None

Header/Footer

The Header & Footer popup allows users to set values that will display in the header and footer

of the report.

Each element has a checkbox option to have the value repeat on each page.

Note that some of these settings such as the ‘repeat on each page’ and the date and page
number Alignment and Formats can also be set in the main report designer page but are
repeated here as they also affect the header and footer. The settings that are set in one place

are reflected in the other.
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HeaderFooter
Titles & Footer Text E::fapa;
Tite  Peguests a
Subbile 1 o
Subitle 2 B
Fooler Taxt
Dates
Placement | Header a
Alignment | Left -
Formal | & Nowvember 2013
Page Numbers
Placement | Focter
Alignment  Right -
Format |1 = Startat 1%
OK Cancel
Columns

The Report Columns popup allows users to modify column selection and order, as well as set

special column formatting options.

Repor Columng

Frapiabis colmne

Fined

Cofumn Marma

Copawton. Dute. Haff
Fursd, Pregrsm

Iy Retererie

Selarl avadals oobirer from

O1E
a

Crpple DEbnf s, Chovge Dabef s

Crgarsbon, Corbect, Phome

Frogect Tisle =
Bequesil Amaund. Pad, Bakens, Term

Typa, Steius

Heading

Lise e anpw butions on each colume iz change the order inwhich they are shows

‘Column Mame

Grantes CPgAnaRton: Hems
et Projed Tk
ogucw: Recumied Armous)
Smqeant: Grant Amoant

Crdirsg Shests Program hres

Diala Prafie
Dista S

Hasting

Hars

Frogent Tide
Fequerted Amourt
Grarcad

Frogeam dees

.

- b b
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Sorting/Grouping
This popup allows the user to modify sorting and grouping options for the report. The
functionality of this popup varies based on the selected Report Type.

Sonting/Grouping ]
Select available colunns from
Roeguest
#yrailable columns
F il Use the anow butions fa change the order in which
na | t the sorts are appled (max is 5)
Codurmn Nama ‘ Celumn Name Mowve
adrmin Achsal Amount Request: Disposition Cate il & %
Adenian Busdgpet Amount F .
larantes Organization; Sort A gl E
almrt Flag
Alert Teat
Balancs
Branch
Change Date : Delaiits
Group
Mew page on break
Print grosip haading
Repeal par pages
Print subiotals
Inclisde recond counls
Subtctal Lines -
Lel 8 Cancel
Page Setup

This popup allows the user to modify page settings. These changes will be reflected in the
interactive report designer. The default values come from the Report Settings.

Page Setup x

Paper | Layout

[&] [A)

Orientation () Portrait (+) Landscape

Units (=) Inches () Centimeters

Paper Size | Letter, 8.5x 11 in -
Width 11.00 Height 8.50
Margins
Left 1.00 2 Top 1.00 2
Right 1.00 2 Bottom 1.00 2

Line Spacing | Single line v

OK | | Cancel
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About GIFTS Online Standard Reports

One of the most important functions of any database system is the ability to arrange and
present the data you have entered in useful ways. GIFTS Online includes an extensive set of
standard reports.

GIFTS Online includes two types of reports:

Standard Reports — More than 100 pre-built standard reports designed to meet the
needs of most grant making organizations are installed with your system. These reports
have been designed to complement the functionality of GIFTS Online in a way that is
beneficial to the largest number of users. Standard reports answer common queries,
some of which are general in nature and some of which are more specific.

EXAMPLE: The “Alphabetical List of Grants” report lists grants in alphabetical order to
answer the query “Which projects have we funded?” When you run this report, you can
further define it to answer a more specific query, such as “Which projects have we
funded in Arts and Culture?” You can choose the specific data you wish to see for all
reports.

Custom Reports — If you need help customizing specific reports or creating new reports,
you can retain MicroEdge to accomplish this. The cost of this service varies depending on
the level of complexity of the required reports. For more information, please contact ME
Support.

In order for you to make the best use of your data, it is helpful to have a thorough
understanding of the available standard reports and how the data you enter is reflected in these
reports. Reviewing the sample reports may provide you with ideas about using areas of GIFTS
Online that you haven’t yet explored. It will also allow you to determine what types of custom
reports you may want to request ME Support to create for your site in the future.

How to Use the Sample Standard Reports

The sample Standard reports in this document are divided into the categories in which they
appear in the GIFTS Online Reports Library. You can browse through the list of reports to find
the ones that meet your needs.

Each sample report includes information about the fixed criteria that apply to the report and, if
the report belongs to a series, the available variations of the report. Series and fixed criteria are
described in the following sections.

About Series of Reports

For many reports, there are several variations that comprise a series of reports. For example,
the ‘Declinations - Alpha List’ series of reports includes the following reports:

e Declinations - Alpha List

e Declinations - Alpha List by Fund

Declinations - Alpha List by Geographical Area 1
Declinations - Alpha List, by Program Area 1
Declinations - Alpha List by Reason

Declinations - Alpha List by Staff

e Declinations - Alpha List by Type
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These reports include identical information; the only difference is the way in which the records
are grouped. For report series, this document includes one variation of the report as an example
and lists the other variations in the series.

About Report Names

The report names in this document are the names shipped with the GIFTS Online product; the
names in your system may be different if you have requested ME Support to edit them.

ME Support can help you to add and remove reports from GIFTS Online, so not all of the reports
in this document may be available. If you would like to use a report and cannot find it in your
system, please contact ME Support.

About Fixed Criteria

Many reports have been designed to include only specific information. For example, the
‘Declinations - Alpha List’ reports only include Requests with a Disposition of Declined. Pending
Requests and Approved Requests are not included in the report.

These fixed criteria always apply to the report, regardless of the search criteria that you choose
when you run the report. If a report has fixed criteria, they are noted in the sample report.
About Saved Search Criteria

You can customize the standard reports by attaching saved searches. On the Generate Report
form, simply click the Modify link and then click Saved Searches to view a list of available saved
searches.

The standard reports library includes an “Alpha List of Grantee Organizations” report that lists
all Organizations in the GIFTS Online database that have received funding. By attaching a saved
search for Organizations coded as ‘Arts & Culture’ to this report, you can create an “Alpha List of
Arts Grantees” report.

NOTE: These customized reports cannot be saved for future use in GIFTS Online.

How Records are Sorted
Unless otherwise noted, all reports sort records alphabetically by Organization Sort as Name.

Currency and Date Formats

The currency and date formatting of the reports is determined by Regional Settings Control
Panel of Microsoft Windows. The sample reports in this document were produced on a system
with the Regional Settings set to “English (United States).”

NOTE: GIFTS Online does not currently support multi-currency.
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About Report Categories

In order to provide the most intuitive access to reports, the standard reports are divided into
Record types. You should note that not all categories will be available to all users, as some
depend on your system configuration.

Some report Categories will have no reports defined for them in the Report Listing. Affiliations,
Documents, and Reviews, for instance, have no reports available because they contain no

standard reports.

Any combination of the following categories may be available from your Run Reports form:

Category Description

Activities To-do and scheduling reports.

Affiliations No standard reports.
Custom Affiliation reports can be created by ME Support per your request. Custom
Affiliation reports can provide details about your contacts’ relationships with
various organizations and grant requests.

Applications For Online Applications module users only. Used to access reports regarding Online
Applications, Requirements, and Quiz results.

Contacts Detailed information about your contacts, and special reports for printing
comprehensive lists of contacts for projects or organizations.

Documents No standard reports.

Custom reports can be created by ME Support per your request.

Organizations

Organization reports are designed to provide information on the organizations in
your database. These reports are useful for displaying address, tax status, and
other details about Organizations.

Since organizations are attached to the funding requests they have made,
information about an Organization’s funding history is also available on several
Organization reports.

Payments A variety of ways to look at your financial data. Most reports detail Payment
information that you can use to review your financial history or plan future
commitments.

Requests Reports about the requests for funding in your system. Some reports display

detailed information on each Request, while others summarize Request
information in meaningful ways.

Request reports include information on grants, declinations, and proposals—
though many Request reports are designed to include only specific information.
For instance, the ‘Declinations by Reason’ report only lists Requests that have been
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Declined.

Requirements | Reports on requirements due from grantee organizations.

About Fixed Criteria

Many reports have been designed to include only specific information. For example, the
‘Declinations - Alpha List’ reports only include Requests with a Disposition of Declined. Pending
Requests and Approved Requests are not included in the report.

These fixed criteria always apply to the report, regardless of the search criteria that you choose
when you run the report. If a report has fixed criteria, they are noted in the sample report.

Activity Reports Listing

The following standard Activity reports are included in GIFTS Online:

Report Name Description
Activities Verification A report showing all of the Activities for each request, including audit
Report trail information such as who created, last changed, and marked the

activity as complete.

To Do Completed by Date | A list of completed To Do Activities, sorted by the done date.
To Do Completed by Staff | Fixed Criteria: Activities with a Class of To Do and a Status of Done.

To Do Listing by Staff A list of all outstanding To Do Activities for specific staff members,

To Do Listing by Date including pertinent information on related Requests.

Fixed Criteria: Activities with a Class of To Do and a Status of
Scheduled.
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Applications Reports Listing

NOTE: Online Applications module must be configured on your GIFTS Online site to access these

reports.

There are several reports are available for Online Applications.

Many of the reports are available in two varieties, Detailed or Summary.

Detailed Reports:

These reports list the details of each application/requirement grouped by application form. They
include form name, organization, email, project title, submit/create date, ID number, number of
attachments, and total attachment size.

Summary Reports:

These reports list only the Form, Stage, Number of Applications/Requirements, Number of
Attachments, and Total Attachments Size.

The following standard Applications reports are included in GIFTS Online:

Report Name

Description

Eligibility Quiz

Report to view responses from all eligibility quizzes, or only those
quizzes for specific application forms.

In-Progress Applications

These reports include all of the following types of applications:

e Any application started but unfinished by online applicants

e Applications specifically saved by the user (by clicking the
Save & Finish Later button)

e Applications left unfinished by users who simply left your
site without saving

NOTE: In certain cases, these unfinished applications are saved by
the system for a certain length of time before being purged.

In-Progress Requirements

These reports include requirements that have been accessed by the
applicant but have not been submitted.

Outstanding Requirements

These reports include requirements that have not been accessed or
submitted by the applicant.

Submitted Applications

These reports include applications that have been completed and
submitted by the applicant.

Submitted Requirements

These reports include requirements that have been filled out and
submitted by the applicant.
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Contacts Reports Listing

The following standard Contact reports are included in GIFTS Online:

Report Name

Description

Contact Labels 5160

Mailing Labels addressed to the contact at their Primary
Organization formatted for Avery #5160 labels.

Contact Labels 5162

Mailing Labels addressed to the contact at their Primary
Organization formatted for Avery #5162 labels.

Contact Phone Book Report

A simple listing of Contacts by last name, with telephone, fax, and
e-mail information for each Contact.

Contacts - Alpha List

An alphabetical list of Contacts by name, including full address
information

Duplicate Contacts by Last
Name

Duplicate Contacts by Zip
Code

A report that shows Contacts with the same last name, to help
identify duplicates for data cleanup.

Organization Reports Listing

The following standard Organization reports are included in GIFTS Online:

Report Name

Description

Alpha List of Grantee
Organizations

An alphabetical listing of all organizations associated with grants,
including the total amount granted to the organization and the
grant year span.

Alpha List of Organizations

An alphabetical listing of all organizations, including Request
information

Duplicate Organizations (by
Name)

Identifies duplicate organization entries to assist with data cleanup.
Only organizations with the exact same name are included.
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Organization Mailing Labels
#5160

This report prints mailing labels for Avery’s #5160 label template to
the Primary Contact of each Organization at the Organization’s
mailing address. Two versions of this report are available: one sorts
the labels by the author’s last name and the other by the
Organization’s postal code

Organization Mailing Labels
#5162

This report prints mailing labels for Avery’s #5162 label template to
the Primary Contact of each Organization at the Organization’s
mailing address. Two versions of this report are available: one sorts
the labels by the author’s last name and the other by the
Organization’s postal code

Organization Profile Report

Organization Profile Report
(with Graph)

A summary sheet for each organization, displaying their address
and background information, and both the detail and summary
information of their funding history as entered in the Requests file.

Simple Organization Listing

A simple list of all organizations in your GIFTS Online database, with
no request information included.

Top 20 Organizations by
Total Grant Amount

This report lists the organizations receiving the top 20 highest
cumulative grant amounts within the search criteria specified.

Top 20 Organizations by
Total Number of Grants

This report lists the organizations receiving the top 20 highest
number of cumulative awards within the search criteria specified.

Payments/Financial Reports Listing

The following standard Payments/Financial reports are included in GIFTS Online:

Report Name

Description

Cash Flow Analysis

Cash Flow Analysis by
Program Area

A listing of Scheduled Payments for the next six months, including
the Organization Name, total amount granted, and remaining
balance at the end of six months.

Fixed Criteria: Payments for Requests that have any outstanding
Payments.

Check Request Report by
Fund

A listing of Scheduled Payments, including the legal name and
address of the payee Organization, for the purpose of providing
information for cutting checks. Grouped by Payment Fund.

Fixed Criteria: Payments with a Status of Scheduled.

Contingent Payments by
Staff

Contingent Payments by

A listing of payments with a Status of Contingent, grouped by the
Staff person assigned to the contingency. The type of contingency,
due date, and notes are included.
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Date

Fixed Criteria: Payments with a Status of Contingent.

Current Year Paid and
Future Commitments

Current Year Paid and
Future Commitments - by
Program Area

A listing of payments with a Status of Contingent, grouped by the
Staff person assigned to the contingency. The type of contingency,
due date, and notes are included.

Fixed Criteria: Payments with a Status of Contingent.

Deferred Payments

A listing payments with a Status of “deferred” (payments which
have been placed on Hold).

Fixed Criteria: Payments with a Status of Hold.

Five Year Payment History
Report

Five Year Payment History
Report by Program Area

A summary report per organization, showing the total amount paid
to that organization in each of the last five years, including the
current year.

Fixed Criteria: Payments with a Status of Paid, Refund, or Void.

Grant Amendment Report

Provides detailed information on all of the amendments for each
grant, and includes both the Original Grant Amount and the
Current Grant Amount.

Fixed Criteria: Approved Requests that have amended Grant
Amounts.

Grant Commitments
Schedule

A summary of payment information by Request, for those Requests
with any outstanding payments. Information shown includes the
grant amount, the amount paid in the current year and prior years,
payments scheduled in the next three years, and any remaining
balance.

Fixed Criteria: Payments for Requests with an unpaid balance.

Grant Commitments
Schedule (6 years)

Grant Commitments
Schedule (6 Years) by
Program Area

Shows payments scheduled in the next six years, including the total
of any payments remaining after that time.

Fixed Criteria: Payments for Requests with an unpaid balance.

Grant Payment
Confirmation by Staff

A list of Payments with a Status of Scheduled, Contingent, or Hold,
grouped by the staff member associated with the Request, and
including information on any Requirements due for the Payment or
Request.

Fixed Criteria: Payments with a Status of Scheduled, Contingent, or
Hold, and Requirements with a Schedule Date in the current year.
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Grant Payment Summary

Grant Payment Summary -
by Payee

A comprehensive summary of Payment information for Approved
Requests, including the total number of Payments, the amount
granted, the amount scheduled (payments with a Status of
Scheduled, Hold, or Contingent), paid, and any unscheduled
balance. It also includes the Payment Schedule Date and amount of
the next payment due.

The “by Payee” variation summarizes the data by the payee
Organization instead of the grantee. Since grants that include
Payments to more than one payee are listed more than once (one
listing per payee), this report does not include totals for the Grant
Amounts and Grant Balances.

Fixed Criteria: Payments for Approved Requests.

Grant Planning Worksheet

Grant Planning Worksheet
by Grant Fund

Grant Planning Worksheet
by Program Area

For year-end planning, this report displays in worksheet format the
giving for the current year, any commitments for the next year, a
space to write in the proposed amount for next year, per
organization.

Fixed Criteria: Organizations with Requests Approved in the
current Fiscal Year, payments Paid in the current Fiscal Year, or
Payments Scheduled for the coming Fiscal Year.

In-Kind Payments Made

In-Kind Payments Made by
Payment Fund Donor

In-Kind Payments Made by
Program Area

A report of paid payments including fields specific to in-kind
payments: fair market value, tax value, book value, and in-kind
notes. Payments are grouped and subtotaled by the Payment Fund
Donor.

Fixed Criteria: Payments with a Status of Paid or Void.

Payment Status Summary -
by Payment Fund

Payment Status Summary -
by Program Area

Payment Status Summary -
by Year

A summary of all payments entered in GIFTS Online, totaled by
their respective Payment Status. Includes columns for the total
amount scheduled, and then breaks this out by Paid, Scheduled,
Hold, Contingent Payments.

Payments Due Schedule, by
Grantee Organization

Payments Due Schedule, by
Month

Payments Due Schedule, by
Payment Fund

Payments Due Schedule, by

A listing of outstanding Payments, including the Grant Amount,
Project Description and Reference Number, the Payment Due Date
and Amount, and the Payment Fund. If the Payment has a Status of
Contingent or Hold, a column displays this information, along with
notes entered for the Payment.

Fixed Criteria: Payments with a Status of Scheduled, Hold, or
Contingent.
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Payment Support Type

Payments Due Schedule, by
Program Area 1

Payments Due Schedule, by
Payment Areal & 2

Payments Made - by Month

Payments Made - by
Grantee Organization

Payments Made - by
Payment Fund

Payments Made - by
Payment Support Type

Payments Made - by
Program Area 1

Payments Made - by
Program Area 1 & 2

Payments Made - by State

A listing of payments which have been marked as paid in the
system, including the payment date and check number, if available.

Fixed Criteria: Payments with a Status of Paid, Refund, or Void.

Payments Made - Charitable
vs. Non Charitable
Deductions

For those organizations that capture “Quid Pro Quo” information,
this report lists the deductible and non-deductible amounts as
entered for each payment. Also included is the check number and
the payment date.

Fixed Criteria: Payments with a Status of Paid or Void.

Payments Made - OBRA
Report

This report shows whether or not a receipt is required on each
Payment, and the Schedule Date and Done Date of the receipt. The
full name and address of the payee Contact is included for easy
follow-up. The report also includes the deductible and non-
deductible amount for each Payment and the Organization’s tax
status.

Fixed Criteria: Payments with a Status of Paid or Void, and
Requirements associated with Payments that have been specified
as “Receipt Required.”

Payment Reconciliation
Report

Lists Payments by status, and then by Check Number, including the
payee’s legal name, the Payment Fund, the Payment Type, and Paid
Date.

Fixed Criteria: Payments with a Status of Paid, Refund, or Void.

Schedule of Appropriations
and Payments

This is a new version of the old Schedule of Appropriations and
Payments.
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Schedule of Appropriations
and Payments, by Program
Area

For Approved Requests, this report lists the balance as of the
beginning of the current Fiscal Year, any money newly allocated in
the current Fiscal Year (which will include grants made in the
current year), the amount paid in the current Fiscal Year, and the
amount outstanding for the current Fiscal Year.

Fixed Criteria: Approved Requests with an unpaid balance or for
which appropriations were made during the Fiscal Year.

Schedule of Appropriations
and Payments (OLD)

Schedule of Appropriations
and Payments, by Program
Area

Schedule of Appropriations
and Payments showing
Population Served

For Approved Requests, this report lists the balance as of the
beginning of the current Fiscal Year, any money newly allocated in
the current Fiscal Year (which will include grants made in the
current year), the amount paid in the current Fiscal Year, and the
amount outstanding for the current Fiscal Year.

Fixed Criteria: Approved Requests with an unpaid balance or for
which appropriations were made during the Fiscal Year.

Summary of Paid Payments -
by Geo. Area 1l

Summary of Paid Payments -
by Payment Fund

Summary of Paid Payments -
by Payment Type

Summary of Paid Payments -
by Payment Support Type

Summary of Paid Payments
- by Prog. Area

Summary of Paid Payments -
by Staff

A summary of payments paid, including number of items and
percentages.

Fixed Criteria: Payments with a Status of Paid, Refund, or Void.

Top 20 Payments by
Payment Amount

The largest 20 Payments in the search criteria provided, in
descending order by amount.

Fixed Criteria: Payments for Approved Requests.
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Request Reporis Listing

The following standard Request reports are included in GIFTS Online:

Report Name

Description

Board Meeting Agenda

Board Meeting Agenda by
Docket Number

Board Meeting Agenda by
Program Area 1

Organization name, long project description, requested amount
and recommended amount, designed for an agenda for a Board
Meeting.

Board Meeting Minutes

Board Meeting Minutes by
Docket Number

Board Meeting Minutes by
Program Area 1

Requests with their current Disposition and Status, showing the
action taken by the board.

Contact Affiliations by
Request

A list of Requests, grouped by Organization, that shows the
affiliated Contacts for each Request.

Data Entry Edit Report by
Organization

Data Entry Edit Report by
Date

A comprehensive summary of individual Requests, including all
classifications, for data entry verification.

Declinations - Alpha List

Declinations - Alpha List
(Portrait)

Declinations - Alpha List by
Fund

Declinations - Alpha List by
Geographical Area 1

Declinations - Alpha List by
Internal Program

Declinations - Alpha List by
Program Area 1

Declinations - Alpha List by
Staff

Declinations - Alpha List by
Grant Type

A detailed listing of Declined requests, including the reason for
declination and the staff person assigned. The “Portrait” variation
of this report is printed with the Portrait paper orientation; all
other variations are Landscape reports.

Fixed Criteria: Requests with a Disposition of Declined.
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Declinations - Alpha List by
Fund (including Request
Amount)

Declinations - Alpha List by
Program Area (including
Request Amount)

A detailed listing of Declined requests, including subtotals of the
amount requested.

Fixed Criteria: Requests with a Disposition of Declined.

Declinations - Summary by
Reason

A summary of declinations by the reason declined, including totals
for each reason and the corresponding percentage of the total,
both for the number of declines and the amount requested.

Fixed Criteria: Requests with a Disposition of Declined.

Foundation Center Export
Report

A data export for the Foundation Center. Please contact MicroEdge
Technical Support for detailed information.

Grant Profile Report

A summary of a single grant, including payment and grant
amendment information.

Fixed Criteria: Requests with a Disposition of Approved.

Grant Summary - by Fund

Grant Summary - by
Geographical Area

Grant Summary - by Grant
Type

Grant Summary - by
Program Area 1

Grant Summary - by
Program Areas 1 and 2

Grant Summary - by
Program Areas 1,2 and 3

Grant Summary - by Support
Type
Grant Summary - by Staff

A summary of approved requests showing the total amount
granted and the percentage of the total for each item.

Fixed Criteria: Requests with a Disposition of Approved.

Grant Summary - Granted
and Paid by Program Area

For each Program Area, this report shows the total amount granted
and the amount and percentage of Payments made for that
Program Area.

Fixed Criteria: Requests with a Disposition of Approved.

Grants - Alpha List
Grants - Alpha List by Fund
Grants - Alpha List by Geo.

Alphabetical listing of grants, including Reference Number, amount
granted, and amount paid. Grants are listed in alphabetical order
by organization name.
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Area Level 1

Grants - Alpha List by Geo.
Area Levels 1to 5

Grants - Alpha List by Grant
Type

Grants - Alpha List by
Internal Program

Grants - Alpha List by
Population Served

Grants - Alpha List by
Program Area 1

Grants - Alpha List by
Program Area 1 & 2

Grants - Alpha List by
Program Areal,2, &3

Grants - Alpha List by
Program Areas 1 through 5

Grants - Alpha List by
Primary Contact

Grants - Alpha List by Staff

Grants - Alpha List by
Support Type

Fixed Criteria: Requests with a Disposition of Approved.

Grants - Alpha List (Portrait)

Same as the Alpha List of Grants report, but with the paper
orientation designed to print portrait rather than landscape.

Fixed Criteria: Requests with a Disposition of Approved.

Grants - Alpha List, by
Geographic Area Served
including Secondary Codes

Grants - Alpha List, by
Program Area Served
including Secondary Codes

Alpha list of grants, grouped by all levels of the Geographic Area
Served or Program Area table. These reports include both primary
and secondary coding, so that one grant may appear several times
(once for each code). Thus, the totals in this report may not reflect
the actual amount granted.

Fixed Criteria: Requests with a Disposition of Approved, and which
have been assigned a classification in the table on which the report
groups.

Grants - Chronological List
Grants - Chron. List by Fund

Grants - Chron. List by
Geographical Area 1

Grants - Chron. List by Grant

Listing of grants, including Reference Number, amount granted,
and amount paid. Grants are listed in date order by Grant Date.

Fixed Criteria: Requests with a Disposition of Approved.
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Type

Grants - Chron. List by
Program Area 1

Grants - Chron. List by
Program Area 1 and 2

Grants - Chron. List by
Program Area 1,2, &3

Grants - Chron. List by Staff

Grants - Chron. List by
Support Type

Grants - Detail List by Staff

A listing of all grants grouped by Staff member.

Incomplete Proposals

Incomplete Proposals by
Date

A listing of Pending items which are marked as incomplete,
including the current Status of the Request and the
Complete/Incomplete Notes.

Fixed Criteria: Requests with a Disposition of Pending that are also
marked as ‘incomplete’ on their Request record.

Proposals - Alpha List

Proposals - Alpha List, by
Staff

Proposals - Alpha List, by
Fund

Proposals - Alpha List, by
Geographical Area 1

Proposals - Alpha List, by
Grant Request Type

Proposals - Alpha List, by
Internal Program

Proposals - Alpha List, by
Program Area 1

Proposals - Alpha List, by
Program Areas 1 and 2

Proposals - Alpha List, by
Primary Contact

Proposals - Alpha List, by
Status

A listing of Pending items, including Project Title, Request and
Recommended Amounts, Request Type and Status.

Fixed Criteria: Requests with a Disposition of Pending.

Proposals - Alpha List
(Portrait)

Same as the Alpha List of Proposals report, but with the paper
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orientation designed to print portrait rather than landscape.

Fixed Criteria: Requests with a Disposition of Pending.

Proposals -
Complete/Incomplete

A listing of Pending items, including Project Title, Request Date, and
Staff, and whether the Request is complete, along with any
relevant notes.

Fixed Criteria: Requests with a Disposition of Pending.

Recommendations by
Organization

This report shows the approved amount for the previous year, and
the approved amount for the current year per organization, and
the Project Description (Long).

Fixed Criteria: Requests for Organizations that have at least one
Pending Request in the current calendar year.

Renewable Grants

Lists basic grant information about grants that have been flagged as
renewable.

Fixed Criteria: Approved Requests that have been flagged as
renewable.

Repeat Grants

For each Organization with repeat grants, this report shows the
granted and paid figures for the current and previous calendar
years.

Fixed Criteria: Organizations that have received grants in both the
current year and the previous year.

Request History by
Organization

The Request History by Organization report is very similar to the
Organization Profile report listed in the Organization report library.
The key difference is, the Request History by Organization report is
sensitive to Request criteria.

Request Labels (All Affiliated
Contacts)

This series of reports prints mailing labels to all affiliated Contacts
for each Request included in the report. The Organization’s
mailing address is used.

Request Labels (Primary
Contact)

This series of reports prints mailing labels to the Primary Contact
of each Request included in the report. The Organization’s mailing
address is used.

Request Statistics

A report showing statistical information such as the total number
of Approved, Pending, and Declined Requests and the minimum,
maximum and average grant amounts.

Requests by Sponsor

A list of Requests, grouped by the Contact identified as the
“Sponsor” of each Request. Includes the Disposition, Grant
Amount, and Paid Amount of each Request.
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Fixed Criteria: Requests that have an affiliated Contact with the
Role of “Sponsor.”

Status of Requests Received
by Staff, Including Sponsor

Status of Requests Received
by Staff

A comprehensive listing of Requests grouped by staff, including the
contact designated as the Sponsor (using the system-defined
“Sponsor” Contact Role)

Summary of Requests by
Type, Disposition, and
Status

A summary of Requests grouped by Type, Disposition, and then
Status; includes subtotals of the requested and granted amounts
for each Request.

Tax Status Verification

Shows tax status information for organizations associated with
Requests, and displays a warning message for organizations with no
tax status on file.

Includes: Organizations associated with Requests.

Top 20 Grants by Grant
Amount

The largest 20 grants in the search criteria provided, listed in
descending order by grant amount.

Requirement Reports Listing

The following standard Requirements reports are included in GIFTS Online:

Report Name

Pending Proposal Checklist

A report listing the requirements due on Pending Requests only.
The Project Title, Request Date and the Meeting Date are included
for each Request.

Fixed Criteria: Requirements associated with Requests with a
Disposition of Pending.

Requirements Completed -
by Staff

Requirements Completed -
by Date

Requirements Completed -
by Organization

Requirements Completed -
by Program Area

A list of completed Requirements, grouped by the staff member
assigned to the Requirement.

Fixed Criteria: Requirements with a Status of Done.
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Requirements Due by Date

Requirements Due by
Organization

Requirements Due by Staff

Requirements Due by
Program Area

A chronological list of Requirements with a Status of Scheduled.

Fixed Criteria: Requirements with a Status of Scheduled.

Requirements Received by
Date

A chronological list of Requirements that have been marked as
received from the grantee, but have not yet been marked as done.

Fixed Criteria: Requirements with a status of Received.

About Activity Reports

This chapter describes the standard Activities reports included with GIFTS Online.

Activities Verification Report

A report showing all of the Activities for each Request, including audit trail information such as
who created the Activity, who last modified it, and who marked the Activity as complete.

Activities Verification Report

Status Change CR 123101 Done

Status CR 1231/01 Done
Final Repo CR 911102 Done
Status Change CR 92103 Done

West Side Center (229)
Declined, 6:7/03
Capital Campaign Contribution

Activities:
Financial Report CR 31503 Done
Site Visit CR 51003  Done
Grant Declination CR 6703 Done
Status Change CR 61003  Done
Status Change CR 76103 Done
Grand Total
(3 items)

4/304
Sched. Marked as Done  Last Changed Created
Activity Type Staff Date Status  User, Date User Date User, Date
Adventure Club of Manhattan (74)
Appeoved 6901
The support of *Adventure for Kids™ project
Activities:
Note to File CR 32801 Done CR, #1101
Financial Report CR 4801 Done CR. 92901
Write-up CR S/S01 Done CR, §/5/01
Grant Approval CR 6901  Done CR, 61101
Grant Payment SS 6901  Done $8, 612701
Status Change CR 61101 Dane CR. 1101
Mail KG 61301 Done 1 KG, #1301
Mail CR 61301 Done  CR. 61301 CR, 1301
Status Change CR 1231101 Done CR, 1/01 CR, 123101
Status Change CR 123101 Done CR, 123101
Final Report CR 9902 Done CR, 1011302
Status Change CR 9/21/03  Done CR, 92103
American Foundation for Children (58)
Appeoved, 6¢/11/01
The support of the study "Using DNA to detect genetic anomalies in the
fetus.”
Activities:
Grant Approval CR 611101 Done CR, 61101
Grant Payment SS 6/11/01  Done S8, 62701
F Report CR 122901 Done

CR, 1011901
! 314

CR. 1011902 CR, 611K
CR, 92103 CR, 921003

LW, 473003 LW, 43003 CR, 39/03
CR, 5/30103 CR., 53003 CR, 39/03
CR, 6703 CR, 76103 CR, 7/6/03
CR, 610103 CR, 61003 CR, 61003
CR, 7603 CR, 76103 CR, 76003
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list of completed To Do Activities, sorted by their Done Date.

Variations:

by Date
by Staff

Fixed Criteria:
Activities with a Class of To Do and a Status of Done.
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To-Do Completed by Staff
4404

Done Organization Name Request ID Contact Name
Date Activity Type City, State Disposition Telephone
Lee Willamson
31201 Site Visit National Institute for Technical

Leaming Coalition

New York, NY (212) 555-2344
313004 Send Ad/Antwork for peogram Computers for Kids Approved

Sent Logo and camera ready artwork fo Virginia. Used the same  New York, NY 309 (212) 5224000

ad that was in the Christmas program from The Museum

Total Lee Williamson

(2 items)
Sarah Sullivan
15004 P
S5 d objectives of the Millenium project and.

o rticipate in its success

33104 Meeting

United Federation Inc.
New York, NY

ng
Met with Doug and the 2 Lead Project coordmators. Betsy Johnson New York, NY

and Bernard Scot.

Total Sarah Sullivan
(2items)

Grand Total
(4 items)

Pending
281

Pending
281

(212) 5550776

(212) 5550776

To-Do Listing
A list of all outstanding To Do Activities for specific staff members, including pertinent
information on related Requests.

Variations:

by Date
by Staff

Fixed Criteria:
Activities with a Class of To Do and a Status of Scheduled.
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To-Do Listing by Staff
Schedule Date is this month
4404

Organization Name Request ID Contact Name
City, State

Schedule
Date Activity Type Disposition Telephone

Colette Rogers

410004 Phone Call West Side Center
New York, NY (212) 5553444

41204 Phone Call

(212) 304.9885

41804 Site Visit Shea Dance Company
3:00- 5:00 New York, NY (212) 555-3872

4204 Site Visit Sunflower House for Youth in
Meeting is with Shawna and Matt San Francisco, CA (4050 7673450

Total Colette Rogers
(4 items)

Sarah Sullivan

41404 Site Visit Teen Aid Center
New York, NY (212) 555-4080

Total Sarah Sullivan
(1 tem)

Grand Total
(5 items)

Online Application Reports

NOTE: You must have the Online Applications module configured on your site to access these
reports.

There are several reports are available for Online Applications. They can be used to present
totals from applications, online requirements, as well as responses from eligibility quizzes.

e Reports on Applications can be run on In Progress or Submitted forms.

e Reports on Online Requirements can be run on In Progress, Submitted, or Outstanding
forms.

e There is one Eligibility Quiz report.

Many of the reports are available in two varieties, Detailed or Summary.

Detailed Reports:

These reports list the details of each application/requirement grouped by application form. They
include form name, organization, email, project title, submit/create date, ID number, number of
attachments, and total attachment size.

Summary Reports:
These reports list only the Form, Stage, Number of Applications/Requirements, Number of
Attachments, and Total Attachments Size.
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Eligibility Quiz Information
You can run a report to view responses from all eligibility quizzes, or only those quizzes for
specific application forms.

Fixed Criteria

e Date Range
e Application forms to report on

@ 3T N ’ 1/ | &) [Main Report =] =+ [ # [100% =]

Eligibility Quiz Information
Thursday, July 7, 2011

Quiz Summary for Selected Forms

Status Response Count Percent
Pasoed 2 100%
Total 2

Quiz Details for Eligibilty Quiz / 35005

Status Response Count Percent %
Geographical Area Served?

Central (cormect) 100%
Is your erganization 503(c) certified?

Yes (comect) 2 100%

What types of programs do you support?

Cvic and Community (cornect) 2 100%

Are you seeking annual funding er an individual request?
Individual Request (conect) 2 100%

In Progress Applications
These reports include all of the following types of applications:

e Any application started but unfinished by online applicants
e Applications specifically saved by the user (by clicking the Save & Finish Later button)
o Applications left unfinished by users who simply left your site without saving

NOTE: In certain cases, these unfinished applications are saved by the system for a certain
length of time before being purged.
Fixed Criteria

e Date Range
e Application forms to report on
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o Detailed
e Summary
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@AM 1/1 l gJIMamReport:l 2 I mlloﬂ%:’
In Progress Applications Detailed
Thursday, July 7, 2011
Form’Stago Organization [Tax D] E-mail Addiess Project Title Created Last AppID Attach  Attach
Updated #  Size
Northeast Apph Computers for Kids [9793829)  jsanguancheuf¥mucroedg NYC Swnmer Coraputer Carap 2011 /502011 7162011 20004 0 0K
[35006] e.com
Sirghe Stage
fidra 1 0 0K
35006
Southesst Applicstion  South Do j he
pplication [&WM;]WM s jpungu unucrcedg Thanksgiving Project 2011 TER011 TER011 20018 0 0K
Sirgle Stege
it 1 ] 0K
Grand Total 2 [ 0K
@STE N N a1 l £] [Main Report »| % | i [100% |
In Progress Applications Summary
Thursday, July 7, 2011
Form Stage n Progiess Applications # of Attachments Total Size of Attachments
Northeast Apphication [35006) Sungle Stage 1 0 0K
Southesst Application [35008] Singe Stage 1 0 ok
Grand Total 2 0 or
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In Progress Requirements

These reports include requirements that have been accessed by the applicant but have not been
submitted.

Fixed Criteria

e Date Range

e Application forms to report on
Variations

e Detailed
e Summary

@AM N 1/1 | ﬁIMalnRepon:I ? I ﬂ[lﬂo%:]

In Progress Requirements Detailed
Thursday, July 7, 2011

Form Organization [Tax ID] E-mail Addiess Request Project Title Created Last  Requitement Aftach  Attach
D Updated D # Size
ngmkwﬂ No crganization specified  jsangsanchenddmicro 2 Fall 2011 Dissster Relief Fund /72011 72011 34 0K
(35012 edge com
Total for
Form 1 K
35012
Project Plars i heu@micro ) 707! 7
[35601“1 No orgarization specified m uid; 10 FallNYC 2011 Drive 2011 2011 3 0K
No orgazazation specified mh@mm £ Fall 2011 Disaster Relief Fund IR0 12011 41 0K
Total for
Form 2 0K
35011
Site Visit [35010)  No organdzation specified wwcmemm 9 Fall 2011 Southeast Drive 772011 7011 3 (114
ocom
No crgandzation specified f:;e::hw@mm 13 Augsst 2011 NYC Fund 7702011 R011 @ 0K
Total for
. 2 0K
35010
Grand Total 5 0K
@A £ [MainReport =] 4 [ i [To0% =]

In Progress Requirements Summary
Thursday, July 7, 2011

Form I Progress Requil ements # of Total Size of

Progress Report [35012) 1 0K

Project Plans [35011) 2 oK

Sate Vasat [35010) 2 0K
Gt and Total 5 ok
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Ovutstanding Requirements

These reports include requirements that have not been accessed or submitted by the applicant.

Fixed Criteria

e Date Range
e Application forms to report on

Variations

e Detailed
e Summary

QOutstanding Requirements Detailed

Tuestsy, June OF, 2011

orm rganization [Tax mail 58 equest ect Title Created Reguirement Attach tach
(=} (=] ¥ Size
Required Computers for Kids 1rnpaanchesSimicroed 715 Maryland Summer 2011 Drive amzon 1590 1] (14
Project Detals gecom
Ferm [35010]
Computers for Kids Jsanpauncheadimicroed T4 Mew Jervey Summer 2011 Dawe Az LLE K] [} oK
e com
Total fex F 1] ok
Form 35010
Site Vit Computers for Kads pmpaemches@microed 715 Maryland Sumimer 2011 Dave &z 3589 0 oK
[35012) o= com
Computers for Kids JsmpancheuiBmicroed TI4  Mew Jersey Sumemer 2011 Dave anizon 39 0 (14
ge com
Tuotal fax H o [1H
Form M0l
Cromd 4 o [1H
Total

Outstanding Requirements Summary

Tuesday, June 07, 2011

Form Outstanding ﬁngglrtmlm # of Attachments Total Size of Attachments
Regquired Project Detasls Form [35010) 2 o 0K
Suite Vimit [ 35012) 2 0 oK
Grand Total 4 0 [T
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Submitted Applications

These reports include applications that have been completed and submitted by the applicant.
Fixed Criteria

e Date Range

e Application forms to report on
Variations

e Detailed
e Summary

o~ j?ﬂ « 4 » » 1/1 ] ileamRepon_:l * I MIXOO%:]

Submitted Applications Detailed

Thursday, July 7, 2041

FormStage Organization [Tax ID] E-mail Addiess Project Title Susg‘u AppID  Attach An;cn
e ze
Mid-Atlantic : ] August MA 2011 7i62011 20009 0 (il'e
Npbubapsoon  Compuen frkide 3] Fgrieigmimedy " o
Sivghe Stag
Computers for Kids [9793529) jsangaancheufmucroedge © Fall 2011 Southeast Drive 76011 20016 0 0K
om S4dpm
Total for
Form. 2 0 0K
35007
Northeast Applicahio®  copters for Kids 9793829 JsanguancheuBmicroedgy ¢ August 2011 NYC Fusd 7962011 20006 0 0K
[35006] e 315 pm
Single Stage
West 54th Community Center jsangoancheuddmicroedge ¢ Fall NYC 2011 Drive 760011 20014 0 [il'e
[13245678) om 520 pr
Total for
ik 2 (] 0K
Southesst Applicstion  coyytars for Kids 9793829 Jsanguancheumicroedge ¢ Augsst SE 2011 Fund 7462011 20011 0 0K
[35008] o 524 pm
Surgle Stage
Central Fiorida Relief [9797329] J;:s\mh'@mmdae ¢ Fall 2011 Disaster Relief Fund 762011 20017 0 0K
349 pm
Total for
oo 2 0 0K
35008
Grand Total 6 0 K
U= DL T o | £ [Main Report #] 2 | i# [T00% =]

Submitted Applications Summary

Thursday, July 7, 2011

Form Stage Submitted Applications # of Attachments Total Size of Attachmenms
Mud-Atlantic Application [35007] Sirgle Stage 2 0 0K
Northeast Application [35006] Single Stage 2 0 0K
Southesst Application [35008) Single Stage 2 0 0K

Gtand Total 6 0 0K
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These reports include requirements that have been filled out and submitted by the applicant.

Fixed Criteria

e Date Range
e Application forms to report on

Variations

e Detailed
e Summary

1/1 I R | [Mann Repor‘tzl

@SN

Submitted Requirements Detailed
Thursday, July 7, 2011

| i [100% =]

Form Osganization [Tax ID] E.mail Addiess

Raqug Project Title

Submit  Requiement Attach  Attach
Date D 8

Size

ggmfm Central Flonda Rebief Jsc;-;_gmh@mivmﬁa § Fall 2011 Disaster Relief Fund 001 a 1 ®
503 pm
Total for 1 1 1K
Form
35011
Site Visit [35010] Computers for Kids J:ﬁnmh"@mwm@ 9 Fali 2011 Southeast Drnve 7472011 33 0 0K
300 pm
Computers for Kids J:;:f‘mmmw 13 August 2011 NYC Furd 102011 20 0 0K
503 pm
Total for 2 [ 0K
Form
35010
Grand Total 3 1 1K
U= b DL T2 o | £ [Main Report 7] 2 | i# [T00% =]
Submitted Requirements Summary
Thursday, July 7, 2011
Form Submitted Requirements # of Attachments Total Size of Attachments
Project Plazs [35011) 1 1 1%
Site Visit [35010] 2 0 0k

Giand Total
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About Contact Reports
This chapter describes the standard Contact reports included with GIFTS Online.

Contact Labels 5160

Mailing Labels addressed to the contact at their Primary Organization formatted for Avery #5160
labels.

Variations
A version of this report groups by Zip Code.

Mr. Tom Alexander
294 Chestnut Street
Wayne, NJ 07470

Dr. Torn Alexander
Model Foundation

612 N. Eyeland Avenue
New York NY 10024

Ms. C arol Albright
Teen Aid Center

534 Broadway

New York NY 10016

Mr. David Anderson Ms. Rose Anderson Ms. Kim Andrews
California Children's Theatre Model F oundation 612 N. Eyeland Avenue
2234 South 5t. 612 N. Eyeland Avenue New York NY 10019
Suite 913 New York, NY 10024

San Francisco, CA 98078

Ms. Virgnia Appleton Ms. Janet Anstin Mr. Raymond C. Austin
Cormputers for Kids East Side Learning Center Cornputers for Kids
111 E 57th Street 14 East 83rd Street 111 E 57th Street

Suite 200 Suite 10 Suite 200

New York NY 10021 New York NY 10024 New York NY 10021

Contact Labels 5162

Mailing Labels addressed to the contact at their Primary Organization formatted for Avery #5162
labels.

Variations
A version of this report groups by Zip Code.

Mr. Torn Alexander
294 Chestrut Street
Wayne, NJ 07470

Ms. Carol Albright
Teen Aid Center

534 Broadway

New York NY 10016

Dr. Torn Alexander Mr. David Anderson

Model Foundation Califomia Children's Theatre
612 N. Eyeland Avenue 2234 South St
New York NY 10024 Suite 913

Ms. Rose Anderson
Model Foundation

612 N. Eyeland Avenue
New York NY 10024

San Francisco, C A 98078

Ms. Kim Andrews
612 N. Eyeland Avenue
New York, NY 10019
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Contact Phone Book Report

A simple listing of Contacts by last name, with telephone, fax and e-mail information for each

Contact.

Contact Phone Book Report
Mailing List is 'Newsletter’, 'Holiday Cards' or ‘Annual Reports'
412000

Primary Primary Primary
Contact Name Organization Telephone Fax Email Address
Albnght, Carol Teen Aud Center (212) 555-4050  (212) 555-4000  albnghtcarol@teenardeenter
AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA s TRy
Anderson, David Califormia Children's
Theatre
ppleton, Virginia Computers for Kids
Austin, Janet East Side Leaming Center
Brennan, Elaine East Side Leaming Center
Clayton, John The Children's Fund

Heilman, Anthony

Arlington School of

Henderson, Sarah

Abuse Prevention and

Rehabilitation Fund
Moore David Lower WestSide Child  (212)304.9885  (212) 3049888 moored@lwscccong
Care Center
Neff Margaret | BrooklynBaller  (212)SSS-3874  (212) 5553457 neftm@bklynballetorg
Reynolds, Michael Hiller Stte University  617-335-1432  mreynolds@hillerstate edu _
Roberts, Charles The Children's Fund (2024325000 (202) 432-5010 _robentso@icforg
Whte Ronald Hiller Sate University  (617)5553847 rwhite@hillerstate odu
GandTotal
(14 items)
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Contacts - Alpha List

An alphabetical list of Contacts by name, including full address information.

Contacts - Alpha List

Mailing List is 'Annual Reports'

4300

Contact Name
Primary Organization and Office Addres: Telephone(s) Notes

Albright, Carol
Teen Asd Center Office: (212) $55-4050 Carel works MW, F only
534 Broadway Fax: (212

New York, NY 10016

Appleton, Virginia
Computers for Kids Office: (212) 522-4000
111 E $7th Street Fax: (212) 522-3945
Suite 200

New York, NY 10021

Brennan, Elaine

East Side Learning Center Office
14 East 83rd Street Fax
Suite 10

New York, NY 10024

Clayton, John
The Chaldren's Fund Office: (202) 432.5000
3400 Wisconsin Ave. N. W Fax: (202) 432-5010

Washington, DC 20016

Laden, Elizabeth
Abuse Prevention and Rehabilitation Fupnd  Office: (202) §55-2343 Ms. Laden has a heaning
impaimment which makes it
difficult to communicate via
Telephone. USE E-MAIL for
Best results
440 Third Street Fax: (202) 555-2300

Waghington, DC 20001

Neff, Margaret
Broaklyn Ballet Office: (212) 555-3874
14 West 108th Street Fax: (212) 555-3457

New York, NY 10012

Reynolds, Michael
Hiller State University Office: 617-335-
785 42nd Street Fax: 617.355.099%
2nd Floor

Boston, MA 14325

Roberts, Charles
The Chaldren's Fund Office: (202)432-5000 x 5452
3400 Wisconsin Ave. N. W Fax: (202)432-5010

Washington, DC 20016
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Duplicate Contacts

A report that shows Contacts with the same last name, to help identify duplicates for data

cleanup

Variations:

e by Last Name
e by Zip Code

Fixed Criteria:

Contacts with the same last name.

Duplicate Contacts (by Last Name)

| United Foderation Inc
| United Federason Inc

Pnmary Contact  Declinad
Primary Contact  Appeoved

4300
Contact Contact Telephone Number
Full Name Primary Address Fax Number Contact ID
SMITH
Smith, Mr, Doug 1004 Third Ave (212) 555-0776 14
New York, NY 10023 (212) 5553739
| Affiliations. Robe Dasposion Date Granted Project Title (Truncated)
| United Federation Inc Prmary Contact
| United Federaton Inc. Employes
| Urised Federaton Inc Prisary Contact  Agpeoved 32096 $25,500.00 The Support foe Anti-drug Meda Campa
| Urated Foderation Inc Primary Contact Approved 3706 $1,20000 The Armmal Benefit

S::9 97 $0.00 The answal support for the organization
6098 $25,00000  CGeneral Operating Suppont

| United Federason In Prmary Contact  Appeoved 10799 $25.00000 The "Food for Thought™ Program
| United Federation Inc Pnmary Contact  Appeoved 12799 $10,000.00 Parks and Rec of Rockland Coonty
| United Federason Inc. Primary Contact  Pendng 120100 $0.00 Millemum Project
Smith, Mr. Johnathan J. SO0 East 5Tth Street (212) 555.3872 12
New York, NY 10018 (212) 555-3849
| Affiliations: Rote Dasposation Date Granted Project Title (Truncated)
| Shea Dance Compary Primary Contact
| Shea Dance Comparny Employes
| Shea Dance Compuny Matchesg Gifts C
| Shea Dance Compary Prmary Contact  Approved 3796 $2,40000 The Sporsorshup for *Gala 96- | 4th Anm
E Shea Dance Comparry Primary Contact - Apperoved 12897 $4,500.00 The 1997 *Dance Dymasty” program
| Shea Dance Comparny Primary Contact  Approved an9g $5,00000 The 1998 "Dance Fever”™ program
| Shea Dance Comparny Primary Contact  Agpeoved 33198 $5,900.00 1st Quarter Masching Gafts, 1998
Shea Dance Compery Primary Contact  Approved 799 $5,250.00 The 1999 Anmal Bangoct
| Shea Dance Compuny Pnmary Contact  Agpeoved 122199 $7.00000 3rd Quater MG - 1999
| Shea Dance Comparny Prsnary Comtact  Agproved 4300 $5,25000 The 2000 Annual Bamgast
| Shea Dance Compamny Primary Contact  Pending 21400 $000 Tots on Stage
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About Organization Reports

This chapter describes the standard Organization reports included with GIFTS Online.

Alpha List of Grantee Organizations

An alphabetical listing of Organizations that are associated with grants (Approved Requests).
The report includes the total amount granted by the Organization and the grant year span.

Fixed Criteria:

Organizations that have Approved Requests.

Alpha List of Grantee Organizations

3/22/00

Grant Year  Number Total Tax Status

Organization Name Span of Grants Amount Type
Adventure Club of Mankattan 1996 - 1999 5 $42,100.00 5c(3)

New York, NY Community
American Foundation for Chilldren 1996 - 1999 It $£269,325.00 S01c(3)

New York, NY Community
Artington School of Dentistry 1946 .« 1999 1h $231,220.00

Laws Angeles, CA Fducation
e Children’s Fund 1996 < 1999 16 $171,650.00 S01c(3)

Washington, DC Health & Weltare
Kids With AIDS Research Center 1996 - 1999 5 $263,600.00 SDIc(d)

New York, NY Health & Welfare
Lower West Side Child Care Center 1996 - 1999 | $119.500.00 301c(3)

New York, NY Health & Wellare
National Institute for Yechnical 1996 - 1999 ~ | $246,300.00 SO1c(3)
Learning Coalition

New York, NY Education
Ryun School of Medicine 19496 - 1999 I SAR0,600.00 SO1c3)

Los Angeles, CA Education
Shea Dance Company 1996 - 1999 8 $32,550.00 S01c(3)

New York, NY Arts & Culture
Teen Aid Center 1946 - 1999 9 SHIT100.00 Sl

New York, NY Health & Weltare
United Federation Inc. 1996 - 1999 5 S86,700.00 0Icid)

New York, NY Community
University of America 1996 « 1999 9 $139.050.00 S09a(1)

Los Angeles, CA Education
West Side Center 1996 - 1999 4 $41.975.00 301c(3)

New York, NY Community

Grand Total 5224217000
(13 items)
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Alpha List of Organizations

An alphabetical listing of Organizations that are associated with Requests of any Disposition. The
report includes the total amount granted by the Organization and the grant year span.

Alpha List of Organizations

3/22/00
Request Year Number Total Tax Status

Organization Name Span of Requests Granted Type
Adventure Club of Manhattan 1996 - 1999 6 $42,100.00 501c(3)

New York, NY Community
American Foundation for Children 1996 - 2000 21 $321.825.00 S01(3)

New York, NY Community
Arlington School of Dentistry 1996 - 2000 19 $235,340.00

Los Angeles. CA Educution
The Children's Fund 19496 - 2xX) 21 $197.900.00 SO1¢(3)

Washington, DC Health & Welfare
Kids With AIDS Research Center 1996 - 1999 7 $263,600.00 501c(3)

New York, NY Health & Wellare
Lower West Side Child Care Center 1996 - 1999 5 $119.500.00 SDIc(3)

New York. NY Health & Welfare
National Institute for Technical 1996 - 1999 [ $246,800.00 SO1c(d)
Learning Coalition

New York. NY Education
Ryan School of Medicine 1996 - XXX} 14 $635,100.00 301e(d)

Lon Angeles, CA Education
Shea Dance Company 1996 - 2000 10 $37.800.00 ()

New York, NY Ans & Culture
Teen Aid Center 1996 - 1999 10 S1I7.100.00 S01c(3)

New York, NY Health & Wellare
United Federation Inc. 1996 - 2000 7 $86,700.00 Se(3)

New York, NY Commumity
University of America 1996 - 1999 10 $139,050.00 9a(1)

Los Angeles, CA Education
West Side Center 1996 - 1999 6 $41.975.00 301c(3)

New York, NY Community

Grand Total  S2.484,790.00
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Duplicate Organizations (by Name)

This diagnostic report identifies Organizations with the exact same name, and should be run
without any selection criteria so that all duplicates will be listed.

Duplicate Organizations (by Name)

4/3/00
Telephone Number
Legal Name Primary Address Fax Number Organization ID
Fast Stde Leaming Center 14 East 83rd Street 23
Suite 10
New York, NY
Requests Disposition Date Cranted  Project Title (Truncated)
§ Approved Ll $2.50000  The Support for the "Fall Formal Gala®
East Side Leaming Center 14 East 83rd Street (212) 555-3444 L}
Suite 10
New York, NY 10024
Reyuests Disposition Date Cranted  Project Title (Truncated)
a7 Approved ARG S2,000400  Dosanon of used computens
54 Approved 1227196 SE20.0000  The School to Wook Transition Progrum
1y Dechned V197 S04 The spossorship for the "Fall Formal” event
101 Approved 12597 S10.00000  The support for generl operating expense:
149 Diechined 111998 SO0 The suppent of the “Fall Festival” Celeheation
199 Dechined VRIS $04x)  Support for Janet's S0th birnthday celebration
AN Dechined B8 SO0 Towurd Easly Childhood Developmest Program
152 Approved V998 SIS.000400  support for geoeral operating expenses
243 Approved 2999 54,00000  Used Compaters
303 Pending A0 SI5.75040  Suppoet for genem opemting expenses
278 Peading 2100 SO0 New Books, New Honzons
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Organization Labels 5160

This report prints mailing labels for Avery’s #5160 label template to the Primary Contact of each
Organization at the Organization’s mailing address. Two versions of this report are available: one
sorts the labels by the author’s last name and the other by the Organization’s postal code.

Mr. Ronald Y oungg Mr. Lawrence Johnson Mr. David Moore
Kids With AIDS Research Center Longwood State University Lower West Side Child C are Center
345 1st Avenue 1204 Avenue of the Americas 118 West 18th Street
New YVork, NY 10016 Suite 300 New York, NY 10014
New York, NY 10019
Ms. Sarah Florentine Ms. Joanne C ollins Mr. Oscar B. Syrius
Model Foundation The National Children's Project National Institute for Technical Leaming,
612 N. Eyeland Averme 629 West 58th Street 612 N. Eyeland Avenue
New York, NY 10024 New York, NY 10019 Suite 1009

New York, NY 10019

Organization Labels 5162

This report prints mailing labels for Avery’s #5162 label template to the Primary Contact of each
Organization at the Organization’s mailing address.Two versions of this report are available: one
sorts the labels by the author’s last name and the other by the Organization’s postal code.

Mr. Oscar B. Syrius Mr. Jack K. Ryan

National Institute for Technical Learning Coalition Ryan School of Medicine

612 N. Eyeland Avenue 142 Pennington Ave.

Suite 1009 Olin Hall

New York NY 10019 Los Angeles, CA 34253

Mr. Johnathan J. Smith Ms. Shawna Dawn

SheaDance Cormpany Sunflower House for Youth in Distress
400 East 57th Street 34 Palretto Drive

New York, NY 10018 San Francisco, CA98073
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Organization Profile Report

The Organization Profile (with Graph) report generates a summary sheet for each Organization
that includes the Organization’s address, background and both detailed and summary
information about its funding history

Variations:

e with Graph

Organization Profile (with Graph)

3/22/00

Sunflower House for Youth in Distress

ADDRESS CONTACT
Sunflower House for Youth in Distress Shawna Dawn, Executive Director
M Palmetio Deive (0S50 767.3450

San Francisco, CA 98073

BACKGROUND

Fhe Sunflower House is a social service agency which has served the Bay anea for over S veuss, The center
started s a food pantry and soup kitchen but has since devoted more of its resources towards the support and
rehabilitation of our homeless children

The center provides shelter, food and education to teenagers und youths who have made the street their home,
Fheir goal ts to re-unite the youths with family members whenever the situation permits i,

Organization Type: Health & Welfare/ Agency

Disposition Date Requested Paidto Date’ Fund
Granted

and Disposition Balance
H998 $55,000.00 $55,000.00  Foundation
Approved S0.00

Creneral Opverating Supporf

H8N9 $56,100.00 $56,100.00  Foundation
Approved S0.00
General Operating Support

V2999 $45,000.00 SO4X)  Foundation
Declined S0.00
To Support the Buldout for @ New Gymnaxium

Sunflower House for Youth in Distress Summary

span: l""K s |")" Tursting Isamey
ww Amase

e
Total Amount: $ 11110000
Total Grants: 2
Amount Declined:  § 45.000.00
Total Declined: !

anw e s
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Simple Organization Listing
A list of all Organizations in GIFTS Online. This report includes the Organization Name, Primary
Contact, address, and tax status information. No Request information is included.

Simple Organization Listing

4/6/00

Organization Name Tax Status
Primary Contact Address Organization Type

Adventure Club of Manhattan RO West 103th Street S01e(3)

M. Adrienne Viton

Brooklyn Ballet
Ms. Masgaret Neff

Computers for Kids
Ms. Virginia Appleton
East Side Learning Center
Ms. Janet Austin

Kids With AIDS Research Center
Mr. Ronald Younge

Longwood State University
Mr. Lawrence Johnson

Lower West Side Child Care Center
Mr. David Moore

Meaxdel Foundation
Ms. Sarah Florentine

The National Children's Project
M. Joanne Collins

National Institute for Technical
Learning Coalition
Mr. Oscur B, Syrios

Shea Dance Company
Mr Johnathan 1, Smith

Teen Aid Center
Mr. George Notingham

United Federation Inc.
Mr. Doug Smith

West Side Center
Ms. Kothleen Crispen

Grand Total
(14 itams)

New York, NY 1002]

144 West 108th Street
New York, NY 10012

111 E S7th Street
Suite 200
New York, NY 10021

14 Last 83nd Street
Suite 10
New York, NY 10024

148 1t Avenue
New York, NY 10016

1204 Avenue of the Amernicas
Suite 300
New Yaork, NY 10019

|18 West | Bth Street
New York, NY 10014

612 N, Eyeland Avenue
New York, NY 10024

H29 West S58th Street
New Yaork, NY 10019

H12 N, Eycland Avenue
Suite 1009
New York, NY 10019

400 East 37th Streat
New York, NY 10018

534 Hroadway
New York, NY 10016

1004 Third Ave
New York, NY 10023

|| West End Ave
New York, NY 10011

Civic & Community

S01el3)
Arts & Culture

S01e(3)
Civie & Community
S01e(3)
Civie & Conmmunity

SO1e(3)
Health & Human Services

SO%a )
Education

S0le(3)
Health & Human Services

SOleid)
Civie & Community

501¢t3)
Fducation

501¢(3)
Arts & Culture

301e(3)
Health & Human Services

501e(3)
Civic & Community

301e(3)
Civie & Community
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Top 20 Organizations by Total Grant Amount

A list of Organizations in GIFTS Online with the 20 highest cumulative Grant Amounts. As with all
reports, keep in mind that your search criteria also determine which Organizations—and which
grants—are included in the report.

Top 20 Organizations by Total Grant Amount

4/6/00

Total Amount Organization Name Grant Year Number Most Recent Most Recent

Awarded City, State Span of Grants Award Date Award Amount

§ 1,100.900,00 Ryan Schaal of Medicine 1996 - 2000 13 414000 $900.00
Los Angeles, CA

$ 692,450.00 The National Children's Project 1996 - 2000 7 3500 S2R.S560.00
New Yok, NY

§ 663,500.00 Hiller State University 1996 < 2000 1% 4/4m0 $200.00
Hoston, MA

$611,100.00 Sunflower House for Youth in Distress 1996 - 1999 3 W8/99 $56, 100,00
San Fruncisco, CA

$ 498 600,00 Kids With AIDS Research Center 1996 - 1999 5 122199 $3,000.00
New York, NY

$ 481,220.00 Arlington School of Dentistry 1996 - 2000 17 31500 S50,000.00
Los Angeles, CA

$ 421,800.00 National Institute for Technical 19496 - 1999 s 1272199 S50.000,00

Learning Coalition

New Yook, NY

§ 392,100.00 Abuse Prevention and Rehabilitation 1996 - 2000 I 1500 S66.300.00

Fund

Washington, DC

§ IR6,625.00 American Foundation for Children 1996 - 2000 19 404000 S$2.000,00
New Yok, NY

§ 228,100.00 The Children’s Fund 1996 - 2000 1% 2/17/00 $26.250.00
Washington, DC

$ 142,200.00 Brooklyn Ballet 1996 - 2000 24 /400 SR00.00
New Yook, NY

§ 168.450.00 Longwood State University 1996 - 1999 10 63N99 $47.250.00
New York, NY

§151,000.00 East Side Learning Center 1996 - 1990 s 329/949 S4.000,00
New York, NY

§ 139,050.00 University of America 1996 - 1999 9 1207199 S1O0.000.00
Los Angeles. CA

$ 138, 300.00 Computers for Kids 1996 - 2000 14 /400 S100.00
New York, NY

1
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Top 20 Organizations by Total Number of Grants

A list of Organizations in GIFTS Online with the 20 highest number of Approved Requests. As
with all reports, keep in mind that your selection criteria also determine which Organizations—
and which grants—are included in the report.

e T oM 1/2 59 | Main R.epc-r‘t|z| i 100%E|

Top 20 Organizations by Number of Grants

10/15/2012

Number Organization Name Total Amount Grant Year Most Recent Most Recent

of Grants City, State Awarded Span Award Date Award Amount

38 ghdhdfhBrooks Ballet Test 5468 388.00 1996 - 2012 1372012 $1,500.00
New York, NT

48 American Foundation for Children $1.114.110.00 1996 - 2007 6/28/2007 §200.00
New York, NT

38 Girl Scouts of America $201.255.00 1996 - 2008 X26/2008 $2.,500.00
Youngstown, CA

35 Hiller State University $860,950.00 1996 - 2006 2/18/2006 $10,000.00
Boston, MA

3 Shea Dance Company $151,710.00 1996 - 2008 6/30/2008 $25,000.00
New York, N

30 The Children's Fund §023.250.00 1996 - 2006 3/16/2006 $100, 00000
Washingten, DC

29 University of America $0135,800.00 1996 - 2007 3/3172007 $3.400.00
Los Angeles, CA

28 Ryan School of Medicine $867.201.00 1996 - 2007 3/3172007 $1.800.00
Bronx, CA

26 Computers for Kids $212 400.00 1996 - 2006 6/13/2006 4,000 00
New York, NT

24 Arlington School of Dentistry $460_540.00 1996 - 2007 32007 $150, 00000
Los Angeles, CA

23 Teen Aid Center $222 250.00 1996 - 2011 96/2011 $1,000.00
MNewark, NJ

22 East Side Learning Center $331,730.00 1996 - 2007 121772007 §3,000.00
MNew York, NT

18 California Children's Theatre $172,018.00 1996 - 2004 2772004 $3,000.00
San Francisco, CA

16 Longwood State University $227.204.00 1996 - 2003 6/30/2003 §034.00
New York, N

15 Sunflower House for Youth in Distress $1.022.730.00 1996 - 2008 6/30/2008 $100,000.00
San Francisco, CA

13 United Federation Inc. $1.274 500.00 1996 - 2007 12572007 $1.200.00

New York, NT
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About Payment / Financial Reports

This chapter describes the standard Payments and Financial reports included with GIFTS Online.

Cash Flow Analysis

A listing of Payments due for each Request that has Payments due, including the Organization
name, total amount granted, and the remaining balance at the end of six months.

Variations:
e by Program Area

Fixed Criteria:
Payments for Requests that have any outstanding Payments.

Cash Flow Analysis

1672012

Payee Organization Sched. Before Due Due Due Due Due Due Sched. after
Project Title, Grant Amount January Januasry February March April May June June
Abuse Prevention and §175.000.00 $0.00 $0.00 $4.00 $0.00 $a.00 S0,00 $0.00

Rehahilitation Fumd
Childron Refige from Abisive
Homes

$350,000.00

Abuse Prevention and $10,000.00 $0.00 $0.00 $0.00 S.00 §0.00 $0.00 $0.00
Rehabilitation Fund
Truining Progsam for Socil
Warkers
$20,000,00

Children International $3R5,000.00 $0.00 $0,00 $4.00 $0.00 $0.00 $0.00 S0.00
Housimg Program for lmpoverishod
Familics
$770,000.00

Childeen Intesnational $10,000.00 $0.00 S0.00 $0.00 $0.00 $0.00 S0.00 S0.0¢0
Adipt- 4-Drewm progesm suppart

$10,000.00

Fast Side Learning Center 500000 S0.00 $0,00 $0,00 S0.00 $0.00 $0,00 S0.00
Dvnation of 10 Used Compneters

£5,000.00

Funducion Brasil de Nifios §99.49 $0.00 S0.00 $0.00 $0.00 $0.00 $0.00 $0.00
test
it
time
this is @ ling project title

$909.449

Girl Scouts of America $2.500.00 S0.00 S0.00 $0.00 $0.00 $0.00 $0.00 S0.00
Danation of Used Computers

$2.500400
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Check Request Report by Fund

A list of Scheduled Payments, including the legal name and address of the payee Organization,
for the purpose of providing information for cutting checks. Grouped by Payment Fund. If no
legal name is on file for the payee, its Organization Name is shown.

Fixed Criteria:

Payments with a Status of Scheduled.

Check Requests Report - By Fund

Schedule Date is this month

41760

Check Payable to Request 1D Grant Payment  Schedule Payment
Comments Ref No. Amount Number Date Amount

Corporation

Brooklyn Ballet M $5,250.00 | 4500 $5,250.00

14 West 108th Street
New York, NY 10012

California Children's Theatre 306 £10,609.00 | V1400 $10,609.00
2234 South St
Suite 913
San Francisco, CA 98078

Total Corporation $15,859.00
{2 items)
Foundation
Ahuse Prevention and Rehabilitation Fund e $66,300.00 | 414000 $22,1006.00
440 Third Street
Washington, DC 20001
Arlington School of Dentistry 275 $50,000.00 | 41200 $12,5006.00
122 South Ave
Arlington Hall
Los Angeles, CA 34253
National Institute for Technical Learning Coalition 294 £50.000.00 | 45000 $20,000.00
612 N. Eyeland Avenue
Suite 1009
New York, NY 10019
Total Foundation $54,600.00

(3 terns)
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Contingent Payments

A listing of Payments with a Status of Contingent, grouped by the Staff person assigned to the
contingency or the contingency date. The type of contingency, due date, and notes are included.

Variations:

e by Date
e by Staff

Fixed Criteria:
Payments with a Status of Contingent.

Contingent Payments - by Staff

4/3/00
Requirement Information
Payee Organization hedul Pay Sch. Date Type
Project Title Date Amount Notes
Colette Rogers
Computers for Kids 1m0 $12,500.00 170 Progress Repont
For the Purchuse of Graphics Software and
Scunner Equipment
National Institute for echnical Learning Conlition /500 $20000.00 4500 Challenge
Y2K Eduwcational Qutreach NITLC iy required to Raise $250,006) in order for payments 1o be
released
Total Colstte Rogers $32,500.00
(2 itemna)
Kelly Goldber:
Ryun School of Medicine SHono $50,000.00 SH900 Progress Repont
Charles S. Godin Scholarship program Progress eeport must include student GPA. Any Student with a
GPA under 2.5 must be semt probation letter
Total Kelly Goldberg $50,000.00
(1 item)
Lee Williamson
Artington School of Dentistry 6700 $25,000.00 670 Progress Report
The Support for the Restoration of the School of
Dentistry Library
Total Lee Williamson £25,000.00
(1 item)

Grand Total $107,500.00
(4 itemns)
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Current Year Paid and Future Commitments

Comprehensive report including the Organization’s legal name, the total amount paid on the
grant to date, future commitments by year for the next three years, and the remaining balance.
If no legal name is on file for an Organization, it’s Organization Name is shown.

Variations:
e by Program Area
Fixed Criteria:

Approved Requests with a balance or a Payment Paid within the current Fiscal Year.

Current Year Paid and Future Commitments

51500

Organization

Grant Total and Term (in Months) Grant Paid Paid Scheduled Pay F g
Request ID/Ref. Num, Total Prior Years YTD 2000 2001 2002 Balance
1999

Arlington School of Dentistry $50.000.00 €25,000,00 S0.00 £25.000.00 000 S0.00 S0.00

Los Angeles, CA

Awarded $30.000 over 24 me

The Support for the Restorasion of the School
of Dentistry Library

3

Total 1993 §50.000.00 $25.000.00 $0.00 $25,000.00 S0.00 S0.00 S0.00
(1 itlem)
2000
American Foundation for Children $52.500.00 S0.00 $25,000,00 $27,500.00 S0.00 S0.00 .00
New York, NY

Awiarded $52.500 over 12 months
Endovwnment Campizign
300

Arlington School of Dentistry $50.000.00 $0.00 $0.00 $12,500.00 $12.500.00 $12.500.00 $12.500.00
Los Angeles, CA
Awarded $51000 over 12 months
Funding for new instrumenis

275
Total 2000 $102,500.00 $0,00 £25,000,00 $40,000.00 $12,500.00 $12.500.00 $12,500,00

(2 itoms)
Grand Total $152.500.00 $25.000.00 £25,000,00 $65,000.00 $12,500.00 $12.500,00 $12.500,00

(3 items)
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Deferred Payments

A listing of Payments with a Status of Hold, including the payee Organization, Grant Amount,
Request ID and/or Reference Number, Payment Amount, and any notes for the Payment.

Fixed Criteria:
Payments with a Status of Hold.

Deferred Payments

4/1/00
Due Grant Request 1D Payment
Date Payee Organization Amount Rel. No. Amount Notes
27300 Ryan School of Medicine $154,50000 307 $54.500,00  Payment on hold duc to recent change in personnel
V3K Brooklyn Ballet §5.250.00 301 $5.250.00  Payment on hold to prevent movement to AP
Mexdule, Await Approval from Mr. Humphrics
A1400 Abuse Prevention and $60300.00 308 $22,100,00  Per Colette
Rehabilitation Fund
S50 National Institute for Fechnical $50,000.00 294 $30,000.00  Payment s on Hold untl NITLC meets Challenge

Learning Coalition

Grand Total $111,850.00

{4 itorns)
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Five Year Payment History Report
A summary report per Organization, showing the total amount paid to that Organization in each
of the last five years, including the current year.

Variations:
e by Program Area
Fixed Criteria:

Payments with a Status of Paid, Refund, or Void.

Five Year Payment History Report

4/3/00
Paid Paid Paid Paid Paid
Payee Organization 1996 1997 1998 1999 2000
Arlington School of Dentistry S45.200.00 $86,200.00 $41,100.00 $33,120.00 £0.00
Brooklyn Ballet $18.000.00 $113,900.00 $13,500.00 $39,250.00 $1,000.00
California Children's Theatre S$12.500.00 $10,000.00 £93.300.00 $4.500.00 £0.00
Hiller State University $34.300,00 $35,800.00 $36,000.00 $37,100.00 S500,000.000
Longwood State University $28.700.00 $32,006).00 $49.500.00 $11,000.00 $0.00
National Institute for Technical Learning S15,000.00 £56, 800,00 $62.500.00 $62,500.00 $0.00
Coalition
Ryan School of Medicine $35.500.00 $125,000.00 $158,200.00 $160.500.00 $1.400.00
Shen Dance Company $2.400,00 $7.000.00 $10,900.00 $12.250.00 $5,250.00
University of America $13.000,00 $10,900 .00 $3,000.00 $10,150.00 S100,000 .00
Grand Total $205, 700,00 $477,600.00 $470,300.00 $390,370.00 $607,650.00
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Grant Amendment Report

Provides detailed information on all of the amendments for each grant, and includes both the
Original Grant Amount and the Current Grant Amount.

Fixed Criteria:
Grants that have been amended.

Grant Amendment Report

515/00
Organization Name Grant Amount Start Date Done Date Amendment Amendment
Project Title, Request ID Original Current End Date Done User Amount Notes
Abuse Prevention and Relabilitation
Fund
Children's Retreat $10.,000.00 SI2000.00 123199123140
24400 S200000  Gront Amount wos inereased
ADMIN by 2,000 (from 10,000 to
12,000)
Computers for Kidy
For the Purchase of Graphicy $25.000.00 S25,000,00 M1OW9-/1 0600
Sofrware and Scanner Equipment
WIEH $0.00  Grant Stt date changed from
CR 120771999 o $1999". Giramt

End date changed from
12772000 1 94720000

WA $0.00  Grant Start date changed from
CR U999 o "V IW1999. Grst

date changed from

2000 10 371020000

United Federation Inc,
The Support for Anti-drug Media $12.500.00 $25,500.00 W20M6-320M7
Campaign
102146 SI300000  Grisst Amount was increased
ADMIN by $13.000.00 (from
$12.500.00 1o $25,500.00)
The compaign has expanded
nationwide and the project
required additional funding
Approved by Co-Chaimperson,

Grand Total $47,500,00 $62,500.00 S15.000.00
(3 items)
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Grant Commitment Schedule

A summary of Payment information by Request, for those Requests with any outstanding
Payments. Information shown includes the grant amount, the amount paid in the current year
and prior years, Payments scheduled in the next three years, and any remaining balance.

Fixed Criteria:
Requests with an unpaid balance.

Grant Commitments Schedule

4/6/00
Organization Grant Paid Paid Scheduled Payments Remaining
Request ID/Rel. Num. Total Prior Years YTD 2000 2001 2002 Balance
1999
Arlington School of 50,000,060 $25.000.00 S0.00 $25.000.00 $0.00 $0.00 $0.00
Dentistry
237
National Institute for $50,000,00 $0.00 $0.00 $50,000.00 $0.00 $0.00 $0.00
Technical Learning
Coulition
294
Total 1999 $100,000,00 $25,000.00 $0.00 $75.000.00 S0.00 $0.00 $0.00
(2 itams)
2000
American Foundation for $52.500,00 $0.00 $25,000.00 $27,500.00 $0.00 $0.00 $0.00
Children
300
Arlington School of $50.000,00 SO.00 S0.00 $12,500.00 $12.500,00 1250000 $12,500.00
Dentistry
275
The National Children's $28.560,00 $0.00 L0.00 $28,560.00 $0.00 0,00 $0.00
Project
0
Total 2000 $131,060.00 $0.00 $25.000.00 $68.560.00 $12.500,00 $12,500,00 §12,500.00
(3 Items)
Grand Total $231,060,00 $25,000.00 $25,000.00 $143,560.00 $12.500,00 $12.500,00 $12,500.00
(5 items)
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Grant Commitments Schedule (6 Years)

Shows Payments scheduled for the next six years, including the total of any Payments remaining
after that time.

Variations:
by Program Area

Fixed Criteria:
Requests with an unpaid balance.

Grant Commitment Schedule (6 years)

4/6/00

Organization Total Scheduled Payments Remaining
Grant Amount Paid 2000 2001 2002 2003 2004 2005 Balance
American Foundation for Children $25,000,00 £27,500.00 000 SO0 $0.00 s0.00 $0.00 $0.00

$ 52,500.00

Endowement Campoign

Arlington School of Dentistry $25.000.00 $25,000.00 SO00 $0.00 $0.00 $0.00 SO.00 $0.00
$ 50,000.00
The Suppuort for the Restoration of the
School of Dentistry Library

Arlington School of Dentistry $0.00 $12,500.00 $12.500.00 S12.300.00 $12.500.00 $0.00 S0.00 $0.00
$ 50,000.00
Funding for new instruments

I'he National Children's Project $O.00 $28,560.00 SO.00 SO.00 $0.00 $0.00 S0.00 $0.00
$ 28,560.00
To help sponsor "The Children of the
World" Conference

National Institute for Technical $0.00 £50,000.00 SO00 S0.00 $0.00 $0.00 S0.00 $0.00
Learning Coalition

$ 50,000.00

Y2K Educancnal Outreach

Grand Total S50.000.00 $143.560.00 $12,500.00 $12.500,00 $12.500.00 $0.00 S0.00 SO.00
(5 iterns)
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Grant Confirmation by Staff

A list of Payments with a Status of Scheduled, Contingent or Hold, grouped by staff member,
and including information on any requirements due for the current year, on the specific
Payment or the grant in general.

Fixed Criteria:

Payments with a Status of Scheduled, Contingent or Hold, and Requirements with a Scheduled
Date in the current year.

Grant Payment Confirmation by Staff

4/3/00
Payee Organization Approved  Project  Project Pay Schedule Pay
Project Title Amount Start End Amount Date Status

Colette Rogers

Arlingtoa School of Dentistry $50.000,00 /20000 30| $12.500.00 412000 Scheduled

Funding for new inxtrumenty

Requirements Due Schedule
Type Due Date Date Rec'd Notes
Progress Repont 1 2729/00
California Children's Iheatre S10.609,00 VSO0 V1501 $10,609.00 H100 - Scheduled
The “2000 Career Fair”
Requirements Due Schedule
Type Due Date  Date Roc'd  Notes
Progress Repont 91500
National Institute for Technlcal Learning Coalltion S50.000 00 122189 122100 $20.000.00 45300 Contingent
Y2K Educational Outreach
Requirements Due Schedule
Type Due Date Date Rec'd  Notes
Challenge 500 NTTLC is required 1o Raise $250,000 0 order for payments 1o
be released
Total Colette Rogers $43,109.00
(3 iterns)
Kelly Goldberg
Ryan School of Medicine $154,500.00 32400 12401 $29,500,00 41900 Scheduled
Charles S, Godin Scholarship program
Requirements Due Schedule
Type Due Date Date Rec'd  Notes
Site Visit UKD 2280 Completed Successfully
Progress Repont 5M19/00 Progress report must include student GPA. Any Stodent with a
GPA under 2.5 must be sent probation letier
Progress Report 9725100
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Grant Payment Summary

A comprehensive summary of Payment information for Approved Requests, including the total
number of Payments, the amount granted, the amount scheduled (including held and
contingent Payments), the amount paid, and any unscheduled balance. It also includes the next
Payment’s Schedule Date and the amount of the next Payment due.

Variations:
e by Payee

NOTE: The “by Payee” variation of this report lists grants by the payee Organization instead of
the grantee. Grants with Payments to more than one payee are listed more than once (once per
each payee), so the Grant Amount and Balance Amount totals are not included.

Fixed Criteria:
Scheduled, Contingent and Hold Payments for Approved Requests.

Grant Payment Summary

523/00

Grantee Organization Request ID Granted #of Pay Pay Bal: Next Pmt Next Pmt
Projoct Title, Payee(s) Ref, No., Amount Pmts Paid Romaining Unscheduled Sch. Date Amount
Kids With AIDS Research Center 164 S235.,000.00 2 $235,000.00 $0.00 $0.00

Camp Hopre Summer Program

Kids With AIDS Research Center 188 300,00 | $300.00 S0.00 $0.00

2nd Quarter Volunteer Gifts, 1998

Kids With AIDS Rescarch Center 194 $300.00 | $300.00 S0.00 $0.00
dth Quarier Volunteer Gifts, 1998

Teen Aid Center 104 $23,500,00 1 $23,500.00 $0.00 $0.00
The xupport of the "When Saving No
Doesn't Work” project

Teen Aid Center 11 £200.00 | $200.00 $0.00 $0.00

dth Quarter Volunteer Gifts, 1997

Teen Aid Center 146 S35.000.00 | £35,000.00 S0.00 <0.00

The Aids Awareness Project

Teen Aid Center 261 $300.00 | $300.00 $0.00 $0.00
st Quarter Volwteor Gifts, 1999

Teen Aid Center 274 S35,700,00 2 S0.00 $13,700,00 $0.00 330/00 S$15.700,00

General Operating Support

Teen Aid Center 97 200,00 | $200.00 $0,00 $0.00
frd Quarter Voluntecor Gifts, 199

Grand Total S$330.500.00 $294.800.00 $35.700.00 $0.00
{9 tems)
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Grant Planning Worksheet

For year-end planning, this report displays in worksheet format the giving for the current year,
any commitments for the next year and a space to write in the proposed amount for next year,
per organization.

Variations:

e by Grant Fund
e by Program Area

Fixed Criteria:

Organizations with Requests Approved in the current year, Payments Paid in the current year or
Payments Scheduled for the coming year.

Grant Planning Worksheet

4/6:00

Grantee Organization Granted Paid Scheduled Plan
City, State 2000 2000 2001 2001
Abuse Prevention and Rehabilitation Fund $0.00 $10,000.00 $0.00

Washington, DC
Children's Retrear

American Foundation for Children $52,500.00 $25,000.00 $0.00
New York, NY
Enderwnment Campaign

Arlington School of Dentistry £50,000.00 <o.00 £12,500.00
Los Angeles, CA

Funding for new instruments

Brooklyn Ballet $0.00 $1.000.00 $0.00
New York, NY
Snowflake Ball

Brooklyn Ballet £5,250.00 £0.00 L0.00
New York, NY
The spon

Dinner Event

i

ip of a table for the "Taste of the Orient” Gala

California Children's Theatre $10.609.00 $0.00 $0.00
San Francisco, CA
The “2(NK) Career Fair

I'he Children's Fund $26,250.00 $26,250.00 $0.00
Washington, DC
The 1999 Annual Conference”

Computers lor Kids $15,300.00 $0.00 $0.00
New York, NY
The spansorship of their Annual Benefit Dinner
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In-Kind Payments Made

A report of paid payments including fields specific to in-kind payments: fair market value, tax
value, book value and in-kind notes. Note that the report does not automatically exclude
Payments without in-kind giving information. You can use search criteria, such as the Payment
Type or Support Type, to restrict the report to your in-kind Payments.

Variations:

e by Payment Fund Donor
e by Program Area

Fixed Criteria:

Payments with a Status of Paid or Void.

In-Kind Payments Made
Type is ‘In-kind'

4/6:00
Payee Organization Grant No. Payment Fair Market Tax Book In-Kind
Project Title, Grant Amount Ref. No. Date Value Value Value Description
American Foundation for Children 147 698 $300,00 $0.00 S200.00 | - 386 computer
The donation of computers
§ 300,00
Brooklyn Ballet 245 Lo §7.,000,00 $0.00 S4,000.00
Donation of Electronic Goods
§ 7.000.00
Fast Side Learning Center 37 WRTETY £2,000.00 $0.00 $1.500.00 3 pentium computers with
Monitors and One HP laserjet 11
Pringer
Donatlon of used computery
$ 2,000,000
Last Side Learning Center 245 326099 $4.000.00 $1.000.00 $2.400.00 4 computers with monitors that

were 3 Years old. Pentium 60

Used Compaters
$ 4.000.00

Feen Ald Center 8 62797 $1.200.00 £240.00 $L.000.00 3 Chairs, | desk and a compuater
can, $0% deprecisted
The donation of affice furniture for a building
expansion project
§ 1.200.00

West Skde Center 263 1222099 $£25.000.00 $£10.000.00 £12.000.00
The donanon of new computers in their expanded
Saciliry
$ 25,000.00

Grand Total $39,500.00 $11,240.00 $21,100.00
(6 iterns)
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Payment Reconciliation Report

Lists Payments by Status and then by Check Number. Includes the payee’s legal name, the Grant
Amount, Payment Fund, Payment Type, and Paid Date. If no legal name is on file for the payee,
it’s Organization Name is shown.

Fixed Criteria:
Payments with a Status of Paid, Refund, or Void

Payments Reconciliation Report

5/23/00

Check Grant Pay Pay Pay Fund Request ID

Number Check Payabie to: Amount Date Amount Payment Type Ref. No.

Pai

1403 Lower West Side Child Care Center $50,000.00 515100 $50,000.00 Foundation 293
Charitable Contribution

1404 University of Amenca $100,000.00 SIS0 S100,000.00  Foundation 296
Charitable Comribution

1405 Adventure Club of Manhattan $10,000.00 SAS00 $10,000.00 Foundation 298
Charitable Contribution

1406 United Federation Ine. $10.039.21 51500 £10.039.21 265
Charitable Caontribution

1407 The National Children’s Project $250,000.00 511500 $250,000.00  Foundation 297
Charitable Contritmtion

2346 West Side Center $25,000.00 1212299 $25,000.00 Fon 263

able Contribution

2347 Hiller State University £7.500.00 12/22/99 $7.500.00 248

2348 Sheu Dance Company $7.000.00 12/22/99 $7.000.00 285

2349 Brooklyn Ballet $2,000.00 12/22/99 2.000.00 2864

2350 California Children's Theatre £4.500.00 122199 $4.500.00 287

Total Paid $466,039.21
(10 tems)
Void
2345 Ryan School of Medicine $1,200.00 122299 $0.00 284

Total Void $0.00
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Payment Status Summary

A summary of all Payments entered in GIFTS Online, totaled by their respective Payment Status.
Includes columns for the total amount scheduled, and then breaks this out by Paid, Refund,
Canceled, Voided, Scheduled, Hold and Contingent Payments.

Variations:

e by Fiscal Year
e by Payment Fund
e by Program Area 1

Payment Status Summary - by Program Area

5/23/00

Total Payment Paid Payments Refunds Cancelled Vaoided Payments Payments Contingent Total Paid Total
Program Area Amount Payments Payments  Oustanding on Hold Payments Outstanding
No Cade Specifiod 20,600 10 W am oo W e 0w aeO00 D
Arts aod Culture 250, 300.00 . D] (L X 1 ) e Moom oW
Civic and Communily 278.342.2 1 00 0 125000 om0 0.00 12 ] ]
Education 2141,620.00 s 0 L (1) 000 oo ), 0,
Health uad Human Serviees )0 am o (R} S0 oo FLR 5

Grand Total 1676222 $51992221 a0 000 ] Jm0 0 {
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Payments Due Schedule

A listing of outstanding Payments, including the Grant Amount, Project Description, Reference
Number, Schedule Date, Payment Amount, and the Payment Fund. If the Payment Status is
Contingent or Hold, a separate column displays this information along with any Payment notes.

Variations:

e by Grantee Organization
e by Month

e by Payment Fund

e by Payment Support Type
e by Program Area 1

e by Program Arealand?2

Two versions of this report include Payment local/other currency amounts, for those engaged in
international grant-giving:

e Payments Due Schedule, including Other Currencies
e Payments Due Schedule - by Country, including Other Currencies

Fixed Criteria:

Payments with a Status of Scheduled, Hold, or Contingent. (Includes Payments for Approved
Requests only.)
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Payments Due Schedule, by Program Area 1

Schedule Date is this month
4300

Payee Organization Request ID Due Payment
Project Title, Grant Amount Ref. No. Date Amount  Notes

a ul!

Brooklyn Ballet ]| 4500 $5.250.00  Hold
The sponsorship of' a table for the “Taste of the Orient” Payment on hold (o prevent movement o
Gala Dinner Event A/P Module. Await Approval from Mr
Humphiries.
$ 5.250.00

California Children's Theatre o 4/14/00 $10.600.00
The “2000 Career Fair®
S 10.609.00

Total Arts and Culture S15.859.00
(2 items)

Education

Arlington School of Dentistry 275 412100 S12.500,00
Funding for new instruments
$ 50,000.00

National Institute for Technlcal Learning Coalition 294 45000 $20.000,00 Contingent
Y2K Educational Qutreach
S 50,000.00

Ryun School of Medicine w7 419000 £29,500,00
Charles S. Godin Scholarship program
$ 154,500.00

Total Education $62.000,00
(3 itemns)

Grand Total S77.859,00
(5 tems)
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A listing of Payments that have been marked as Paid; includes the Payment Date and Check

Number, if available.

Variations:

e by Month

e by Grantee Organization
e by Payment Fund

e by Payment Support Type
e by Program Area 1

e by Program Arealand?2
e by State

Two versions of this report include Payment local/other currency amounts, for those engaged in

international grant-giving:

e Payments Made, including Other Currencies

e Payments Made - by Country, including Other Currencies

Fixed Criteria:
Payments with a Status of Paid, Refund, or Void.

Payments Made - By Month

Fund/Donor is ‘Corporation’ AND Paid Date was in last quarter

4/6/00
Payee Organization Grant No. Payment Payment Payment Check Number
Project Title, Grant Amount Ref. No. Date Amount Fund Notes
January. 2000
Brooklyn Ballet 290 13100 $1,000,00  Corporation 1236

Snowflake Ball

S 1,000.00

Total January, 2000 $1,000,00
(1 itern)

February, 2000

e Children's Fund LN 22800 $26,250,00  Corporation 1244

The 1999 Anmal Conference”
$ 26.250.00
Total February, 2000  $26,250,00
(1 itermn)

March, 2000
Teen Aid Center il 32200 $3.500,00  Corporation 1266

Counseling program for xchool vialence victims

$ 150000
United Federation Inc. 295 16/00 S10.00000  Corporation 1256

Parks and Rec of Rockland Couny

$ 10.000.00

Total March, 2000
(2 iterns)

Grand Total

S$13,500.00

$40,750.00
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Payments Made - Charitable vs. Non Charitable Deductions

If your organization tracks “quid pro quo” information for Payments, this report lists the
deductible and non-deductible amounts entered for each Payment. Also includes the Check
Number and Payment Date.

Fixed Criteria:
Payments with a Status of Paid or Void.

Payments Made - Charitable Vs. Non Charitable Deduction

Dinners & Events

4360
Payee Organization Paid Date Deduct Non Deduct Payment
Project Title Chock # Amount Amount Amount
Arlington School of Dentistry 111998 $3,000,00 $1,000.00 £4,000.00
To sponsor the "Annual Leadership Award Dinner® 0012411
Brooklyn Ballet 11998 $3.500.00 $1.500.00 £5,000.00
The sponsorship of a table for the “Flights of Fantasy” Gala 0012385
California Children's Theatre 32196 $2,000,00 $500.00 $2,500.00
T'he Annual "Leadership Awards” Dinner 0010123
I'he Children's Fund 1119/9% $17.000.00 £8.000,00 £25,000.00
The sponsorship of the "98 Annual Conference” 0012387
East Side Learning Center 32196 S2.000.00 $500,00 $2,500.00
The Support for the "Fall Formal Gala 0010131
Shea Dance Company 32196 £1.900 00 $500.00 $2,400.00
The Sponsorship for "Gala Y6~ I4th Annual Fundraiser” 0010166
Shea Dance Company o199 $4.000.00 $1,250.00 $5.250.00
The 1999 Annual Banguet 00110
United Federation Inc. 32196 £900.00 $300,00 $1,200.00
The Annual Benefit 0010169
University of America 1119/9% $4.000,00 $1,000.00 $5,000.00
To sponsar a wable for the 1998 “Citizen of the Year Dinner” 0012419
Grand Total  S$38.300,00 $14.550.00 $52.850.00
(g items)
1
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Payments Made - OBRA

This report shows whether or not a receipt is required on each Payment, and the Schedule Date
and Done Date of the receipt. The full name and address of the payee Contact is included for
easy follow-up. The report also includes the deductible and non-deductible amount for each
Payment and the Organization’s tax status.

Fixed Criteria:

Payments with a Status of Paid or Void, and “Receipt Required” Activities associated with these
Payments.

Payments Made - OBRA Report

4/3/00
Payee Organization Amount Non Receipt
Request Primary Contact Check # Deduct Deduct Tax Sched. Rec.
Project Title Staff Paid Date Amount  Amount Status Date Date
Arlington School of Dentistry Coketle Rogers $4.000.00  S3.00000 100000 TOVRAR  1I/129%
0012411
9IR9H
Dinner
Arlington School of Dentistry Kelly Goldberg $4,120.00 $4. 020,00 £80.00 199 72
Rayce, Anita
122 South Ave TS
To spomyor the "Annual Leadership Award
Dinner
Brooklyn Ballet Lee Williamson $5.250.00  $5,000,00 $250,00 501c(3) 1199 W99
Neff, Margaret 00113
14 West 108th Street 11
New York, NY 10012
The sponsorship of a table for the “Taste of
the Orient” Gala Dinner Event
Shea Dance Company Lee Williamson $5.250.00 $4.000,00 $1.250.00 301c(3) 611799 o199
Smiith, Johnathan 1 00110
400 East 57th Sireet 6/ 199

New York, NY 10018
The 1999 Annual Banguet

Grand Total  $I862000  S$16.040.00  S2.580.00
(4 iterms)
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Schedule of Appropriations and Payments

This version of the Schedule of Appropriations and Payments report is also sometimes called the
IRS 990 report. The previous version of the report is still available.

This current version of the Schedule of Appropriations and Payments report offers the following
improvements and changes:

e The report runs much faster now.

Previously, clients with large databases often found that the Schedule of Appropriations
and Payments report could take several hours to run. This newer report significantly
reduces report run time.

e Calculation methods have been changed to provide more accurate reporting.

If you are going to be running or reading the new Schedule of Appropriations and
Payments report, you need to understand the calculations that went into the data within
it. For details, please see “About the Report Data” below.

e The report uses a new report control, ActiveReports.

Other standard reports are generated using Crystal Reports. This new report uses a new
reporting control, ActiveReports from Data Dynamics, Ltd. This reporting tool is also used
for ad hoc reporting.

About the Report Data

In order to understand the data found in the new Schedule of Appropriations and Payments
report, you should understand the calculations used in each column of the report:

Column Contents

Recipient This column draws from a number of GIFTS Online fields to provide data about the
and/or grantee Organization and the Request for which Payments were made:

Purpose

e First is the Legal Name of the grantee Organization. (If the Legal Name is
blank, the Organization Name is used.) This is followed by the grantee
Organization’s Address, City, State, Zip code, and Country.

e Information about the grant follows: the approved Request’s Project Title,
Grant Amount, and Fiscal Year.

Tax Status The Tax Status of the grantee Organization.
Beginning This column shows the unpaid balance of the approved Request at the beginning of
Balance the “current” fiscal year (based on the “as of” date). It is calculated as follows:

e |f the Request was approved during the current fiscal year, the beginning
balance is zero ($0.00). (The grant amount will be included in the next
column, Newly Allocated.)

e |f the Request was approved before the “current” fiscal year, the beginning
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balance is the original grant amount plus the amount of any grant
amendments made before the current fiscal year minus the total amount of
any Payments made before the current fiscal year.

(The total amount of any grant amendments made during the current fiscal year
will be included in the Amended column (see below).)

Newly If the Request was approved during the current fiscal year, the original grant
Allocated amount is shown here. Otherwise, the Newly Allocated amount is zero ($0.00).
Amended The sum of the amounts of all grant amendments made during the current fiscal
year.
If the Request had no grant amendments made during the current fiscal year, the
Amended amount is zero ($0.00).
Amount The sum of the amounts of all paid, refunded, and voided Payments that meet the
Paid following criteria:
e The Fiscal Year of the Payment is the current fiscal year.
e The Payment Date falls before the report’s “as of” date.
Ending The Beginning Balance plus the Newly Allocated amount plus the Amended column
Balance amount minus the Amount Paid.
Population The Population Served indicated in the Request Coding Sheet. If no Population
Served Served code is included, the column is blank.

NOTE: This column appears only if you run the Schedule of Appropriations and
Payments Showing Population Served version of the report.

Running the Report

When you run this report, setting the “as of” date is key to reporting data correctly. When you
set “as of” date to a date other than the current date, your report is affected in the following

ways:

e When the report selects information relevant in the “current year,” the current year is
based on the “as of” date, not the current date.

e To beincluded in the report, the Request must have been approved on or before the “as
of” date during the “current” fiscal year.

e For the report to consider a Payment paid (rather than scheduled), the Payment Date
must be on or before the “as of” date.

e Report calculations that consider void and refunded Payments exclude these voids and
refunds if their Payment Dates are after the “as of” date.
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This report has been designed to recreate your data based on the “as of” date, but some data—

once it is altered in GIFTS Online—cannot be restored to its past condition; therefore, the results
of reports run with the “as of” date may not completely represent a version of the financial data
as of that date. The following data cannot be accurately recovered based on “as of” date.

e Payments that have been deleted are not reflected.
e Payments for which the amount changed between the “as of” date and the current date
report the current amount, not the previous amount.

Which Grants Are Included in the Report?

Only Requests that were approved on or before the “as of” are included in the report. In
addition, those Requests are included only if they also meet at least one of the following criteria:

e The approval date (i.e., the Disposition Date of the approved Request) falls within the
current year. (Note that the “current year” is the fiscal year within which the “as of” date
falls.)

e The Request was amended in the current year. (That is, it is associated with at least one
Grant Amendment Activity with a Done Date within the current year.)

e The Request has at least one Payment within the current year. (That is, the Request has
at least one Payment with a status other than Canceled with a Budget Fiscal Year within
the current year.)

e The Request still had some unpaid balance at the beginning of the current fiscal year.

As noted in the report instructions, you can further refine these criteria by selecting or creating
a Payments search before running the report.

The cumulative effect of these criteria is to find only those approved Requests (grants) that saw
decreases (i.e., payments) or increases (i.e., original grants and/or grant amendments) in their
balances during a given fiscal year. The report then calculates the amounts of these payments
and appropriations.

To view your report after you have specified the necessary options, choose File %0 Run Report
from the Report Library menu. The report is generated and displayed in the Active Report
Viewer:

Variations:

e Population Served
e Program Area 1

The new Schedule of Appropriations and Payments report, uses ActiveReports from Data

Dynamics, not Crystal Reports, to render your results. The navigation options in ActiveReports
are a little different.
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Schedule of Appropriations and Payments (OLD)

You can use the Schedule of Appropriations and Payments reports to generate your IRS 990
reports. These reports show your commitments at the beginning of the year, the amount
appropriated during the course of the year, the amount paid during the year, and your
outstanding commitments at the end of the year.

About the Report Data
The report includes the following information for grants within a given year.

Column Description

Recipient The legal name and address of the recipient Organization, the Project Title
of the grant, the total Grant Amount, and the grant’s Fiscal Year. (In GIFTS
Online, a grant’s Fiscal Year is based on the date on which it was
Approved.) If no legal name is on file for the Organization, it’s
Organization Name is shown.

Tax Status The tax status of the recipient, as indicated on the Tax Status tab of its
Organization record.

Beginning The amount that you have committed to pay for the grant as of the
Balance beginning of the year. For grants made in previous years, this is the
remaining balance. For grants made during the current year, this amount
is always zero.

Newly The amount appropriated to the grant during the current year. If the grant
Allocated was approved in the current year, this value is the total grant amount.
Amended If the grant was amended during the current year, this value reflects the

amount of the amendment.

Amount Paid The amount paid during the current year. Note that this amount is
calculated based on the Fiscal Year specified in the grant’s payments, not
on the Scheduled Date or Paid Date of the Payments.

NOTE: If you “pre-pay” grants when you have extra funds in your budget
at the end of a year, be careful to ensure that the Fiscal Year indicated in
the Payment record properly reflects the year in which you wish to report
it to the IRS.

If you pay a Payment that was scheduled for February 2012 in December
2011 because you have available funds, this report reflects the Fiscal Year
assigned to the Payment, not the Paid Date.

Ending Balance | The remaining commitments for this grant, including Payments scheduled
in future years and Payments scheduled for the current year that have not
been paid.

253



GIFTS Online 5.1 User’s Guide

Running the Report

When you run this report, you should set the ‘as of’ date of the report to the end of the year on
which you wish to report. If you want, for example, to generate a report for your 2010 IRS
reporting, set the ‘as of’ date to December 31, 2010. Thus, the report generates data for 2010—
even if you are running the report while you prepare your taxes in April 2011.

You should always set the ‘as of’ date to December 31 of the year on which you want to report.
The ‘as of’ date ensures that the report reflects only what you have done up to that date. With
an ‘as of’ date of 12/31/10, Payments that your organization paid in 2011 would be shown as
outstanding in the report because they were outstanding as of 12/31/10.

Which Grants are Included in the Report?

The report includes grants that have an open balance or for which appropriations were made
during the year. Specifically, the report includes:

e Grants that are approved or amended within the year.

e Grants with Payments that have been scheduled or paid within the year. (Reminder: the
reported date of the Payment is based on the Payment’s Fiscal Year, not its Paid Date.)

e Grants with a balance as of the beginning or end of the year. Only grants with Scheduled
Payments are included.

NOTE: The report uses Payment data to make its calculations. If a grant does not have any
Payments, it is not included in the report—even if it has an open balance within the year.

Note that future grants are not included. If you run the report ‘as of’ December 31, 2000, grants
approved in 2001 or later are not included

Variations:

e by Population Served
e by Program Area

Fixed Criteria:
Requests that have an unpaid balance or for which appropriations were made during the year.
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Schedule of Appropriations and Payments Fiscal Year 2000

12/31/00

Beginning Balance  Newly All d A d A nt Paid  Ending Balance
Recipiont and/or Purpose Tax Status 2000 2000 2000 2000 2000

Adventure Club of Manhattan 301c(3) S10.000.00 $0.00 S0.00 $20.,000,00 (S$10,000.00)
800 West 103th Streat
New York, NY 10021
Extreme Sport Maration
$ 10,000.00
1990

Lower West Side Child Care Center 501c(3) S30,000,00 $0.00 S0.00 $100,000.00 ($50,000.00)
118 West 18th Street
New York, NY 10014
Summer School Program
§ 50,000.00
1999

The Natiopal Children's Project S0le(d) $250,000,00 50,00 S0.00 S$750,000.00 ($500,000.00)
629 West SRith Street
New York, NY 10019
Funding for new daveare conter
§ 250.000.00
1999

Ryun School of Medicine Nle3d) S1A400,00 $0.00 S0.00 S$1.400,00 $0.00
142 Pennington Ave.
Olin Hall
Los Angeles, CA 34253
drd Quater MG - 1099
S 1.400.00
1999
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Summary of Paid Payments

A summary of Payments that have been marked as Paid, including number of items and
percentages.

Variations:

e by Geographical Area 1

e by Payment Fund

e by Payment Type

e by Payment Support Type
e by Program Area 1

e by Staff

Fixed Criteria:
Payments with a Status of Paid, Refund, or Void.

Summary of Paid Payments - by Program Area

Pald Date was In last year
12/31/00

Payment % of Total Payment % of Total
Program Area 1 Count Count Amount Amount
Arts and Culture 4 1.1 % S42.500.00 SO3%
Civie and Community 11 30.56 % ST40,4258 00 16.61%
Education 11 30056 % $334 720,00 319 .59%
Health and Human Services 10 2778 % $327.860,00 I8, 78%
Grand Total 36 100.00 % $845.508.00 10000
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Top 20 Payments by Payment Amount

The largest 20 Payments in the search criteria provided, in descending order by Payment

Amount.

Fixed Criteria:
Payments for Approved Requests.

Top 20 Payments by Payment Amount

12/31:00
Payment Payee Organization Status Payment Fund
Amount Project Title, Grant Amount Schedule/Paid Date  Payment Type
$ 154,500,00 Ryan School of Medicine Paid Foundation
The support of the “Charfes S, Godin” Scholarship /11199 Charitable Contribution
program
§ 154,500,00
$ 117,500.00 Kids With AIDS Rescarch Center Paid Foundation
Camp Hope Swmmer Program o119 Chantasble Contribution
$ 235,000,00
$ 62,500.00 Nationul Institute for Technical Learning Paid Foundation
Coalition
“Building Bridgex” Program 6724799 Chartable Contribution
S 125,000,00
$ 56,100,00 Sunflower House for Youth in Distress Paid Foundation
General Operating Support RN Chanitable Contribution
$ 56,100,00
$ 52.500.00 American Foundation for Children Paid Foundation
Endowment Campaign 1199 Charitable Contribution
$ 52.500.00
§ 47.500,00 Ihe Children's Fund Paid Foundation
General Operanng Support (AR Clarntable Contbution
£ 47.500,00
§ 35,7000 Hiller State University Paid Foundation
The wnversiry scholarship fund for post graduate /1199 Chantable Contribution
vhdiey
$ 35.700.00
$ 35.700.00 Teen Ald Center Pad Foundation
General Operating Support 12/30/99
$ 35,700,00
$ 28.560.00 e National Children's Project Paid Corporation
To help sponsor “The Children of the Worid” w2199 Chantable Contrbution
Comference
§ 28.560.00
§ 25.000.00) Brooklyn Ballet Paid Foundation
For General Operating Support 61199 Charitable Contribution
£ 25.000,00
§ 2500000 Ardington School of Dentistry Paid Founctation
The Support for the Restoration of the School of o/} 199 Chanitable Contribution

Dennistey Libyary
S 30.000,.00
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About Request Reports

This chapter describes the standard Request reports included with GIFTS Online.

Board Meeting Agenda

You can use this report to generate an agenda for a Board meeting. For each Request, the report
includes the Organization Name, Long Project Description, Requested Amount, and
Recommended Amount.

To limit the contents of this report to the agenda for your meeting, you can use the Meeting
Date or other date fields as your search criteria.

Variations:

e by Docket Number
e by Program Area

Board Meeting Agenda

Meeting Date is in next quarter

3/23/00

Organization Req d R d

Project Description (Long) Request Date Amount Amount Staff
American Foundation for Children USNO $25,000.00 $25.000.00  Terry Brown

The Americin Foundation [or Children’s "After school
program” dedicated 11s resources towands the education and
supervision of children for working parents before and

after school

Fhe program includes a story-time session and compater
access to childeen ages 5-11

East Side Learning Center 21000 $10.000.00 S10,000.00  Sarah Sullivan
In response 1o the School 1o Work Act of 1998, The Fax
Side Learning Center has embarked on the creation of a
specialized program to assist individuals in making and
implementing informed educational and occupational

chokes.

Longwood State University 2100 $500,000,00 S500,00000  Colette Rogers
The nature of the study is 10 assess
medical care and 1o evaluate the benefit of adding holistic
approaches to the more conservative allopathic methods

current methods of

The study uses clinical reviews of trals of scupuncture and
discusses the complexities of research design in
formulating hypotbesis based on these stundand methods of
evaluation

The challenge is to design conditions thit more closely
mimic the application of acupancture in clinical pra
individualized treatment informed by its own diagn

wradinons,

Grand Total $535.000.00 S535.000.00
(3 items}
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Board Meeting Minutes

You can use this report to review minutes from a Board meeting. For each Request, the report
includes the Organization Name, Project Title, Recommended Amount, the amount awarded,

and Meeting Minutes.
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To limit the contents of this report to the agenda for your meeting, you can use the Meeting
Date or other date fields as the search criteria.

Variations:

e by Docket Number
e by Program Area 1l

Board Meeting Minutes by Program Area 1

Meeting Date is this month

3/31/00
Organization Recommended Status/
Project Title Amount Awarded Disposition Reason Meeting Minutes
Arts and Culture
Shea Dance Company

The 2000 Annual Banques §5.250.00 $5.250.00  Approved Tables to be filled Marsha is respocisibe for filling this table

Total Arts and Culture $5,250.00 $5,250,00
{1 lems)

Community
Girl Scouts of America

Supporting funding for new wniforms $10,000.00 $O.00  Declined Outside of Guidelines  Mr. Humphries roquested that we call

Total Community
(1 tems)

Education
Arlington School of Dentistry
Funding for new instruments
Total Education
(1 nems)

Grand Total
{3 tems)

$10,000.00

$250,000.00

SO.00

S250.000,00  Approved

$250,000.00

S250,000.00

$265,250,00

$255.250.00

Active Gramt

Jayee and explain why we cannot support
her with the purchase of new uniforms in
wddition 1o sending the standard Decling
letter

Hoard Voted Unanimously 9-0 in favor of
the program officer recommendation
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Contact Affiliations by Request
A list of Requests, grouped by Organization, that shows the affiliated Contacts for each Request.

Contact Affiliations by Request

For Organizations In California
2000 Calendar Year Only
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5/19/00
Primary Organization Disposition Request ID Affiliated Contacts
Grant Amount Date Reference No. Name Role Notes
Arlington Scheol of Dentistry Pending 275

4400 Anits Ravce Primary Contact

Funding for new instrumenty
Arlington School of Dentistry
T sponvor the “Annual Leadership Award

Dinner*®

California Children's Theatre

Building materialy for sets
California Children's Theatre
The 2000 Carcer Fair”

California Children's Theatre

Grand Total - 5 tem(s)

Pending 305
27300
Pending 277
RGN
Pending 306
300

Declined e
S/16/00

Anits Rayce

Tom Alexander
David Anderson

Jane Levi

David Anderson

David Anderson

Primary Contact

Sponsor
Pra
Technicul Advisor

ury Contact

Primury Contact

Primary Coatact
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Data Entry Report

This report displays basic information about each, and is intended to help you review and verify
the accuracy of your data entry.

Variations:

e by Organization
e by Date

Data Entry Edit Report by Request Date

11672012

Requust Information

Organization: Kids With AIDS Research Center Dispositian: Approved
FRequest Date. 37/1997 Request Type: Cash Girants
Request 1D 1 Request Stalus Closed Crant
Request Armount: $25,000.00 AwardedPuid S25.000. 00 L23000.00
St Pamela Fitch
Projoct Titn A Fellowship Grane
Ceding Infarrmation:

Age Group

Fthncity

Fand Foumibation

Gender

Geographical Ares Servad Northesst

Internal Program
Popalation Served

Fducanion/Higher Ed/Rescarch

T'ype of Suppont Rescarch
Organization United Federaton I Dinpositian Approved
Request Dute 17007 Request Type: Cash Ciewnts
Recueat 1D 10 Request Status Closed Cirunt
Reguest Amount: $12.50000 Awarded/®ald £25,500.00 $28,500.00
Sttt Rachel McClary
Project Yie: The Support for Anti-drug Medin Campaign
Coding ntarmation:

Age Group

Ethmicity

Fund Fowmdation

Grender

Geogruphical Ares Senved Northeet

Intermal

Popalation §

Program Area Health and Human ServicesMealth & WellnessGeneral & Rehabilitative
Test table
I'ype of Support Program Support
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Declinations - Alpha List

A detailed listing of Declined Requests that includes the applicant name, Project Title, Primary
Contact, the Declination Reason, and the staff person assigned to the Request.

Variations:

e by Fund

e by Geographical Area 1
e by Grant Type

e by Internal Program

e by Program Area 1

e by Staff

Fixed Criteria:
Requests with a Disposition of Declined.

Declinations - Alpha Listing, by Grant Type

3/31/00
Organization Reason Decline
Project Title Primary Contact Staft Date
Cash Grants
Abuse Prevention and Rehabilitation Fund Laken, Elizabeth Limited Rexources 1173009
Washington, C Lee Williamson

To suppars the program lecture series; 1999 An Informative
Approach 1o an Unapproachable Subject, Domestic Violence

m America*

The Children's Fund Robents, Charkes Limited Resources 122199
Washington, DC Kelly Goldberg
To Spowsor a Summer Science Camp

Kids With AIDS Research Center Younge, Rorald Limited Resources 11/30099
New York, NY Colette Rogers

The printing and distribution costs of media marerial

Sunflower House for Youth in Distress Dawn, Shawna Limited Resoarces 1V29%9
Sun Francisco, CA Kelly Goldberg
To Suppory the Buldout for a New Gymnastum

Total Cash Grants
(4 iterns)

Dinners and Events
California Children's Theater Anderson, David Limited Resources 122179
Sun Francisco, CA Kelly Goldherg

The “1999 Caveer Fair”

Total Dinners and Events
(1 itern)

Grand Total
(5 iterns)
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Declinations - Alpha List (including Request Amount)

A detailed listing of Declined Requests that includes the applicant name, Project Title, Primary
Contact, the Declination Reason, Request Amount, and the staff person assigned to the Request.

Variations:

e by Fund
e by Program Area 1l

Fixed Criteria:
Requests with a Disposition of Declined.

Declinations - Alpha List by Fund (including Request Amount)

331700
Organization Reason Request Decline
Project Title Primary Contact Staff Amount Date
Corporation
California Children's Theater Anderson, David Limited Resources SI0.609.00 122109
Sun Francisco, CA Kelly Goldherg

The “1999 Career Fair

Total Corporation S10.609.00
(1 item)
Foundation

Abuse Prevention and Rehabilitation Fund Laden, Elizabeth Lamited] Resources S1500000 11308
Washington, DC Lee Willlamson
To support the pregram lecture series; "1999 An
Informative Approack to an Unapproachable Subjecs,
Domestic Violence in America

The Children's Fund Roberts, Charles Limited Resources S15450.00 122109
Waushington, DC Kelly Goldberg
To Sponsor a Summer Science Camp

Kids With AIDS Research Center Younge, Ronald Limited Resources SIS000.00 11300
New York, NY Caolette Rogers
The printing and disiribution costs of media marenal

Sunflower House for Youth in Distress Dawn, Shawna Limied Resources SAS.000.00 1298
San Francisco, CA Kelly Goldberg

To Support the Buldowr for a New Gymnaseum

Total Foundation $90.450,00
(4 terns)

Grand Total $101,089,00
(5 iterns)
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Declinations - Summary by Reason

A summary of declinations grouped by their Declination Reason. For each reason, the report lists
the number of declinations, the percent of the total declination count, as well as the total and
percentage of the requested amounts.

Fixed Criteria:
Requests with a Disposition of Declined.

Declinations - Summary by Reason

3/31/00

Request % of Total Request % of Total
Declination Reason Count Count Amount Amount
Limited Resources 26 a8.15 4% $1,235 450400 ™2
No Funding 1o Individuals 13 2407 ¢ S$201, 100,00 127
Outside of Guidelines 7 12,06 % $66,450,00 1215%
Outside Operating Area X 14.81 % $76.609,00 §.85%
Grand Total 54 100.00 % $1.579.600.00) 10005

Foundation Center Export Report

You can use this report to export your grants information to an electronic file for submission to
the Foundation Center.

NOTE: An updated version of this export known as hGrant Reporting can be enabled by
contacting MicroEdge Services. services@microedge.com. For more information, please refer to
the hGrant Reporting section.

What Data is Exported to the Foundation Center?

This report is formatted according to the center's requirements, and includes the following
information about each grant (Approved Request) included in the report. For each grant, the
following information is exported about the grantee Organization:

Organization Name Organization A.K.A. Name

Organization Mailing Address

(Note: This includes Street Address, City, Organization telephone number
State, and Postal Code. Country is included
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if Organization is located outside of the

u.s.)

Organization Type Organization Tax ID

Organization WWW Address

The following information is exported about each grant:

Request Project Title Request ID
Grant Fiscal Year Grant Amount
Grant Term (in months) Whether or not the grant is renewable

The Department or Division of the grantee Payee Organizations

Organization to which the grant was made
(as indicated in the Subdivision field of the
grant's Request record).

In addition, the export includes all levels from each of the following classifications on the
Request's Coding Sheet:

Program Area Population Served
Geographic Area Served Type of Support
Gender Age

Ethnicity

To Run the Foundation Center Export Report
To create an export file for the Foundation Center:

PwwnNRE

Go to Launch > Reports.

Click on Requests.

Choose the Foundation Center Export Report.

If necessary, specify the grants you wish to include in the export using the New Search or
Select Search buttons.

Click the Run selected report icon. The report is generated and displayed using the Crystal
Reports viewer. Please note that since this file is intended for export, it is not formatted
for printing.

When the report has finished processing, click the Export Report button on the Crystal
Reports viewer toolbar located at the top of the report. You are prompted to choose a file
format and destination for the export.

Choose ‘Tab Separated Text (TTX)’ as the format, and ‘Disk file’ as the destination. Click
OK. You are prompted to provide the file name and location for the export file.

Enter the file name and location, and click Save. The export file is saved, and you can
transmit it to the Foundation Center.
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Grant Profile Report

A profile of a grant that includes coding, payment, grant amendment, and requirements

information.

Fixed Criteria:
Requests with a Disposition of Approved.

Grantee:
Departmont:

Contact:
Project Tite:

Meeting Date:

Grant Amount:

Total Paid:
Grant Term:

Projoct Desc:

Star:

Type:
Status:

Coding:

Amendmenis:

Payments:

Heports:

Grant Profile Report

3/31/00

Ardington School of Dentistry Req. ID: 27
School Library Ref. No: 99-F237

Anita Rayce - Associate Professor

The Support for the Restoration of the School of Dentistry Library

79 Grant Date: TR
$ 60.000,00 Tax Status: SOle(3)
§ 2500000 Last Verified On: VS5

24 months

This library restoration project is scheduled to be completed by June 2000, Tt was oniginally scheduled for
completion in January, but due t inclement weather the start date has had to be pushed back o July, 1999,

The library that is being restored was built in 1965, Althoogh it served the school well to date a recent earthquake
Ixas destroyved @ portion of the facility making (1 unsufe for use,

Although the school does have another library for the studests 1o use this project remising important not only for the
historic preservation of the building bat also to allow the denta! students access to a library designed specifically
fot their use

Lee Willkamson

Cash Grants
Active Grant

Age Group Adults

Fund Foundution

Geographical Area Served Northwest

Model Foundation Rating B

Program Area Educatton\ Adult/Continuing Education\Restoration & Buildings
Tvpe of Support Capital/Renovation

102299 Grant Amount was increased by 10,000 (from 50,000 to 60.000) Boeard approved increase due to
Construction delay

&11/99  § 2500000 Pad

700 £ 3500000 Contingent
o0 Progress Repon Revelved
N0 Progress Repont Not Received
77201 Final Repoet Not Received
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Grant Summary

A summary of Approved Requests showing the total amount granted for each item.

Variations:

e by Fund

by Geographical Area

by Grant Type

by Population Served

by Program Area 1

by Program Areas 1 and 2

e by Program Areas 1, 2, and 3
e by Staff

e by Support Type

Fixed Criteria:
Requests with a Disposition of Approved.
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Grant Summary - By Program Area 1 and 2

3/31/00
Grant Grant

Program Area Count Amount
Arts and Culture

Na Code Specitied 15 $53.150.00

Medin Communications 2 $25.300,00

Performing Ants 14 S184.400.00

Visual Arts 3 $2.200.00
Total Arls and Culture 36 $265.050,00
Community

Civil Rights/Civil Liberties 4 $281.37%.00

Community lssuesEvents 26 $262,.900.00

Economic Development 6 $450.100.00

Public Affatrs/Society Benefin 2 $7.150.00
Total Community 38 $1.001,528.00

ducatio

AdulvContinuing Education 7 $495.200,00

College/University 2 $ 138310000

Elementary & Secondary Education 7 $215.300.00
Total Education 43 $2.094,100.00
Health & Welfare

Emergency Medical Services 3 $87,.900,00

General & Rehabilitative 4 S§54.560.00

Public Health & Wellness Fducation 7 $170.200,00

Support Services 5 $62.900.00
Total Health & Wesltare 19 $375.760.00
Other

No Code Specified 2 $8.500,00
Tolal Other 2 $8.500,00
Grand Total 138 $3.744.938.00
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Grant Summary - Granted and Paid by Program Area

For each Program Area, this report shows the total amount granted and the amount of
Payments made for that Program Area. The Payment data included in this report is based upon
the Requests that meet the search criteria that you use when running the report.

Fixed Criteria:

Requests with a Disposition of Approved.

Grant Summary - Granted and Paid by Program Area

Criteria = Approval Date was in last year

4600

Grant Payment
Program Area Amount Paid
Aris and Culture S46,000.00 S11,500.00
(6 items - 12.77% of total count)
Civic and Community $435,928.00 $413428 00
(16 items - 34 04% of total count)
Education $1,045.870.00 $923,620.00
(156 items - 34.04% of total count)
Health and Human Services $221,610.00 $195,360.00
(9 itemns - 19.15% of total count)
Grand Total $1,749,408 (0 S1.575.008.00
(47 items)

Grants - Alpha List

An alphabetical listing (by grantee Organization name) of grants, including their reference
numbers, project description, grant amount, amount paid to-date, and grant date.

Variations:

e by Fiscal Year

e by Fund

e by Geographical Area 1

e by Geographical Areas 1to 5
e by Grant Type

e by Internal Program

e by Population Served

e by Primary Contact

e by Program Area 1

e by Program Areal &2
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e byProgramAreal, 2, &3
e by Program Areas 1to 5
e by Staff

e by Support Type

Fixed Criteria:
Requests with a Disposition of Approved.

Grants - Alpha List, by Geographic Area 1

3/31/00

Organization Grant Paid Type Grant
Project Description Amount To Date Status Date
Northeast

Hiller State University $9.000,00 $9.000.00  Matching Gifis IO

Boston, MA
2nd Quarter Matching Gifts, 1999

Longwood State University $47.250.00 $47.250,00  Cash Grants 3059
Now Yark, NY Closed Gram
of the “Healing with Laughter”™ lecture series

In support

Total Northeast §56.250.00 §56.250,00
(2 items)
Southwest
Arlington School of Dentistry $4.120.00 $4.120.00  Dinners and Events T
Los Ang CA Attended

To sponsor the “Annuol Leadersiip Awand Dinner”

Ryan School of Medicine $6.000,00 £6.000.00  Maiching Gifis a9
Los Angeles, CA
2nd Quarter Maiching Gifts, 1999

Total Southwes! $10,120,00 $10.120,00
(2 iterns)
Grand Total $66.370,00 $66.370,00

(4 iterns)
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Grants - Alpha List (Portrait)

An alphabetical listing (by grantee Organization name) of grants, including their reference
numbers, project description, grant amount, amount paid to-date, and grant date.

Fixed Criteria:
Requests with a Disposition of Approved.

Grants - Alpha List (Portrait)

3/31/00

Organization Request ID Grant Paid Type Grant
Project Description Rel. No. Amount To Date Status Date
American Foundation for Children 249 $23,000.00 £23.00000 In-Kind LEeEE]
New York. NY Services Completed

The Donation of a vehicle equipment with o wheelchair
woeess ’Ulﬂp.

Arlingtoa School of Dentistry 216 $4,120.00 $4,120.00 Dinners and Events 69
Los Angeles, CA Attended
To sponsor the "Annual Leadership Award Dinner”

Brooklyn Ballet 245 $7.000.00 $7.000.00 [n-Kind O/199
New York, NY Services Completed
Doaarion of Electronic Givds

The Children's Fund 271 £26,250.00 $0.00 Cash Grants 6/3N99
Washington, DC Active Grant
wponsorship of the "The 19%9 Anniwal Conference”

Hiller State University 258 S$9.0000.00 $9,000.00 Matching Gifts [ORELD]
Boston, MA
2nd Quarter Motching Gifts, 1999

Longwood State Unlversity 259 $6.500.00 $6.500.00 Martching Gifts G/30/99
New York, NY
2nd Quarter Matching Gifts, 1999

Longwood State University 268 $47.250.00 $47.250.00 Cash Grants GMN99
New York, NY Closed Grant
In support of the "Healing with Laughter” lecture series

Lower West Side Child Care Center 251 $2.000.00 $2.000.00 Cash Grants [ o]
New York, NY Active Grant
To support the renovation project for the centers roaf

Ryan School of Medicine 257 $6.000.00 $6.000.00 Matching Gifts 63099
Los Angeles, CA
2nd Quarter Matching Gifis, 1999

University of America 250 §5.000.00 $5.000.00 Cash Grants 6/1v99
Los Angeles, CA Acnve Grant

To support The University of America "Biy Brother/Big

Sttters” Chaprer

University of America 269 $5.150,00 $O00 Cash Gramis a/16M99
Los Angeles, CA Active Grant
To sponsor a wable for the 1999 “Citizen of the Year
Dinner”
Grand Total $141.270.00 $109.870.00

{11 items}
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Grants - Alpha List including Secondary Codes

The “Program Area Served with Secondary Codes” and “Geographical Area Served with
Secondary Codes” variations of the “Grants - Alpha List” report include both primary and
secondary coding for all levels of the Program Area or Geographical Area Served table.

A grant may be listed in the report several times—once for each code. Note that since reports
may be listed more than once, the totals in this report may not reflect the actual amount
granted.

Variations:

by Geographical Area Served
by Program Area Served

Fixed Criteria:

Requests with a Disposition of Approved and which have classifications in the tables on which
the report groups.

Grants - Alpha List, by Geographical Area Served including Secondary Codes

The National Children's Project
New York, NY
To help sponsor “The Children of the World" Conference

Total Washington
(1 itemn)

4/6/00
Organization Grant Paid Type Grant
Project Description Amount To Date Stalus Date
Northeast
Boston
I'he National Children's Project S28.560.00 SOO0 Cash Grunts 3500
New Yock, NY Active Grant
To help sponsor “The Children of the World" Conference
Total Boston $28,560.00 $0.00
{1 itern)
New York
American Foundation for Children $52.500.00 2500000  Cash Grants 4300
New York, NY Active Grant
Endownment Campaign
Ihe National Children's Project $28.560.00 SO00 Cash Grants /1500
New York, NY Active Grant
To help sponsor “The Children of the World" Conference
Tatal New York SE1L060.00 S25.000.00
(2 iterns)
Washington

SO00 Cash Grants 315500

Active Grant

$28.,560.00

S2R. 56000 $0.00
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Grants - Chronological List

A chronological listing of grants, including their reference numbers, Project Description, Grant
Amount, amount paid to-date, and grant date.

Variations:

e by Fund

e by Geographical Area 1

e by Grant Type

e by Program Area 1l

e by Program Areal &2

e by ProgramAreal, 2,&3
e by Staff

e by Support Type

Fixed Criteria:
Requests with a Disposition of Approved.

Grants - Chronological Listing, by Program Area 1

4300

Grant Organization Grant Paid Type

Date Project Description Amount To Date Status
Education

H30/M09 Hiller State University $9,000.00 $£9,000.00  Matchung Gifty

Boston, MA
2nd Quarter Matching Gifts, 1999

609 Longwood State University $47,250.00 $47,250.00  Cash Grants
New York, NY Clased Grant
In support of the "Healing with Laughier" lecture series

630099 Ryan School of Medicine $6,000.00 $6,000.00  Matching Gifts

Los Angeles, CA
2nd Quarter Matching Gifts, 1999

7099 Adington School of Dentistry $4,120.00 $4,120.00  Dinners and Events
Los Al s, CA Attended
To sponsor the "Anmual Leadership Award Dinner
Total Education $66,370.00 $66,370.00
(4 items)
Health & Welfare
630099 The Children's Fund $26,250,00 $0.00  Cash Grants
Washington, DC Active Grant
sponsership of the "The 1999 Annual Conference
Total Heaith & Weifare $26,250.00 $0.00
(1item)
Grand Total £92,620.00 $66,370.00
(5 iterns)
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Grants - Detail List by Staff

Provides a detailed listing of grants by staff member.

Fixed Criteria:
Requests with a Disposition of Approved.

= YW 11+ L [Main Report | | # | 100%|~]
Grants Detail, by Staff
10/19/2012
Organization Grant Type Project Dates Grant Paid
Project Title & Reference Number Status Start - End Amount Amount Balance

No Code Specified

American Foundation for Children Dinners and Events 3772001 - 4/7/2001 §13,000.00 $15,000.00 30.00
The Support for the "St. Patrick's Day" Bail
East Side Learning Center Dinners and Events 9/26/2001 - 9/26/2002 $2,500.00 52,500.00 50.00

! Formal Gala"
United Federation Inc. Dinners and Events 3772001 - 3/7/2002 $2,100.00 $2.100.00 30.00
The Amual Benefit

Table Purchased at "Fi

Total No Code Specified $19,600.00 $19,600.00 50.00
(3 items)
Admin

Adventure Club of Manhattan Cash Grants 12/21/1999 - 12/21/2000 $10,000.00 $10,000.00 50.00
Extreme Sport Marathon
Adventure Club of Manhattan Volumteer Gifts 10/13/2000 - 10/13/2001 $200.00 $200.00 50.00
30 2000 - Volwnteer Gifis
American Foundation for Children Matching Gifts 6/16/2000 - 6/16/2001 $300.00 $300.00 50.00
10 - Marching Gifts 2000
American Foundation for Children Volunteer Gifts 7/11/2000 - 71172001 $300.00 $300.00 50.00
20 2000 - Volunteer Gifis
American Foundation for Children Matching Gifts 7/11,2000 - 7/11/2001 $1,000.00 $1,000.00 $0.00
20 2000 - Marching Gifis
American Foundation for Children Matching Gifts 10/13/2000 - 10/13/2001 $200.00 $200.00 50.00
30 2000 - Marching Gifts
American Foundation for Children Cach Grants 6/30/2006 - 6/30/2007 $3,000.00 $2.500.00 $2.500.00
Support for new Hospital Wing Active Gram
American Foundation for Children Voluntesr Gifts 5/31/2006 - 33172007 $100.00 $100.00 $0.00
Ist Quarter 2006 Volunteer Grants
American Foundation for Children Tolunteer Gifts 12/31/2006 - 12/31/2007 3400.00 $400.00 30.00
dth Quarter 2008 Volunteer Grants
Arlington School of Dentistry Matching Gifte 4/1/2003 - 4/1/2004 $4.200.00 $4.200.00 $0.00
MG - Ist QTR 2003

1
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Incomplete Proposals

A list of Pending Requests that have been marked as ‘incomplete.’ Includes the grantee
Organization Name, Project Description, Request Date, Staff member, Requested Amount,
Status, and any notes regarding the reason that the Request has been marked as incomplete.

Variations:
e by Date

Fixed Criteria:

Requests with a Disposition of Pending that are also marked as ‘incomplete’ on their Request
record.

Incomplete Proposals

4300

Organization Request Date Requested Status

Project Description Amount Complete Notes
American Foundation for Children 2S00 $25,00000  Initial Review

Afier school program at local libraries

Brooklyn Ballet

The sponsorship of a 1able for the "Taste of the

Orient” Gaia Dinrer Event

Fast Side Learning Center
New Books, New Harizons

Shea Dance Company
Tots on Stage

Tery Brown

2300

Colette Rogers

27/10/00

Sarah Sullivan

1400
Kelly Goldberg

$5.250 .00

$10,000.00

$10,000.00

Misving total project Budget
Invited
Requested more information abat the

Dedcta
dinner,

vs Non-deductable portion of this

Initial Review

Misving Audited Financial Statement, List of

Active Board Members and Towal Project Budger.

Stalf Review
Misving list of other project funders

Grand Total
(4 ltems)

$50,250.00
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Proposals - Alpha List

A listing of Pending Requests that includes the Project Title, Request Amount, Recommended
Amount, Staff member, Request Type, and Request Status for each proposal.

Variations:

e by Fund

e by Geographical Area 1
e by Grant Request Type
e by Internal Program

e by Program Area 1

e by Program Areal &2
e by Primary Contact

e by Staff

e by Status

Fixed Criteria:
Requests with a Disposition of Pending.

Proposals - Alpha List, by Fund

4600
Organization Request Date Requested Recommended Type
Project Title Stalt Amount Amount Stalus
Corporation
Shea Dance Company 21400 £10,000.00 $10,000 00 Cash Grants
New York, NY Temry Brown Considered for Board
Tots on Stage
Total Corporation $10,000.00 $10,000.00
{1 item)
Foundation
Brooklyn Ballet R RN $24.,000.00 $20.000.00  Cash Grants
New York, NY Colette Rogers
200 Fall season
California Children's Theatre V100 $2.500.00 $2500.00  Cash Grants
Sun Frumeisco, CA Kelly Goldbery Initial Review
Budlding muaterials for wis
East Side Learning Center 210000 £10.000.00 $10.000.00  Cash Grants
New York, NY Kelly Goldberg Initial Review
New Books, New Norizonx
Total Foundation £36,500.00 $32,500 .00

{3 tems)

Grand Total
{4 ems)

$46,500 00

$42.500.00
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Proposals - Alpha List (Portrait)

An alphabetical listing (by grantee Organization name) of Pending Requests that includes the
Project Title, Request Amount, Recommended Amount, Staff member, Request Type, and
Request Status for each proposal.

Fixed Criteria:

Requests with a Disposition of Pending.

Proposals - Alpha List (Portrait)

Request Date is in this year

4/6°00

Organization Request Date Requested Recommended Type
Project Title Staft Amount Amount Status
Adventure Club of Manhattan 2/00 S10,000.00 S10.000.00 Cash Grants
New York, NY Colene Rogers Inisiad Review

Extreme Sport Marathon

Brooklyn Ballet A0 $24.000.6) S20.000.00 Cash Grams
New York, NY Colene Rogers
2(XX) Fall season

California Children’s Theatre 3100 $2.500.00 $2.500.00 Cash Grants
San Francisco, CA Kelly Goldberg Initial Review
Beuwlding materials for sets

East Side Learning Center 210000 S10,000.00 S10,000.00 Cash Grants
New Yook, NY Kelly Goldberg Initial Review
New Books. New Horizons
Longwood State University 2100 S300.000.00 $500.000.00 Cash Granis
New York, NY Lee Williamson Considered for Board

Funding for sports complex renovation

Lower West Side Child Care Center 44000 SS0.000.00 S$45.000.00 Cash Grants
New York, NY Kelly Goldberg

Summer School Program

Shea Dance Company 211400 S10,000.00 S10.000.00  Cash Grants
New Yook, NY Terry Brown Considered for Board
Tots on Stage

United Federation Ine. 120000 S150,000.00 SIS0,000.00 Cash Grants
New Yook, NY Sarah Sullivan Considered for Bexard
Milleniwm Vrofect

Grand Total S756.500.00 S747.500.00
(8 items)
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An alphabetical listing (by grantee Organization name) of Pending Requests that includes the
Project Title, Requested Amount, Request Date, Staff member, and an indication of whether the

Request is complete, including any relevant notes.

Fixed Criteria:

Requests with a Disposition of Pending.

Proposals - Complete/Incomplete

2300

Organization Request Date Requested Complete?
Project Description Stalf Amount Noles
American Foundation for Children 2S00 $25,000.00

Afrer school program at local libraries

Brooklyn Ballet
The sponsorship of a sable for the "Taste of the
Ornent” Gala Dinner Event

California Children's Theater
Building materials for seis

East Side Learning Center
New Books, New Horizons

Longwood State University
helistic medicine study

Shea Dance Company
Tors on Stage

Terry Brown
2300

Colette Rogers
M 100

Lee Williamson
241048

Sarah Sullivan
2100

Colette Rogers

21400
Kelly Goldberg

Grand Total
(6 ltems})

$5,250.00

$2.500.00

$10.000.00

$500,000.00

$10,000.00

$552,750.00

No
Missing total project Budget
No

Reguested move information abour the Deductable
vs Non-deductable portion of this disner

Yes

No

Missing Audited Financial Statement, List of Active
Board Members and Total Praject Budget,

Yes

No
Misxing lixt of ether project funders
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Recommendations by Organization

By Organization, this report shows the total amount granted in the previous year and the total
recommended amount for the current year. It also includes the Long Project Description of the
latest Request.

Fixed Criteria:

This report includes Organizations that have at least one Pending Request in the current
calendar year.

Recommendations by Organization
4300

1999 2000 2000
Name of Organization ted R ded Project Description (Long)

American Foundation for Childrea S75.500.00 S80.000.00  The AFC "After school program” dedicated its resonrces
towards the education and supervision of children for
working parents before and after school
The program includes a story-time session and computer
access to children ages 5-11

California Children's Theater $7.000,00 SI12Z.50000  The “2000 Carcer Fair” introduces High school students to
active members of the theater bath in Hollywood and on
Hroadway, Students get to ask questions directly about life
in the theater. Over 150 industry professionals are scheduled
to make an appearance this year including Kevin Bacon,
Bill Cosby, Sandy Duncan, Julia Roberts, and Matthew
Perry.  The event is scheduled for Saturday, September 04,
2000,

The Children's Fund $73.950.00 $26,250.00

Computers for Kids $40.300,00 SE000.00  To provide 10 computers, 4 Printers along with support for
consulting services for intermet integration

The foundation computer supplier hus reviewed their
purchase request and has ageeed to provide the pecessary
equipment at a discounted rate,

Fast Side Learning Center $4.000,00 S1000000  In response to the School to Work Act of 1998, The ESLC
hay embarked on the creation of a speci program to
assist individuals in making and implementing informed
educational and occopational chodces,

Longwood State University §58.250,00 $500,000.00  The nature of the study is 10 assess current methods of
medical care and to evaluate the benefit of adding halistic
approaches to the more conservative allopathic methods
The study uses clinical reviews of traals of scupuncture und
discusses the complexities of research design in formulating
hypothesis based on these standurd methods of evaluation
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Renewable Grants

A listing of renewable grants, by each grant’s renewal date, that includes the renewal date (the
date on which the grant is eligible for renewal), grantee Organization, Project Description,
Request ID or Reference Number, Grant Amount, Type, Status, and Grant Date.

Fixed Criteria:
This report includes Approved Requests that have been flagged as renewable.

Renewable Grants

4/3/00
Renewal Organization Request ID Grant Type Grant
Date Project Description Rel. No. Amount Status Date
1/68X) Ryan School of Medicine 219 $154,500,00  Cash Granls L2
Active Grant
¢ "Charles S Godin®
Scholarship program
1719406 Hiller State University 225 S35.700,00  Cash Grams alo sl
Baston, MA Active Grant
The wniversity scholarship fund for post graduate
studies
6/154%) Girl Scouts of America 224 S12878.00 Cash Grants WRYY
Youngstown, CA Active Grant
Assistance towards general operating costs
948X I'he National Children's Project 273 S$28.560,00 Dinners and Events 9219
New Ye Y \ntended
1o help sponsor “The Children of the World*
Conference
1171586 Brooklyn Ballet 290 $1,000,00 Cash Grants 12799
New York, NY Acrive Grant
Snowflake Ball
1171580 Hiller State University 291 $500,00006  Cash Grants 1799
Boston, MA \erve Grant
Undergrasduare scholarship program
1171580 University of America 296 $100,000.0¢  Cash Grants 12759
Los Angeles, CA Active Grant
Graduate Sudies Progeam

Grand Total $832,638.00
(7 items)
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Repeat Grants

An alphabetical listing of Organizations that have received grants both the current and the
previous calendar year. Includes the Organization name and the total granted and paid figures
for the previous and current calendar year.

Fixed Criteria:

This report includes Organizations that received grants in both the previous and current
calendar years.

Repeat Grants

4/3/00

Organization 1999 2000

City, State Granted Paid Granted Paid
American Foundation for Children $75,500.00 $75,500.00 $52,500,00 S$25.000.00

New York. NY

The Children's Fund $73,950.00 $62,700.00 $26.250,00 SO.00
Washiogton, DC
Lower West Side Child Care Center $52,000.00 $2,000.00 $2.500,00 SS2.500,00

New York, NY

Ryan School of Medicine $161.900.00 S$160.500.00 S154.500.00 S1.400.00
Los Angeles, CA

Shea Dance Company $12,250.00 $12,250.00 $5.250,00 S8250,00
New York, NY

Feen Ald Center $36,000.00 £36,000.00 $3.500,00 S3.500.00
New York, NY
West Side Center $25,000 00 £25.000.00 S3.000,00 S3.000,00
New York. NY
Grand Total £436,600.00 8870.,708 OO $247. 500,00 964 650,00
(7 temns)
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Request History by Organization

The Request History by Organization report is similar to the Organization Profile report. It's the
same except for one key difference: The Request History by Organization report is sensitive to
Request criteria. For example, the report below was limited to matching and volunteer gifts.

Request History by Organization

6/21/2001

Abuse Prevention and Rehabilitation Fund
Abuse Prevention nnd Rehabilitstion Fund Elizabeth Laden, Program Director
430 Third Street (202) 555-2343

Washington, DC 20007
TYPE: Heaith & Human Services
BACKGROUND:

I'he Abuse Prevention and Rehabilitation Fund is » national organization which provides support for
programs which promote rehabilitation and edocation of domestic abuse victims.

Many of their programs focus on the development and evaluation of projects aimed at fostering the family's
ethical, social and nurntunng development

Disposition Date Requestod/ Paid to Date/ Fund

and Disposition Grantod Balance

1273001997 $100.00 $100.00  Foundation
Approved $0.00

Jth Quarter Matching Gifts, 1997

6/29/1998 $2.300.00 $2300.00  Foundation
Approved S0.00
Ind Quarter Matching Gifts, 1998

9728/1998 $300.00 $300.00  Corporanon
Approved $0.00
3rd Quarier Volumeer Gifts, 1998

QA Iues S4.000.00 S4.000.00 Foundution
Approved $0.00

Ind Quarter Matching Gifix, 1998
12500 1908 $200.00 $200,00  Corporabon
Approved $0.00

Jth Quarter Volunteer Gifis, 19958
71172000 $1.500.00 £1,500,00
Approved S0.00

20 2NN - Matehing Gifis

Abuse Prevention and Rehabilitation Fund Summary

Span: 1907 - 2000 Amount Declined: 000
Total Amount: SR.A00.00 Total Declined: 0
Total Grants: 3
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Request Labels - All Affiliated Contacts

This series of reports prints mailing labels to all affiliated Contacts for each Request included in
the report. The Organization’s mailing address is used.

Variations

Versions of this report sort the labels either by the Contact’s last name or the Postal Code in the
address, and print labels for the following Avery templates:

e 5160
e 5162
Ms. Joarme Collins M. Lawrence Johnson M. Patrick O'Neill
The National Children! s Project Longwood State Uriversity The National Children! s Project
629 West 53th Street 1204 Averne of the Americas 629 West 53th Street
New York, NY 10019 Suite 300 New York, NY 10019
New YVork, NY 10019
Mr. Oscar B. Syrius Ms. Virginia Appleton M. Raymond C. Austin
National Institute for Technical Leamning! Computers for Kids Compters for Kids
612 N. Eyeland Averme 111 E 57thStreet 111 E 57th Street
Suite 1009 Suite 200 Suite 200
New York NY 10019 Mew York, NY 10021 New York NY 10021
Mt. DougSmith Mr. Stanley Cohen Professor Edward Riley PhD.
United Federation Inc. Hiller State University Hiller State University
1004 Third Ave. 785 42nd Street 785 42nd Street
New York NY 10023 2ndFloar 2nd Floor
Boston, MA 14325 Boston, IMA 14325
Mr. John Clayton Mr. Charles Roberts Dr. Arata Rayce M.D.
The Childrer!s Fund The Children's Fund Arlington School of Denti sty
3400 Wisconsin Avere 3400 Wisconsn Averme 122 South Ave.
N.W. N.W. Atlington Hall
Washington, DC 20016 Washington, DC 20016 Los Angeles, CA 34253
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Request Labels - Primary Contact

This series of reports prints mailing labels to the Primary Contact of each Request included in
the report. The Organization’s mailing address is used.

Variations

Versions of this report sort the labels either by the Contact’s last name or the Postal Code in the
address, and print labels for the following Avery templates:

e 5160
e 5162

Ms. Kathleen Crispen
West Side Center
11 Wes End Ave.
New York NY 10011

M. David Moore

Lower Wegt Side Child Care Center
118 West 18th Street

New York, NV 10014

Iuls. Joanne Collins

The National Childrer!s Project
629 West 53th Street

New York NV 10019

Ms. Mar garet Neff
Brooklyn Ballet

14 Wegt 108th Street
New York, NY 10012

Mr. George Notingham
Teen A1dC enter

534 Broadway

New York, NY 10016

Mr. L awrence Johnson
Longwood State University
1204 Awenue of the Americas
Suite 300

New York, NY 10019
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Request Statistics

This report includes the following statistics for the Requests included in the report: total,
minimum, maximum, and average Grant Amount; the total number of Approved, Declined, and
Pending Requests; and the percentage of Requests that are Approved, Declined, and Pending.

Request Statistics

4/3/00

Total Grant Amount: $ 4.971.733.00
Maximum Grant Amount: S 500,000.00
Minimum Grant Amount: $ 100.00
Average Grant Amount: $ 16.910.66
Total Number of Grants: 224
Percentage of Requests Approved: 76.19%

Total Number of Declines: 53
Percentage of Requests Declined: 18.03%

Total Number of Pending: 17
Percentage of Requests Pending: 5.78%
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Requests by Sponsor

A list of Requests, grouped by the Contact identified as the “Sponsor” of each Request. Includes
the Disposition, Grant Amount, and Paid Amount of each Request.

Fixed Criteria:
Requests that have an affiliated Contact with the Role of “Sponsor.”

Requests by Sponsor

4/3/60
Primary Organization Disposition Grant Paid
Project Title and Date Amount Amount

Terry Brown

Sunflower House for Youth in Distress Approved $£56,100.00 £56,100.00
Sun Fruncisco, CA /899
General Operating Support

Total Terry Brown £56,100.00 £56,100.00
{1 item)
Mortimer Humphries
Brooklyn Ballet Approved $25,000.00 £25,000.00
New York, NY 99
For General Operating Suppor
National Institute for Technical Learning Coalition 50,000 00 0,00
New York, NY 122199
Y2K Educational Outreach
Total Mortimer Humphnes £75,000.00 £25,000.00
{2items)
Grand Total $131,100.00 $81,100.00

{3 items)
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Status of Requests Received

A comprehensive list of Requests grouped by the Staff member to which they are assigned.

Variations:

e by Staff
e by Staff including Sponsor

Status of Requests Received by Staff, including Sponsor
Requests frem February 2000

5/23/00
q Date Org Disposition Type Grant Payment Sponsor
and Amount  Project Title and Date Status Amount Paid
Kelly Goldberg
2/14/00 Shea Dance Company Pending Cash Grants £0.00 $0.00  Jones. Janct

$10,000.00  Tots on Stage

2300 Shea Dance Company Pending $£5.250.00 £0.00
$5.250.00  The 2000 Annual Banquet
$15,250.00 Total for Kelly Goldberg $5.250.00 $0.00
(2 items)
Sarah Sullivan
2/3/00 Abuse Prevention and Rehabilitation Fund  Pending Cash Grants $66,300.00 $0.00  Hollingsworth, Lamar
86630000 The connnued support for the ceater's Budgeted Line
Strategic Action Plan for abuse prevention Jiem
programs
27300 I'he National Children's Project Pending Cash Grants $28.560.00 £0.00
$28.560.00  To help sponsor "The Children of the World Budgeted Line
Conference Ttem
$94,860.00 Total for Sarah Sullivan £94.860.00 $0.00
(2items)
$110,110.00 Grand Total £100.110.00 £0.00
(4 items)
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Summary of Requests by Type, Disposition, and Status

A summary of Requests grouped by their Request Type, Disposition, and Request Status,
including subtotals of the Requested Amount and Grant Amount for each group.

Summary of Requests by Type, Disposition and
Status

4600
Type, Disposition, Request Grant
and Status Amount Amount
Cash Grants
Approved
Active Greant (30 items ) $1.545938.00 $1,295,935.00
Closed Grant (66 items} $2.603.125.00 S$2.616.12500
Total Approved (96 items) $4,149,063.00 $3,912,063.00
Declined
Board Declined (7 items) $235.000,00 S0.00
Immediate Declination {17 items) $220,150.00 000
Stuft Declined (23 items) $1,082.000,00 $0,00
Tatal Declined (47 iterns) $1.537.150,00 000
Pending
Budgeted Line Dem (2 iwemy) S19.870.00 $19.870.00
Considered for Board (6 items) SHY7 000,00 0,00
Initial Review (3 items) $22.500,00 $0.00
Total Pending {11 items) $739.370,00 $19,870.00
Total Cash Granls (154 ilems) §6.425,583.00 $3,931,933.00
Dinners and Events
Approved
Accepred (1] itemns) SH8. 100,00 $6K,100.00
Attended (2 items) $19.420,00 $19,420.00
Invited (1 1tems) S$25,560.00 S28,560.00
Tables to be filled (1 ftems) $26.250.00 £26,250.00
Tickets Donwted (| items} $15,300,00 $15,300.00
Total Approved (16 items) S157.630,00 $157.630.00
Declined
Declined (2 stems) SO0 (00 $0.00
Taota!l Declined (2 itemns) $6.000.00 L0.00
Total Dinners and Events (18 items) $161.630.00 $157.630.00
Grand Total $6.589.213.00 $4.089.563.00

(172 lems)
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Tax Status Verification

Shows tax status information for charitable Organizations that are associated with Requests. If
no tax status is on file, “Tax status not on file!” is shown in the Tax Status and Date column of
the report.

Fixed Criteria:
Organizations that are flagged as Charitable and associated with Requests.

Tax Status Verification

4/3/00
Organization Request iD Type, Disposition Requested’ Tax ID Tax Status Next Verify
Project Title Reference No.  and Status Granted Reg. Date and Date Date
American Foundation for Children £ ) Cash Grants $52,500.00 501c(3) 165 36402
New York, NY Approved

Endownment Campaign Active Grant
The Children’s Fund 302 Dinners and Events $26,250.00 10-000647 SOle(3) W1s2 143801
Washington, DC Approved 12978

Thie spomsorsiip of the "The 1999 Annual Tables to be fitled

Conference”
Lower West Side Child Care Center 33 Cash Grats $2.500.00 65-895742 S0le(3) 1246095
New York, NY Approved

After school program Active Grant
Ryan School of Medicine 07 Cash Grass $154.500.00 12-486932 S0leis) 2291
Los Angeles, CA Approved

The support of the "Charlex S, Godin Active Grant

Scholarship program
Shea Dance Company £ Cash Grants $5,250.00 57-200193 501e(3) 2022784 21101
New Yurk, NY Approvesd

The 2000 Annual Banguet Active Grant
Teen Aid Center 312 Cash Grams $3,500.00 13-58:2568 501e(3) 171528 153401
New York, NY Approved

Counxeling program for sehool violence Active Grant

victimy
West Side Center L1} Cash Grasts $3,000.00 34-958344 Sole(d) 1189 W00
New York, NY Approved

Computer lab update Active Grumt

Grand Total $247.500.00
(7 toms)
T
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Lists the top 20 grants, according to their Grant Amount, in descending Grant Amount value. As
with all reports, keep in mind that your search criteria also determine which grants are included

in this report.

Top 20 Grants by Grant Amount

4/3/00
Grant Organization Grant Paid
Amount Project Description Date To Date
§ 500,000.00 Hiller State University 1207199 SS00.000,00
Baoston, MA
Undergraduate scholaesiip program
$ 250,000,00 I'hie Nathonal Children’s Project 122219 S250,000,00
New York, NY
Funding for new daycare center
£ 250,000 00 Sunflower House for Youth in Distress 6396 $250,000,00
San Prancisco, CA
The construction of a new halfway house for pregnant deens
§ 23500000 Kids With AIDS Research Center V9198 $235,000,00
New York. NY
Camp Hope Swmmer Program
$ 154.500.00 Ryan School of Medbcing RM9 S154.500.00
Los Angeles, CA
The support uf the "Charles S. Godin® Scholarship program
§ 154.500,00 Ryan School of Medicine 324000 .00
Los Angeles, CA
The support of the "Charlex S. Godin® Scholarship program
$ 150,000.00 Ryan School of Medicine 6998 S150,000,00
Los Anpeles, CA
The establishinent of the “Charles S, Godin" Scholarship program
$ 15000000 The Natlonal Children's Project 321096 $150,000.00
New York. NY
The “Children of the next Millenuen" project
$ 125,000.00 National Institute for Technical Learning Coalition 608 S125.000,00

$ 12500000

$ 120,000,00

New York. NY
“Building Bridges” Program

Ryan School of Medicine
Los Angeles, CA
The expansion of the chuld abuse rreatment program

Fast Side Learning Center
New York, NY
Tive School 10 Work Transition Pragram

o197

12727196

S$125.000,00

S120.000,00

§ 100,000.00 University of America 1207199 S100.000,00
Los Angeles, CA
Graduare Sudtes Program
I

290



GIFTS Online 5.1 User’'s Guide

About Requirements Reports

This chapter describes the standard Requirement reports included with GIFTS Online.

Pending Proposal Checklist

A report listing the Requirements due on Pending Requests. The Project Title, Request Date and
the Meeting Date are included for each Request.

Fixed Criteria
Requirements associated with Requests with a Disposition of Pending.

Pending Proposal Checklist
4/4/04

Organization Name Request Meeting Request ID
Project Title Date Date Ref. No.
Adventure Club of Manhattan 29/04 298.01
Extreme Sport Marathon
Due Done  Requirement Type Staff Notes
DI04 2404 Audited Fin'l Statement Colette Rogers
YIVod  218/04  Audited Fin'l Statement Colette Rogers Financial statement they sent reflected

2001-02 year. CR spoke with
Adnenne about this on 21804 and
everything 1s OK

2IV04 2404  List of Board Members Colette Rogers
2103 24004 List of Other Funders Colette Rogers
2104 Organization Operating Budget Colette Rogers Sent E-mail reminder on 3/3104
YH/O4 2904 Project Budget Colette Rogers
Brooklyn Ballet 313104 314
2004 Fall season
Due Done  Requirement Type Staff Notes
32004 320004 Audited Fin'l Statement Colette Rogers
320004 320004 List of Board Members Colette Rogers
3720004 List of Other Funders Colette Rogers
320004 Organization Operating Budget Colette Rogers
320004 320004 Project Budget Colette Rogers Not Needed for GOS grants
The Children's Fund 22704 233.01
General Operating Support
Due Done  Requirement Type Staff Notes
29/04 2204 Audited Fin'l Statement Lee Williamson
29/04 2204  List of Board Members Lee Williamson
29/04 List of Other Funders Lee Williamson
29/04 32204 Orgamization Operating Budget Lee Williamson
29/04 2204 Project Budget Lee Wilhamson
Lower West Side Child Care Center 4404 293.01

Summer School Program

Due Done  Requirement Type Staff Notes
411004 Audited Fin'l Statement Kelly Goldberg
41004 List of Board Members Kelly Goldberg
41104 List of Other Funders Kelly Goldberg
41004 Organization Operating Budget Kelly Goldberg
41104 Project Budget Kelly Goldberg

Grand Total (4 items)
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Requirements Completed

Produces a list of completed Requirements.

Variations:
e by Date
e by Organization
e by Program Area
e by Staff

Fixed Criteria:
Requirements with a status of Done.

Requirements Completed - By Date
Done Date is on or after 2/10/2004
4/4/04
Received Organization Name Requirement Payment
Date Project Title Received Requirement  Notes
2/18/04 Adventure Club of Manhattan Audited Fin'l Statement No Financial statement they sent
reflected 2001-02 year. CR
spoke with Adrienne abowt this
on 21804 and everything is
OK
Extreme Sport Marathon
217/04 National Institute for Technical Learning Coalition Challenge Yes NITLC is required to Raise
$250,000 1n order for payments
to be released
WV Educational Outreach
220004 Brooklyn Ballet Project Budget No Not Needed for GOS grants
2004 Fall season
220004 List of Board Members No
272004 Audited Fin'l Statement No
222/04 The Children's Fund Organization Operating No
Budget
General Operating Support
4/304 Ryun School of Medicine Progress Report Yes Progress report must include
student GPA. Any Student with
a GPA under 2.5 must be sent
probation letter
Charles 8. Godin Scholarship program
Grand Total (7 items)
1
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Requirements Due

A chronological list of Requirements with a Status of Scheduled.

Variations:

e by Date

e by Organization
e by Program Area
e by Staff

Fixed Criteria:
Requirements with a status of Scheduled.

Requirements Due - By Staff

4/4/04

Organization Name Requirement Due Payment

Project Title Due Date Requirement Notes

Lee Williamson

Arlington School of Dentistry Progress Repor &6/7/04 Yes
The Support for the Restoration of the School of Dentistry
Library

The Children's Fund List of Other Funders 2/8/04 No LW - 31504 Left message that we

cannot review application until this
mformation is received
General Operating Support

Total Lee Williamson (2 items)

Sarah Sullivan
Brooklyn Ballet Progress Repon 331/04 No
Snowflake Ball
Progress Report /15004 No
The sponsorship of a table for the "Taste of the Orient™
Gala Dinner Event
Progress Report 91504 No

Total Sarah Sullivan (3 tems)

Grand Total (5 items)

Requirements Received by Date

A chronological list of Requirements that have been marked as received from the grantee, but
have not yet been marked as done.

Fixed Criteria:
Requirements with a status of Received.
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About hGrant Reporting

The optional hGrant reporting tool allows GIFTS Online customers the ability to participate in
the Foundation Center’s Grantsfire project.

What is hGrant?

hGrant was developed as part of the Grantsfire project to help foundations:

® Publish their grants information to the Web so it is easier for nonprofits to find grant
information

¢ Access timely information about what projects and areas of focus are being funded in the
nonprofit sector, and

¢ Create an online vehicle that will enable them to be more transparent about their grant
making

Publishing using hGrant allows third-party software to read grants information and aggregate it
on a central database.

Grant feeds published by any foundation using the Foundation Center’s hGrant Reporting
program are available to the public, for free, at www.glasspockets.org, the Center’s online portal
that champions transparency in the philanthropic sector.

To find out more about the Foundation Center’s Grantsfire project and consider joining go to:
http://foundationcenter.org/grantmakers/hgrant.html.

For more information, contact hgrant@foundationcenter.org.

Enabling the hGrant Feature

To enable the hGrant feature, you must email a request to MicroEdge at
services@microedge.com.

Configuring Classification Codes

For compatibility with Foundation Center’s hGrant format, your geographical code levels must
be arranged in a specific way as shown below. If your levels are not currently set up this way
they can be changed using the Admin > Classifications tool.

NOTE: Country is taken from the Organization Country on the Request.

Geographical Area Served

Level Description Name Example

1 Intra Country Region Northeast US, Northern Canada etc.
2 State or Province New York

3 County Kings County
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4 City Brooklyn

5 Neighborhood Park Slope

hGrant Report Requirements
The following conditions are required to run the hGrant Report:

¢ The hGrant Report XML can only be generated for Approved grants.

¢ There are required fields specified by hGrant.
o City and State in both the grantor organization and grantee organization
o Project Description in the Request

o Grant Amount in the Request

Running the hGrant Report

Accessing the hGrant Report
NOTE: If this feature is enabled, the menu option will only be visible to Grant Managers and
Administrators.

This new functionality will be access through the Actions menu with a new option named hGrant
Reporting on Request search result pages and Related Requests lists.

Mew Launch Admin Actions

%) ) )

hGrant Reporing | Update Type And  Update Meeting Update Project
Status Date Description

When you select one or more Requests in the search results and then select Actions > hGrant
Report, the following form opens:
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hGrant Reporting

Filz Name

3 Requests worth $29,000.00.
[ ] Ready (2) Warnings (1) Errors (0)

D Status

Ay 814 Request [814]: This request has already been exported to an hGrant export file.

GRANTOR ORGANIZATION

Model Company Foundation
New York, NY
26

@ Browse

Create k‘ Cancel

Field Name

Description

File Name

[Required] This file will contain the hGrant data and will be uploaded to
the hGrant site.

Click the Browse button to open a Windows browse form in order to
specify:

* The location you wish to save the XML file
¢ The name of the new XML file

NOTE: The location of the file must be on your local workstation or
network. These files cannot be stored on the GIFTS Online servers.

The system will create an XML file with the name and location indicated. If
a file with the same name is found in that location, you are prompted to
confirm overwrite or cancel.

The generated XML file can then be uploaded to Foundation Center to
make the information public.

Grantor Organization
Card

A grantor organization must be defined for inclusion in the vCard* block of
the XML file.

For this reason, you should create an Organization record for your
organization. If multiple entities are involved, multiple Organization
records should be created so the options will be available when the hGrant
Report is run.

Clicking the magnifying glass lookup icon will open an hGrant Organization
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search form allowing you to find other organizations in your database to
assign as the Grantor.

NOTE: *vCard is a file format standard for electronic business cards. vCards are often
attached to e-mail messages, but can be exchanged in other ways, such as on the World
Wide Web or instant messaging. They can contain name and address information, phone
numbers, e-mail addresses, URLs, logos, photographs, and audio clips.

Number of Requests | Below the File Name will be displayed the number of Requests selected
and Total Amount and the total grants amount.

Process Monitor The process monitor area serves to list any ‘pre-processing’ warnings or
errors. After creating the XML file, this area will list all successful exports
with the Request ID and the status of Exported.

Create Click this button to create the XML file containing the selected Request
data.

This button will be disabled if:
No File Name is entered
The Grantor Organization is not set

The Process Monitor shows errors that must be addressed

Cancel Closes the hGrant Reporting form without creating the XML file.

Successful XML Creation

Once a File Name is entered and a Grantor Organization is set, if there are now errors listed, you
can click Create to generate the XML hGrant file.

The Process Monitor will look similar to the sample below:

rhlGra-zmt Reporting
Export to hGrant succeeded. 2 Requests exported for a total of $25,000.00.
Successes (2) Warnings (0) Errors (0)
ID Result
i 816 Request exported successfully.

i 815  Request exported successfully.

Activity History

For every hGrant Reporting export, one activity record will be created.
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Note that Organization, Contact, Request, and Payment will be blank because this activity record
represents the entire batch.

If a particular request is re-exported, the Export_ID will be replaced with the new Activity.ID. For
that request, the Export_ID will only reference the latest export. Reference to the old Activity.ID
is lost.

Setting Up News and Social Media Feeds for hGrant

If your organization has established News and Social Media sites or an RSS feed available for
sending out updates and alerts to subscribers, they can be entered in www.glasspockets.org
when you set up your foundation profile.

RSS feeds:
[http:// |

Does the foundation use RSS feeds to send alerts and updates about its work?

Potential applicants or other people involved in charity can then subscribe by accessing the
Foundation Transparency 2.0 list and clicking on your appropriate link.

Foundation Name Total ¥ Total Fiscal Transparency Tools
Assets Giving Year
The West 54th Street Foundation 450,877,291 $245,800,350 | 12/31/10 )
\J RSS Feed

v Knowledge Center

-_l.'! RSS Grants Feed

NOTE: MicroEdge does not provide support for the updating of your social media pages, RSS
feeds, or similar features. Please contact your internal IT department or glasspockets.org
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About Batch Updates

In GIFTS Online, batch update processes are available from both the Search Results page and
from the Related List grid.

This allows you to check/select multiple records on the list and perform the same action on
them.

There are several actions currently available in GIFTS Online:

Record Type Action

Organization Update Coding Sheet
Contact Update Coding Sheet
Request Update Coding Sheet
Request Update Request Type/Status
Request Update Meeting Date
Request Update Staff Assignments
Request Update Project Assignments
Payments Update Codes

Processing Batches

In GIFTS Online, a window with a “Processing” bar will display indicating the progress of the
action. This window includes a Cancel button. If you click Cancel before the process is complete,
the remaining records will remain unprocessed, the summary will display indicating the counts
for the records processed so far.

Processing...

Show Results Cance

T T T

The process monitor displays the type and ID of each record, followed by a message in the log.
The process monitor will have Print and Save options.
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Rollback to Pending complete. X
Print Save
¥, 4 Success ¥, 0 Error ¥, 0 Warning
Result
@ Request (721): Rollback to Pending completed successfully.
@ Request (731): Rollback to Pending completed successfully.
@ Request (725): Rollback to Pending completed successfully.
E @ Request (723): Rollback to Pending completed successfully.
b
[
i

Batch Update for Organizations

From the Organizations search results page the Actions menu allows you to Update Coding
Sheet.

- New Launch Admin Actions
¥ MicroEdge GIFTS

0

Roquests rgantzations ntact * TUpdate Coding |  Check Watchists
Woeicome, JP Sheet

»

»

1.4l Organizations
| Organization Quick Find for 'a'

Change this search | Save ths search

View I<Selec1> ¥ Options | <Select> v

O Organization Primary Contact AKA Legal Name

National Organizatons For Youth Safety  Martn Doyle NOYS National Organizations For Youth Safety N
7371 Atias VWakway 109 Tet (703) 555-4366
Ganesvile, VA 20155 doylem@noys org

Abbotsford Christisn School Society,

Abbotsford Chrstian School Society,
35011 O Clayburn Ra

Abbotsford, BC V2STL7

Canaca
Abuse Prevention and Rehabitation Fund  Elzabeth Lawson Abyse Prevention and Rehabitation Fund

440 Third Street Tet (202) 555-2343

Washingtea, DC 20001 Fax: (202) $55-2300

lawsone@adusepreventonfund org
O of Manhattan Cuub “Avant.Tour Adventure Cub of Manhattan
treet
(] Arington Scheol of Dertstry Frankin State Universty Arington School of Dentistry
uth Ave

Los Angeles. CA 34252 raysea@franiinstatouniversty org

To perform this action:

1. Do a Quick Find or Full search for Organizations.
Select more than one organization record from the search results page.

3. Go to Actions > Update Coding Sheet. (You may need to slide the menu over to see the
option.)

N
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Make changes to the Update Organization Coding Sheets form as necessary. (See table
below for description of options.)

*
Update Organization Coding Sheets X
Update Mode () Add a code Add as primary
) Remove a code Remove all subcodes
(_) Make an existing code primary
(*=) Replace a code
Category Organization Type v
Code Select a Code Education
Replacement Code Select a Code Education / College
l Update D\l Cancel
| > |
Option Description

Update Mode

Required. The user must choose one of the following options.

e Add a code - this will add the selected code to any other codes
already specified. When this radio button is selected, the
associated “Add as primary” option will be enabled (default
unchecked.)

e Remove a code — this will remove the value from the Coding
Sheet. When this radio button is selected, the associated
“Remove all subcodes” option will be enabled (default
unchecked.)

e Make an existing code primary — this will take the selected value
and set the Primary flag to true, while changing the primary flag
to false for the value that is currently the primary

e Replace a code — when this option is selected, the user will
supply both a current code, and another code to replace it with.
Clicking this radio button also makes visible the Replacement
Code prompt.

e Add as primary - adds the selected code value as the primary.
Only enabled if Add a code is selected.

e Remove all subcodes - removes all subcodes leaving only the
primary code value. Only enabled is Remove a code is selected.
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Required. The Coding Sheet category to be addressed. Includes all of

Category the Categories defined for the record type being updated.
The value chosen here will determine the options available in the Code
and Replace Code drop-downs.

Code Select the desired value(s) in the chosen Category by clicking the Select

a Code button.

If the mode is Add, inactive codes are excluded. Otherwise, inactive
codes are included, and the descriptions of the inactive codes are
followed by“ (inactive)”.

Click Update to begin processing the update to the Organization records you selected.
You will be prompted with a confirmation message. Click Yes to continue or No to cancel.

,v

®

Update Organization Coding Sheets X

You have chosen to add the code Community Improvement
Organization te 3 Organizations. There is no undo for this process.
Continue?

Yes No

Once complete, the progress monitor will display the number of Successes, Warnings,
and Errors along with the ID of each record and a short result message. Click OK to return
to the search results page.

r R |
Update Organization Coding Sheets X
complete.
\v] Successes (3) Warnings (0) Errors (D)
1D Result
i 45  Code replaced successfully.
i 2 Code replaced successfully.
i 29  Code replaced successfully.
ok
B ol
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Batch Update for Contacts

NOTE: A custom code table must be assigned to the Contact edit form before this option can be
utilized. By default the Contact edit form does not have any table assigned to the Coding
section.

From the Contacts search results page or Related List grid the Actions menu allows you to
Update Coding Sheet.

New Launch Admin Actions

# MicroEdge GIFTS Find Full search

* NUpdale Coding| Check Watchissts  Review Watchiists *
Shoet

Welcome, JP

"= Contacts
Contact Quick Find for 'a'

Change this search | Save this search

View I(Selecb ¥ Options [(Selecb v,

O NamePhoneType Primary Address Organaton/Ttie/Roke SourceDacpinesiNotes
™ 122 South Ave Arington School of Dentistry o
Arington Hal {Employes)

Los Angeles, CA 34253

£24 Broadway Teen Ald Center
Newark, NJ 07105 Drectoe
({Employee.

819 W, S4tn Street
10th Floor
New Yoek, NY 10019

achasrenstheatre org San Francisco, CA 56078

To perform this action:

1. Do a Quick Find or Full search for Contacts or display a Related list of Contacts.

Select more than one Contact record from the list.

3. Go to Actions > Update Coding Sheet. (You may need to slide the menu over to see the
option.)

4. Make changes to the Update Contacts Coding Sheets form as necessary. (See table below
for description of options.)

N
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~
Update Contact Coding Sheets X
Update Mode (*) Add a code () Add as primary
() Remove a code Remove all subcodes
(_) Make an existing code primary
() Replace a code
Category  (No Selection) > O
Code - O
Cancel
Option Description
Update Mode Required. The user must choose one of the following options.

e Add a code - this will add the selected code to any other codes
already specified. When this radio button is selected, the
associated “Add as primary” option will be enabled (default
unchecked.)

e Remove a code — this will remove the value from the Coding
Sheet. When this radio button is selected, the associated
“Remove all subcodes” option will be enabled (default
unchecked.)

e Make an existing code primary — this will take the selected value
and set the Primary flag to true, while changing the primary flag
to false for the value that is currently the primary

e Replace a code — when this option is selected, the user will
supply both a current code, and another code to replace it with.
Clicking this radio button also makes visible the Replacement
Code prompt.

e Add as primary - adds the selected code value as the primary.
Only enabled if Add a code is selected.

e Remove all subcodes - removes all subcodes leaving only the
primary code value. Only enabled is Remove a code is selected.

Required. The Coding Sheet category to be addressed. Includes all of
Category the Categories defined for the record type being updated.

The value chosen here will determine the options available in the Code
and Replace Code drop-downs.
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Code Select the desired value(s) in the chosen Category by clicking the Select
a Code button.

If the mode is Add, inactive codes are excluded. Otherwise, inactive
codes are included, and the descriptions of the inactive codes are
followed by“ (inactive)”.

Click Update to begin processing the update to the Contact records you selected.

You will be prompted with a confirmation message. Click Yes to continue or No to cancel.
Once complete, the progress monitor will display the number of Successes, Warnings,
and Errors along with the ID of each record and a short result message. Click OK to return
to the search results page.

Batch Updates for Requests

From the Requests search results page or Related links grid the Actions menu allows for the
following batch updates:

Update Coding Sheet
Update Request Type/Status
Update Meeting Date
Update Staff

Update Project Description

Update Coding Sheet

To perform a batch Request Coding Sheet Update:

1.
2.
3.

Do a Quick Find or Full search for Requests or display a Related list of Requests.

Select more than one Request record from the list.

Go to Actions > Update Coding Sheet. (You may need to slide the menu over to see the
option.)

Make changes to the Update Request Coding Sheets form as necessary. (See table below
for description of options.)
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Update Request Coding Sheets

Update Mode (+) Add a code () Add as primary
() Remove a code Remove all subcodes
(_) Make an existing code primary
) Replace a code
Category | Geographical Area Served v
Code Select a Code ! <No Selection> O
Cancel
Option Description
Update Mode Required. The user must choose one of the following options.

e Add a code - this will add the selected code to any other codes
already specified. When this radio button is selected, the
associated “Add as primary” option will be enabled (default
unchecked.)

e Remove a code — this will remove the value from the Coding
Sheet. When this radio button is selected, the associated
“Remove all subcodes” option will be enabled (default
unchecked.)

e Make an existing code primary — this will take the selected value
and set the Primary flag to true, while changing the primary flag
to false for the value that is currently the primary

e Replace a code — when this option is selected, the user will supply
both a current code, and another code to replace it with. Clicking
this radio button also makes visible the Replacement Code
prompt.

e Add as primary - adds the selected code value as the primary.
Only enabled if Add a code is selected.

e Remove all subcodes - removes all subcodes leaving only the
primary code value. Only enabled is Remove a code is selected.

Required. The Coding Sheet category to be addressed. Includes all of the
Category Categories defined for the record type being updated.

The value chosen here will determine the options available in the Code
and Replace Code drop-downs.
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Code Select the desired value(s) in the chosen Category by clicking the Select
a Code button.

If the mode is Add, inactive codes are excluded. Otherwise, inactive
codes are included, and the descriptions of the inactive codes are
followed by“ (inactive)”.

5. Click Update to begin processing the update to the Contact records you selected.
6. You will be prompted with a confirmation message. Click Yes to continue or No to cancel.

7. Once complete, the progress monitor will display the number of Successes, Warnings,
and Errors along with the ID of each record and a short result message. Click OK to return
to the search results page.

Update Request Type/Status
To perform a batch Request Type/Status Update:

1. Do a Quick Find or Full search for Requests or display a Related list of Requests.

2. Select more than one Request record from the list.

3. Go to Actions > Update Type and Status. (You may need to slide the menu over to see
the option.)

4. Make changes to the Update Request Type and Status form as necessary.
$OTE: The Change Type to field is required.

X

Update Request Type and Status

Change Type to  Cash Grants v
Change Status to v

\ OK % Cancel

| N
5. Click OK to continue.

You will be prompted with a confirmation message. Click Yes to continue or No to cancel.
7. Once complete, the progress monitor will display the number of Successes, Warnings,
and Errors along with the ID of each record and a short result message. Click OK to return
to the search results page.

o
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Update Meeting Date
To perform a batch Meeting Date Update:

1.
2.
3.

o

Do a Quick Find or Full search for Requests or display a Related list of Requests.

Select more than one Request record from the list.

Go to Actions > Update Meeting Date. (You may need to slide the menu over to see the
option.)

Make changes to the Update Request Meeting Date form as necessary.

Clear - Removes the current meeting date.

Update to - changes the meeting date to the one selected.
r h |
Update Meeting Date X

Update Mode ( ) Clear

(¢) Update to  12/22/2011

OK [k Cancel
LS > |
Click Update to continue.
You will be prompted with a confirmation message. Click Yes to continue or No to cancel.
Once complete, the progress monitor will display the number of Successes, Warnings,
and Errors along with the ID of each record and a short result message. Click OK to return
to the search results page.

Update Staff Assignment
To perform a batch Request Staff Assignment Update:

1.
2.
3.

Do a Quick Find or Full search for Requests or display a Related list of Requests.

Select more than one Request record from the list.

Go to Actions > Update Staff Assignment. (You may need to slide the menu over to see
the option.)

Make changes to the Update Staff Assignments form as necessary.

Change Staff to - Select a new staff member to assign the records to.

Update Activities/Requirements:

Open - select this option to update Open related Activities and Requirements of the staff
change. You can specify to update records that are Overdue, Due, or Both.

Closed - Select this option to only update closed Activities and Requirements with the
new staff change.
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*
Update Staff Assignments X
Change Staffto  Jay Weisman v
Update Activities/Requirements (v] Open (») Overdue () Due () Both
(] Closed
Update & Cancel
| N <)

Click Update to continue.

You will be prompted with a confirmation message. Click Yes to continue or No to cancel.
Once complete, the progress monitor will display the number of Successes, Warnings,
and Errors along with the ID of each record and a short result message. Click OK to return
to the search results page.

Update Project Description
To perform a batch Request Project Description Update:

1.
2.
3.

Do a Quick Find or Full search for Requests or display a Related list of Requests.

Select more than one Request record from the list.

Go to Actions > Update Project Description. (You may need to slide the menu over to see
the option.)

Make changes to the Update Project Description form as necessary.

Clear - to clear the project description on all records.

Overwrite - to replace the current project description with the new content.

Append - to add the new content either Before or After the current description.
Separated by a - Only enabled if Append is selected. Allows you to select how to separate
the old from the new content. (blank Line, Carriage Return, Space, or Tab)
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Description field - Enter the new project description information here.

Update Project Description X

Update Mode () Clear
() Ovenrwrite
(+) Append (=) Before () After
Separated by a Blank Line v

Parent organization XYZ.|

h |
5. Click Update to continue.
You will be prompted with a confirmation message. Click Yes to continue or No to cancel.
7. Once complete, the progress monitor will display the number of Successes, Warnings,
and Errors along with the ID of each record and a short result message. Click OK to return
to the search results page.

o

Batch Updates for Payments

From the Payments search results page or Related List grid the Actions menu allows you to
Update Codes.

; New Launch Admin  Actions
#MicroEdge GIFTS e

Full search 2
B‘

: s o i yon Generate Letter | Lipdate Cooes
Welcome, JP

~
/
&" payments
Payment Quick Find for 'p'
Change this search | Save this search
View [cSelect) ~ Options {(Seiecb v
[J StatusDate Amount PayeeReference FundMotes /]
Schedulea 100 Organization with no primary contsct Foundation 910 N
Scheduled: 121212012 Request [716]
[7] Scheduied 10,000 Abuse Prevention and Rehabitaton Fund  Foundation 900
Scheduied: 1782010 Request [682)
[ Ccancews 40000 Abuse Prevestion and Rehabitation Fund  Foundation 898
Scheduled 182010 Request (520} fol apart s0CONd payment
canceied and grant amended
[ contingent 75000 for Peace Foundation 891
Schedvied /152009
O 10,000 d Rehabitation Fund  Foundation 859
Paid 40,000 Abuse Preventon and Rehablitaton Fund  Foundation 897
Scheculed 7/15/2009 Request 1620}

To perform a batch Payment Codes Update:

1. Do a Quick Find or Full search for Payments or display a Related list of Payments.
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Select more than one Payment record from the list.

Go to Actions > Update Codes. (You may need to slide the menu over to see the option.)
Make changes to the Update Payment Codes form as necessary. (See table below for
description of options.)

1
Update Payment Codes X
Category Payment Type v
Update to | Cash| v

‘ OK [:g Cancel
—

Option Description

Category Required. The Coding Sheet category to be addressed. Includes all
of the Categories defined for the record type being updated.

The value chosen here will determine the options available in the
Update to drop-down.

Update to Select the desired value(s) in the chosen Category by using the
drop-down menu.

Click OK to begin processing the update to the Contact records you selected.
You will be prompted with a confirmation message. Click Yes to continue or No to cancel.

Once complete, the progress monitor will display the number of Successes, Warnings,

and Errors along with the ID of each record and a short result message. Click OK to return
to the search results page.
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Percentage Coding in Batch Updates

The following rules to functionality apply to GIFTS Online Batch Updates to support percentage
codes.

Add Code

When a code is added, the following rules apply:

e Ifacodeis added as a secondary code, it will be set at 0%.
e Ifacodeisadded as a primary code, the following will apply:
o If there are no existing codes, it will default to 100% with full Request/Grant
amount.
o If a primary code already exists at 100%, the new primary code will be set to 100%
with full Request/Grant amount. The old primary code will be set to 0%.
o If the request has an existing code at less than 100%, the new primary code will be
added at 0% and the user will need to adjust the value manually.

Remove a Code

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

e If the code is secondary, its allocation will be added to the primary code.
e |[f the code is primary, its allocation will be added to whichever code becomes the
primary.

Make a Code Primary

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

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

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

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

Through GIFTS Online, you can view and edit documents associated with Organization, Request,
Contact, and Affiliation records.

Documents are displayed in Organization, Request, Contact, and Affiliation edit forms.
This section contains the following topics:

About Documents

Viewing Documents

Editing and Replacing Documents

Uploading External Documents

Working with Document Activities

About Documents

This topic covers basic elements of understanding how to work with documents in GIFTS Online.

Documents in GIFTS Online

Documents found in GIFTS Online can originate three different ways:

e From online grant seekers and grantees attaching files to grant applications and online
report forms.

e From users at your organization generating emails, letters, and write-ups which they save
to the system.

e From users uploading external documents to attach to Requests or Organizations already
in the system.

Once in the system, however, they can all be viewed, edited, replaced, and deleted the same
way.

Documents and Document Activities

When discussing documents in GIFTS Online, it's helpful to keep in mind that each "document"
is really comprised of two elements:

e The document file itself - an MS Word file of a letter you generated, or a PDF submitted
by an online applicant.

e The Document Activity - an GIFTS Online record which captures information about the
document file. For example, the date it was created, or the name of the document's
author.

Working with documents in GIFTS Online means working with both documents (the files) and
Document Activities.
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Related Documents

A link to related Documents is found on the edit forms for Organizations, Requests, and
Contacts.

The Document edit form contains the following information:

e What/When: Where the document originated from.

e Title/Subject: The document title and related record ID.
e Author: The document author, if one has been provided.
e Reference: Displays related Contact information.

¢ File Name/Notes: Displays any notes entered and the filename.
e Status: Checked In, Checked Out, etc.
e Audit: Information regarding who created or modified it.

You can also use the three filters on top to narrow down the list by Type, Title, or Keywords.

Viewing Documents

You can view documents affiliated with Organizations, Requests, or Contacts by going to the
desired record's edit form and then clicking on the related Documents link. Once the list of
documents is displayed, you can double click on the desired document to open its edit form.

Click the filename to open the file for viewing.

= GIFTS Online - Document - (California Division, 4781) - Windows Internet Explorer

gogiftsonline.com,

Actions
% ~ »
& Document - (California Division, 4781) & 9 8 &
View Document Remove Lock Check Out
E ment Document
DETAIL poctment ORGANIZATION
Date | 9/15/2011 5 US East Foundation
Document i New York, NY
File Name Recletter!.docx 44 [ 00-56238
Title  Recommendation Letter Qv w
Subject US East Foundation (Request [726])
REQUEST
Author Declined 10/1/2011
$20,000.00
Keywords Clean Up the Parks of San Jose
726
Notes Test
Qow
CONTACT
Long Notes & JP Sanguancheu
Foundation Executive
(646) 237-3932
jsanguancheu@microedge.com
Shareable? Q v % =x
Cancel
@ (California Division,...
Done elntemet 3 v R100% -~
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NOTE: You can also find a document by searching for it through the related Activities link.

NOTE: You can save a local copy of the file once it is open, but your changes will not be reflected
in the copy in GIFTS Online. Click here for information on making and saving changes in an
online document.

To view a file, you must have software capable of opening the file type on your computer. For
example, you can only view a PDF if you have Adobe Reader installed.

You can still view documents even if another user has it checked out. However, you cannot see
that user’s changes until he or she checks the document back in.

Editing and Replacing Documents

Whether a document was submitted by a grantee, uploaded by you or another user, or
generated as a letter or write-up, you can make changes by editing or, if need be, replacing the
file.

Whether you can edit a document directly in GIFTS Online depends on meeting both of the
following criteria:

e The document is a Microsoft Office file - e.g., Word, Excel, PowerPoint.
e You are using Internet Explorer 9 or later.

Otherwise, to make changes, you have to save a copy locally, then upload it as a replacement.

Editing Microsoft Office Documents with Internet Explorer

If you are using Internet Explorer as your GIFTS Online web browser, you can edit a Microsoft
Office document by doing the following:

1. Navigate to the Request, Organization, or Contact edit form and click the related
Documents link.

2. Inthe Action column, click Check Out. The document is checked out. The Status column
will alert other users who checked the file out and when. Those users can view the
document as it was when checked out.

3. Click Edit Document. The document opens.

Edit the document as necessary, and then save and close it.

5. From the Document dashboard part, click Check In.

e

IMPORTANT: Your changes cannot be viewed by other users until you check it back in.
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Replacing Non-Microsoft Office Documents, or Any Document
Using Firefox/Safari

If you are using a non-IE web browser, or you are working with a non-Office document, like a
PDF, you cannot edit the file directly. You can download a local copy and then upload any
changes as a replacement.

1. Inthe Action column of the Document dashboard part, click View Document, then click
Save. Choose a location for the document copy and click Save.
2. Launch the appropriate application and open the document copy that you just saved.

w

Edit the document as necessary.

Save the edited document locally, and then return to GIFTS Online.

5. Inthe Action column of the Document dashboard part, click Upload Replacement. The
Edit Document Activity dashboard part appears.

E

Actions
& Document - (New York Division, 173) 4 ]
View Document [ULEL]
Mail checked out by user MEPS05 on 11/7/2011 Replacement
pE Document ORGANIZATION
Date | 11/7/2011 Lower West Side Child Care
Document . Center
File Name New York, NY
Replacement File Name @+ Browse @ Tl eE)
v
Title Testing Decline Letter aw
Subject Declination -- Request [502] REQUEST
Declined 11/8/2011
Author Nehama Karp $30,000.00
Zero To Three Project
Keywords 502
Notes. L
CONTACT
David Moore
Long Notes B Program Director
(212) 394-9335
moored@Iwscece.org
Q v
Shareable? []

6. Click Browse and locate the edited document.

7. Select the edited document and click Open. The document path appears in the field next
to the Browse button.

8. Enter any other information in the other Document Activity fields, and then click Save.
The Document Activity page appears.

NOTE: Click here for more information about working with Document Activities.
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°
Uploading External Documents
You can attach an external document file to an Organization or Request record in GIFTS Online.

For example, suppose after receiving an online application from a grant-seeking organization,
you call them to ask they send an Excel spreadsheet detailing their annual budget for next year.
They send it to you as an email attachment. You can upload and link that document to their
Organization record, or to the Request record for the proposal.

To upload a document and link it to an Organization or Request:

1. Go the Organization or Request edit form for the record to which you want to attach the
file.

2. Inthe New menu, click Document.

3. Inthe Document - New form, fill in the fields as needed.

& Document - (new)

External Document
DETAIL Document ORGANIZATION
Date EFEFAGE Lower West Side Child Care
Document . - Center
File Name @+ Browse [\ New York, NY
18/ 65-895742
Title
Qwvw
Subject  Lower West Side Child Care Center (Request [T36])
REQUEST
Author Approved 3117/2010
$5,000.00
Keywords Annual Fashion Show
Notes i
Qe
Long Notes = Satiech
David Moore
Program Director

(212) 394-8885
moored@Iwscee.org

Shareable? Qv wx

4. Click Browse and locate the document.
5. Select the document and click Open. The document's file name appears in the field next

to the Browse button.
6. Enter any other information in the other Document Activity fields, and then click Save &
Close. The Document Activity page appears.

NOTE: Click here for more information about working with Document Activities.
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Working with Document Activities

A Document Activity captures data about a document in GIFTS Online. The Document Activity
can be accessed by searching Documents in the Full Search Query Builder. You can also access
the Document Activity by clicking the date link in the related Documents list for Organizations,
Requests, and Contacts.

Document Activity Detail Page
Title

Across the top span of the page, the Title dashboard part shows the Title and file name of the
document.

Actions menu
Available actions are detailed below.

Available Actions =

@ Edit Actwity

G:} Delete Actrity

@' Change Contact

(¥} Generate Letter Comespondence

(¥} Generate Ema Comespondence

Document Activity
This contains all the data about the document file.

Decurmint Activity

Type Extemnal Document
Dione Date 31672010
Letter File Mame IF.SDeterminationLetter_ver 3 pdf
Latter Title

Latter Subject Children Imemational (Request [T61])
Letter Author

Latter Keywords
Hotes
Long Holes

Actions menu
The following Available Actions may be included on the Document Activity edit form:

Edit Activity Displays a standard Activity edit form where you can make changes to
the Activity record.

Delete Activity Deletes the document - that is, it deletes both the Document Activity
and the document file.

You are prompted for confirmation before the deletion is completed. Be
sure you want to delete the Activity, as there is no way to cancel the
deletion.
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Change Contact

Displays a search page where you can specify the name of a new Contact
for the selected Activity. If the Contact does not yet exist in GIFTS, you
can click New to _create a Contact record.

Generate Letter
Correspondence

Displays a Generate Letter page where you can create a new letter.

Generate Email
Correspondence

Displays a Generate Email page where you can create a new email.

Document Activity Available Actions
A combination of the following Available Actions may be included on the Document Activity edit

form:

Edit Activity

Displays a standard Document Activity edit form where you can make
changes to the Document Activity record.

Delete Activity

Deletes the Document Activity record. (You are prompted for
confirmation before the deletion is completed.) Be sure you want to
delete the Activity , as there is no way to cancel the deletion.

Change Contact

Displays a search page where you can specify the name of a new Contact
to be associated with the Document Activity.

Generate Letter
Correspondence

Displays a Generate Letter page where you can create a new letter.

Generate Email
Correspondence

Displays a Generate Email page where you can create a new email.
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Editing Document Activity
When you click Edit Activity in the Actions menu, the Edit Document Activity page appears.
E it DL il AT ity
[ Update | | Cance |
Typa Cizemal Documaent
Done Dale 61671049 juC|
Lemer | Nama
Hripsa
Lttt itk
Ltii Gulbgsed Abuie Prirssstion nd Rehabeld atos Fusd
Lottt B stioent

Limter Kaywosds
Ko

Lomg Mgten

With
Crgareslion ibuese Prevernon and Setatdnation Fond
Contact M4 Ekrabeth Ladas

You can make changes to any of the available fields within the Edit Document Activity form.
Click Save to save your changes to the Document Activity record.

NOTE: If the document is currently checked out, the Browse button will not appear.

NOTE: When you click Update, GIFTS Online will check the Letter File Name field. If you have
entered or browsed to another file on your workstation or network, that document is uploaded
to GIFTS Online, and the file name in the Document Activity record is altered accordingly.
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About the Template Manager

IMPORTANT: The Document Template Manager will only work on a Windows OS workstation.

GIFTS Online users can now use the Template Manager feature to create and maintain their
own correspondence templates without needing to contact MicroEdge. This includes printed,
email, and write-up correspondence.

NOTE: Combined email/letter templates can only be created in the Administrator Module. GIFTS
Online only allows creation of separate templates for each type of correspondence.

To access the Template Manager go to the Admin menu on the header and select Template
Manager.

IMPORTANT: If you wish to have access to the Template Manager, please contact MicroEdge as
certain preferences and permissions need to be set for your user account(s).

Installing the Document Template Manager

The Template Manager is actually a separate application that must be installed on your
workstation.

1. When you first click on Admin > Template Manager a new browser window will open
prompting you to install the Document Template Manager.

EEX

(& | bty ivant gogiftsonline.com mplateManaager.h ‘

& GiftsOnline.Silverlight - Windows Internet Explorer

You must install the Document Template Manager in order
to leverage interaction with Microsoft Word.

Install the Document Template Manager

Done € Internet 3 v H100% ~

2. Click the Install the Document Template Manager button.

3. If a Security warning is displayed, click Install to continue.
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Security Warning @

fﬁ\ The publisher could not be verified. Are you sure
U you want to install this application?

Name: Document Template Manager

Site: http:/fivan3.gogiftsonline.com

Publisher:  Unverified

> More options Install Cancel

This application does not have a valid digital signature that verifies the
publisher, You should only run software from publishers you trust,
More Information

4. The Template Manager will quickly be installed and a GIFTS Online Login screen will
appear.
5. Simply Login as usual to access the Document Template Manager.

Accessing the Document Template Manager After Install

Document
Template

From this point forward you will use the Document Template Manager icon M3M3%¢" placed on
your desktop to start the Template Manager.

NOTE: If you attempt to use the menu option Admin > Template Manager again, a message will
be displayed prompting you to use the icon on your Windows desktop instead.

As an added measure of security, when you open the Document Template Manager, it will ask
you to login again.
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Updating Older Versions of the Document
Template Manager

If installed the Document Template Manager before July 1st, 2012 and have not used it since
then, it must be uninstalled and reinstalled to update the trust certificate.

IMPORTANT: If this is not done, you will get an error when attempting to log in to the GIFTS
Online Document Template Manager. The message for this error will begin with text like
“[TrustedApplications_CertificatesMustMatch]...” and indicates that the certificate marking the
Template Manager as a trusted application has expired.

On each affected workstation, you must first uninstall the current Document Template
Manager:

1. From the Start menu, select All Programs > Document Template Manager. The
Document Template Manager login page opens.

2. Right click on the login page. A menu opens.

In the menu, select “Remove this application...” A confirmation message opens.

4. Click Yes to uninstall Document Template Manager.

w

Now you can reinstall the renewed GIFTS Online Document Template Manager:

1. Loginto GIFTS Online.

2. Inthe ribbon menu, select Admin > Template Manager. A new browser window opens,
telling you that you must install the Document Template Manager.

3. Click the Install the Document Template Manager button. A form opens, asking you to
confirm you want to install.

4. Click Install. Once the installation is complete, the Document Template Manager opens;
log in using your GIFTS Online user ID and password to add and edit your templates.

If you need additional support, or the steps above fail to resolve this issue, please contact the
MicroEdge Technical Support team.
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Letter Events
Letter Events describe what type of record a correspondence is for.

As an example, templates for the Affiliations Letter Event allow correspondence to be sent for
Affiliation records.

¥ GIFTS Online Document Templ... - lucas3.gogiftsontine.com E|@|gl

New Actions

Activities Template Name E-mad Printed  Description File Name
Affikations Blank Letter 54 25160508.00C
Apphcation Write-y
P Acknowledgment Letter B 07160604, WP
Approval
< o = o
Considered Applications e & “ '
Contacts Defarning aration Letter - 7160904.WP
Declination
Request for More Information B 7161143, WP
Organizations
Payments Acknowledgement Lette: [ B 209
Pending
Defarnng Cons:deration Letter '+ B 2
Pending Applications
Rejected ica Request for More mation [t B 4152440
Requirements wiedgement itr/ems is & 0100S644E.d
Reviews
Write-up

The following are Letter Events available for Correspondence:

e Activities
e Affiliations

e Approval

e Contacts

e Declination

e Organizations
e Payments

e Pending

e Requirements

e Write-up
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The following Letter Events are available in the Template Library when the specified module is
included:

Available with Online Applications and Requirements Module
e Application Write-up
e Considered Applications

e Pending Applications
e Rejected Applications

Available with Reviews Module
e Reviews
Available with Accounts Payable Module with Check Writer

e Check Template

The Template Manager Interface

The Template Library contains all the templates in the system for your GIFTS Online site.

¥ GIFTS Online Docurnent Templ... - lucas3.gogiftsontine.com

New Actions

e B B B B & &

Opon Tempiate Opan Morge Fieids Copy Tomplate  Renama Témplato  Retreste Headers Daitte Template

Actitios Tempiate Noma E-mad  Ponted Description Fe Name
Affatons BinnkLaces [ 25150508.00<
Application Write-up - -
Ackmowledgment |ette 15 17160604, WP
Approval
slank Letse B 771
Consderad Applcabons .
Contatts Dafarring Consderstion Letter B 7160004 WP
Decliiztion
eques More I~fprma B 14
Qrganzatoas
Payments Admowledgament Lattae ¥ B 011212058 doe
Pencs B
i Delerring Consderstion Lette B B

Panding Applcations

2 = = = tad 4 408
Rejectad Apphications e i ' &

Requiremants Adknowledgameant irlems 4 B D100S644E doe
Revisws

Wirite-up 2. Templates Grid

1. Letter Events
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1. Letter Events — Displays a listing of Letter Events, when a Letter Event is selected, the
templates for that event are displayed in the templates grid. Certain Letter Events will only
display if the appropriate module is included in the gifts configuration file.

2. Templates Grid — Displays a listing of all templates that exist for the selected Letter Event.

3. Action Menu — This menu contains the following options:

e Open Template

e Open Merge Fields
Copy Template
Rename Template
Recreate Headers
Delete Template

The Template Grid Columns

The following information will display in your grid.

Column Notes

Template Name Displays the name of the template.

Email Displays an icon indicating that this is an email template.

Printed Displays an icon indicating that this is a print.

Description Displays the description of the template.

File Name Displays the filename of the template.

Audit Displays the Create User\Create Date of the template.
Displays the Change User\Change Date of the template.
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Template Library Actions

Once you select a specific library template, the following Actions become available.

New Template - This action allows the user to create a new template. It is not available if more
than one template is selected.

New Template X

Template Name Approval Letter

Description

Template Type () Printed Letters (¢ E-mails

OK Cancel

Open Template - Opens the selected template in Microsoft Word (for printed letter templates)
or the template editor (for Email templates).

Open Merge Fields - Launches the Merge Field selection form where you can edit the merge
fields included in the template.

Copy Template - Saves a copy of the selected template.

Rename Template - Allows users to change the name or description of the template.

Recreate Headers - rebuild the header merge file for all the templates in a selected Letter event.

Delete Template - Deletes the selected template from the correspondence library.
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The Merge Field Form

The following form is resizable and allows you to select which merge fields should be available in
the template.

NOTE: Microsoft Word templates have a limitation of 63 total merge fields allowed. The system
includes eight standard merge fields in every template, which allows you to add a total of 55
additional merge fields.

Merge Fields: Declination 1
Select available fields from
Request
Available Fields: Include these fields in the Template
Find $ |t Find $||2
Field Name " Field Name
Total Number of Grants Request:Meeting Date
Toral Numeric Grad Request:Request Amount
1058 Numenc Grace o -
2
Total Payment Amount
Total Payment Local/Cther Amount
Total to be served +« Remove
Total to be served (calculated) :

Tracking Number

Transfer Method

Type

Unscheduled Balance
Linerhadiulad | acal/Othar Ralanes

Field - Request:Meeting Date

Date Format | Short Date 9/9/2011 -

OK Cancel

S

1. The Category is selected in this section. Fields are available from associated records.
Example: For an Approval template, the user can select the “Grantee Organization”
category to merge data about the grantee organization.

2. The Available Fields section contains a list of the merge fields available for the selected
Category. Multiple fields can be selected and then included by clicking the Include button.
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3. This section displays a list of all merge fields that have been included for use in the
template. Multiple fields can be selected here and removed if desired.

4. This section displays formatting options (if available) for the particular field selected in
the “Included Fields” selection list described above. If no options are available, the
section will say “No formatting options available.” The prompts in this section will appear
horizontally instead of vertically listed (if there is more than one set of prompts).

Merge Field Formatting Options

Currency, Numeric\Decimal, Date, Coding Sheet, and Table merge fields can have special
formatting. When one of these field types is included in the template, special prompts will
appear that allow the user to format the data contained by that merge field.

The heading for the group will change when a field is highlighted in the “Include these fields in
the Template” prompt:

Field Options — {Entity}: {Field Name}
Example:

Field Options — Request: Recommended Amount

If the field selected does not have any special formatting options, then the following text will
display in the group: “No formatting options available.”

Currency Formatting Prompts

Hide Currency Symbol
Decimal Places

Show amount in words
Include grouping character

Number/Decimal Formatting Prompts

e Decimal Places
e Include grouping character

Date Formatting Prompts

e Date Format
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Coding Sheet Formatting Prompts
Single Level Codes

There are no formatting options for single level codes.

Multi-Level Codes

e Code level to display
e Show parent codes
e Delimiter

Multi-Select Codes

e Primary/Secondary Codes
e Delimiter

Table Formatting Prompts

e Include Column Headers

e Autofit Column Width to contents
e Use Table Borders

e Summarize by Grant Year

e Show Approved Request Only

e Include Request Fund

e Include Request Type
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The Template Editor

When working with Printed Letter Templates, you will edit the template directly in a word
processor.

When working with E-mail templates, opening the template will invoke the following Template
Editor form:

r
Merge Fields: Pending

[ 3
Insert Merge Fields
E-mail Subject «Letter_Salutation»
E-mail Heading This letter is to inform you that your grant request has been approved.
E-mail Body «Request_Grant_Amounts

«Request_Number_of_Payments»
E-mail Close s pee D

OK Cancel

Template Editor Sections

e Email Subject
e Email Heading
e Email Body
e Email Close
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Insert Merge Field

This button on the editor opens the Insert Merge Fields window which lets you select new
merge fields to add to your template.

r ~
Insert Merge Fields X

Find: @ @

«Letter_Address_Blocks

«Letter_CC»
«Letter_Contact_Name=»
«Letter_Mailing_Label=
«Letter_Preparer»

«Letter_Salutation=

«Letter_Signers -

insert | | Cancel
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Generating Correspondence

To initiate correspondence in GIFTS Online, you should access the edit form of the record that is
related to the correspondence. For example, if you wish to send a letter to confirm receiving a
payment, go to the edit form for the Payment record involved.

In the Actions menu on the record’s edit form, look for the Generate Letter Correspondence and
Generate Email Correspondence links. Click the appropriate link to begin creating
correspondence.

This section describes how to generate:
e Generating Batch Correspondence
e Generating Email Correspondence
e Generating Letter Correspondence

e Generating Write-ups

Generating Batch Correspondence

You can create a batch of correspondence for any group of records in the Requests,
Organizations, Contacts, Payments, Requirements, Affiliations, and Activities Search Results
pages. After you generate your correspondence, you can review and modify it before sending it
to the email recipients or to your printer.

NOTE: You can also generate write-ups for Requests in batch.

Details on generating letters, emails, or write-ups are found in the linked help topics. Following
are tips on finding and selecting the records you want to batch and generate correspondence
for.

e You can search for the records using Quick Search, Detailed Search, Recent Searches or
Saved Searches. A narrower search will make it easier to target the records you want to
generate a letter, email, or write-up for.

e On the Search Results page, use the check boxes in the left column to select which
records to generate correspondence for.

e Select or clear the check box in the column header row to select or clear all records on
the page.

e You can't put records on different search results pages in the same batch. First click View
All at the foot of the grid to get all the records on one page, then select records using the
check boxes.

e [f you are generating letters for a batch of Requests, all selected Requests must be of the
same disposition: pending, approved, or declined. (Write-ups can be generated for
Requests with different dispositions, however.)
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Batch Email Validations

When performing a batch Email correspondence, the system will check all records selected and
advise you of records where no email address exists. You can choose to skip these records when
sending out the emails or cancel the batch process to correct the records first.

The Correspondence Viewer will also advise you if the email for a specific contact is invalid and
needs to be corrected.

Generating Letter Correspondence

You can create letter correspondence in GIFTS Online for a single record or for a batch of
records.

e For asingle record, access its edit form. In the Actions menu on the record’s edit form,
select Generate Letter.
e For a batch of records, first search for the records, then select them on the Search Results

page.

Generate Letter Correspondence X

Letter Correspondence

Template (No Selection) -9
Create copies for Ccs [

Addressees
To Bob Smith (Primary Contact) v
Salutation Smith
Cc | (Add Contacts as Ccs/Bccs) v Add
Signer
Signer Becky Huff
Position Branch Manager
Preparer BH
History
Create Activity record (v
Date 11/27/2013 [i5]

Notes

Cancel
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To create a letter using GIFTS Online:

1.

Click Generate Letter in the Actions menu of a single record's edit form or at the foot of
the Search Results page. The Generate Letter Correspondence page appears.

NOTE: If you are generating letters for a batch of Requests, all selected Requests must be
of the same disposition: pending, approved, or declined.

In the Template field, use the drop-down menu to select the template to use for the
letter. If the letter will have more than one recipient, select the Create copies for CCs
checkbox.

IMPORTANT: If the template you select contains a merge field that you do not have
permission to view or edit, the merge field will be left blank in the final merged letter.

In the To field for a single letter, you can use the drop-down menu to select a primary
recipient, and then enter a Salutation for the letter. (When generating for a batch of
records, the primary contact for each selected record is used automatically. Each
contact's default salutation is used, so the Salutation field does not appear when
generating a batch.)

Including CC recipients is different for single or batch generation:

e For asingle letter, select a recipient in the CC drop-down menu and click Add.
Repeat this for each CC recipient. If you decide not to send a copy to a recipient
who has already been added to the CC list, simply clear the checkbox next to the
recipient’s name.

e |[f you're generating letters for a batch, the CC field appears for Organizations,
Requests, and Contacts only. It lists Affiliation Roles; for each selected record,
Contacts affiliated by the selected Roles will have CC copies generated.

In the Signer field, indicate the name of the person who will be the Signer of the letter, as
well as that person’s Position in your organization. If the Signer is a person other than
yourself, you may wish to add your name to the Preparer field.

NOTE: Your entries in these fields will be saved along with your other user preferences,
and will be used as default settings the next time you create a letter or an email message.

In the Create activity record checkbox, you can indicate whether you wish to create an
Activity record for the letter(s), as well as a Date and Notes for the Activity.

Click Generate Correspondence to generate your merged letter or letters. When the
letters have been completed, a link opening the letters appears at the top of the detail or
Search Results page. Click the link to open the Word document.

TIP: For batch correspondence, the link opens all letters in the batch in a single Word
document. This is the most convenient time to print them. If you selected the option to
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create Document Activities, you can print them later by going to each record's edit form
to open and printing them one at a time.

Generating Email Correspondence

You can create email correspondence in GIFTS Online for a single record or for a batch of
records.

e For asingle record, access its edit form. In the Actions menu on the record's edit form,
look for the Generate Email Correspondence link.

e For a batch of records, first search for the records, then select them on the Search Results
page.

e You may select up to 100 records of the same disposition (where applicable) when
generating batch e-mails. If you exceed 100 records, a warning dialog will be displayed.

P
Generate E-mail Correspondence X
E-mail...
Template (No Selection) v O
Request a read receipt [
Addressees
To Ms. Joanne Collins (Primary Contact) (collinsjoanne@ncp.org) v
Salutation Ms. Collins
Cc  (Add Contacts as Ccs/Bccs) < | Add
Signer
Signer Becky Huff
Position BA
Preparer BH
History

Create Activity record (v

Date 11/22/2013

Notes

Save e-mail text

Cancel

To send email correspondence from GIFTS Online:
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Click Generate Email in the Actions menu of a single record's edit form or at the foot of
the Search Results page. The Generate Email Correspondence page appears.

In the Email Correspondence section, use the drop-down menu to select the template to
use for the email. If you would like to be notified when each copy of the email is read by
the recipient, check the box to Request a read receipt.

In the To field for a single email, you can use the drop-down menu to select a primary
recipient, and then enter a Salutation. (When generating for a batch of records, the
primary contact for each selected record is used automatically. Each contact's default
salutation is used, so the Salutation field does not appear when generating a batch.)
Including CC recipients is different for single or batch generation:

e For asingle email, select a recipient in the CC drop-down menu and click Add.
Repeat this for each CC recipient. If you decide not to send a copy to a recipient
who has already been added to the CC list, simply clear the checkbox next to the
recipient’s name.

e [f you're generating emails for a batch, the CC field appears for Organizations,
Requests, and Contacts only. It lists Affiliation Roles; for each selected record,
Contacts affiliated by the selected Roles will have CC copies generated.

In the Signer section, indicate the name of the person who will be the Signer of the email,
as well as that person's Position in your organization. If the Signer is a person other than
yourself, you may wish to add your name to the Preparer field.

NOTE: Your entries in these fields are saved along with your other user preferences, and
are used as default settings the next time you create a letter or an email message.

In the History section, you can indicate whether you wish to create an Activity record for
the email, as well as a Date and Notes for the Activity. You may also select the option to
Save email text, which will save the subject line and body text of the message in the Long
Notes field of the Activity record.

Click Generate Correspondence to generate the email(s). When the generation has been
completed, GIFTS Online displays your email message.

Edit the email, if desired. You can review each email in a batch by clicking the Previous
and Next buttons.

NOTE: When reviewing a batch of emails, you can select the Skip check box to skip
sending that particular email. When you click Send All, those emails will not be sent.

To send a single message, click Send; click Send All for a batch of emails. GIFTS Online
sends the message(s) and closes the browser window.
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Using Quick Emails

The Quick E-mail feature will give users an option to send a quick ‘Ad-Hoc E-mail’ when
generating e-mails related to GIFTS Online records.

The new functionality will be an alternative to the existing template email generation and will
employ the user’s default desktop e-mail program, basically opening a new email in that system
and populating the e-mail address(es) from the selected record(s) into the To field.

Important Notes:

e Only desktop installed email applications are currently certified for this enhancement.

e Gmail is supported and can be implemented by installing and configuring the Google
toolbar.

e No activity records are created with this action.

To use the Quick Email feature, do the following:

1. Perform a search and select one or more records.
2. Go to Actions > Generate Email.
3. On the Perform Email Correspondence form, click on Quick Email.

r D
Perform E-mail Correspondence X

E-mail from Template

Quick E-mail

N

4. A new email will open using the default email application installed on your workstation.

o [f only one record was selected, the contact’s email address will populate the To
field.

e |f multiple records were selected, the email addresses for all the contacts will be
entered in the BCC field.
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REHd9 ™+ 9|5 Untitled - Message (HTML) o B OR
! Message [ Insert Options Format Text Review a e
= X% 11 v A A @ ) Attach File ¥ Follow Up ~ r"-y 84 Encrypt Message @
‘j Ba (B 7 U|:i=- | iEEiE = 20 Attachitem ~ ¥ High Importance \
Paste B0 X ames | Zoam Send to
- J|®- A= “ + | [&Signature~ | § LowImportance i GIFTS Online
Clipboard & Basic Text \ Include ‘ Tags | Zoom | Barracuda Networks |MicroEdge GIFTS ...
) |
=1 [ || I
Send
[ Bcc.. | |moored .org; moored @wsccc. or |
Subject: | |
i)
=
[~

@ moored@Iwsccc.org

5. You can now enter your own Subject and body text as needed.
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Setting Up Google Toolbar to Work with Quick Emails

NOTE: The instructions in this section are optional and only apply if you wish to use Gmail as
your default email client for ‘Mail to’ links. The instructions were created using Internet Explorer
11. The steps needed for IE 9/10 may be slightly different.

The following section describes how to optionally install Google Toolbar and configuring it to use
Gmail as your email client for ‘Mailto’ links.

1. Whilein IE, type toolbar.google.com into the address bar, then click on ‘Download Google
Toolbar’ button.

Google Toolbar

Take the best of Google everywhere on the

Uownload Google Toolbar
Web Requres Infermel Expiceer 5+
Windows XP SPIWVista T+
Google Toolbar is faster, sleeker and more personalized than ever before
S See search results as you type
B ECR = |

with Google Instant

httpz, ! e & *CX t ect, 2
° ttp://googleartproject.com O Art Project, pow. Translate web pages instantly

Go Slc v .:’ v m 81 a *. with automatic language detection

Share with just the right people
and keep up with Google+ notifications

BB Cindy Thomas publicly +1'd this

Art Pr (‘:fr;dtlh-somguys—q‘saroanyooolw

Learn more

ject, powered by Google
Explore museums from around the world, discover
and view hundreds of artworks al incredible zoom
levels, and even create and share your own

@ Leam More collection of masterpieces.

QO Bost Frionds x| © Famiy Friends  RETTEEE e

2. Install the toolbar by clicking on the ‘Accept and Install’ button.
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Google Toolbar

Install Google Toolbar

Google Terms of Service

Last modified: March 1, 2012

Welcome to Google!

Thanks for using our products and services ("Services”). The Services are provided by Google Inc. ("Google®). located at 1600 Amphitheatre Parkway, Mountain
View, CA 94043, United States

By using our Services, you are agreeing to these terms. Ploase read them carefully

Printer-friendly version

Usage statistics sent by the Toolbar are not associated with your personal information, and can be disabled through the Toolbar Options
By downloading, you agree to our Terms & Conditions above and Privacy Policy

Configure your search settings
[C) Set Google as defgmit search in Internet Explorer and notify me of changes

[ Set my home ggfffle to Google

Accept and install Cancel

3. When the install is complete, you will be prompted to restart the browser. Allow the
restart by clicking on ‘Restart Now’.

Thanks for installing. You must restart all your browsers before using
Google Toolbar.

Restart Now I l Restart Later

4. The next time Internet Explorer is opened, you should be prompted to enable the Google
Toolbar. Click on the Enable button.

The ‘Google Toolbar’ add-on from ‘Google Inc’ is ready for use. ble Don't enable

=
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Once enabled, the Google Toolbar should be available in the upper right hand section of
the window. From there, click on the Wrench icon which will allow you to adjust the
toolbar options.

e

Signln W'~

+You Gmail Images =

In the Toolbar Options window, scroll to the Web-browsing tools section and select the
‘Use Gmail for “Mail To” links option and Save the selection.

-

Toolbar Options

General Open searches in: t fow ™

Pri Use Google site: ' United States of America (.com) v
rivacy L Sl )

[v] Suggest searches as you type
Custom Buttons 99 youum

[v] Enable Instant for faster searching and browsing Privacy

I
Toois [V] Store search history on my computer Privacy
AutoFill ¥ Use Google as my home page
Share [V] Set and keep Google as the default search engine

[¥] Show a notification if this setting changes
About Toolbar

[¥] Show highlighted text in the search box

Web-browsing tools

vl ’K‘, Browse by Name in the address bar About
Help \ ] @ Provide suggestions on navigation errors About
¥ Muse Gmail for "Mail To" links

I l#up

Additional settings

- PP [ -

I Restore Defaults... ] l Save | [ Cancel

|

As a final step, please allow pop-ups for your GIFTS Online site in the Google Toolbar. This
will allow all of the features in GIFTS Online to work properly.

To do this, log into GIFTS Online and in the Google Toolbar, expand the list of buttons and
hover over the Pop-up blocker button which will expand the options.
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Click on the option to ‘Always allow pop-ups’ from your GIFTS Online site.

E’] GIFTS Online - Dashboard % {nt K

e

' Search ~ Sign Iny

x Google v

Google News »

* &

Button Gallery
a Google+

Request Organization Contact Requirement Review D = ,
are

2
por & Pop-up blocker j 5 Pop-up blocker PM |
| »
Bu Always allow pop-ups from becky51.gogiftsonline.com Ay Check 2% 3
Show blocked pop-ups &) Translate »
i »
Reset count (1 pop-ups blocked) & AutoFill
! | Highlight all
15,000,000— / / T

This completes the setup for using Gmail for email links when using Internet Explorer including
email generation in the GIFTS Online Quick Email feature.
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Generating Write-ups

A write-up is a summary of a pending, approved, or declined Request. If someone at your
organization still prefers to review proposals on paper - an unlikely scenario with the purchase
of GIFTS Online! - you can generate write-ups for them instead.

NOTE: Write-ups are only available for Request records.

You can create Request write-ups for a single record or for a batch of records.

e For a write-up of a single Request, access its edit form.
e For write-ups of a batch of Requests, search Requests and then select them on the Search
Results page.

Generate Write-up X

Write-up
Template | Proposal Summany| v
History

Create Activity record
Date 12/3/2013

Notes

Author B Huff

Generate Write-up Cancel
| S

To create a write-up or batch of write-ups:

1. Click Generate Write-up in a Request edit form's Actions menu, or at the foot of a Search
Results page. The Generate Write-up page appears.

2. Using the Template drop-down menu, select the template to use for the write-up(s).

3. Enable the Create Activity checkbox if you want to create an Activity record for the write-
up(s). Each Activity will include the Date, Notes, and Author you specify in their respective
fields.

4. Click Generate Write-Up to generate the write-up(s). When the generation has been
completed, a link opening the letters appears at the top of the detail or Search Results
page. Click the link to open the Word document.

TIP: For a batch of Requests, the link opens all write-ups in the batch in a single Word
document. This is the most convenient time to print them. If you selected the option to
create Document Activities, you can print them later by going to each Request's edit form
to open and printing them one at a time.
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Printing Mailing Labels

It is possible to create a letter template that allows multiple record addresses to populate to a
single page using the Mailing_Labels merge field.

The steps to create a Mailing Labels template are documented below:

1.
2.

E

Create a new letter template.

Go into the Mailings>Start Mail Merge option in Word and selected a form (one of the 30
per page options)

Change the orientation as needed for the printed labels.

Insert the Letter_Mailing_Label field.

Click on Update Fields in the Mailings toolbar which populated the page with the merge
field preceded by a <<Next Record>> field.

Save the template.

When it is used in GIFTS Online, the labels for the selected records will fill the page.
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About GIFTS Online Link to Outlook

This feature allows you to send Outlook emails into GIFTS Online, where each email is saved as a
Mail Activity record.

In addition, you can store email attachments in GIFTS Online as documents associated with the
Mail Activity. You also have the option to link each Mail Activity with a particular Request,
Organization, or Contact in GIFTS Online.

This feature is very helpful for keeping all your communications and documents submitted by
grantees in one place.

NOTE: To use this feature, you must first install the GIFTS Online Link to Outlook plug-in which is
available for download from the PowerME Portal.

This section contains the following topics:
Installing Link to Outlook

Where Is the Send to GIFTS Online Button?
Configuring Outlook

GIFTS Online Link to Outlook Preferences
Using the GIFTS Online Link to Outlook Wizard
Searching from the Link to Outlook Wizard

Installing Link to Outlook

The GIFTS Online Link to Outlook is a plugin which must be downloaded from the PowerME
portal and installed on your workstation.

NOTE: Outlook 2007, 2010, and 2013 are supported. There is a 32-bit(62mb) and 64-bit(68mb)
version depending on the version of Outlook you have installed.

To check which version of Outlook you have installed, do the following:

1. In Outlook, go to the File tab.
2. Click Help.
3. Review the information displayed on the right panel under About Microsoft Outlook.
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o] | Inbox - jsanguancheu@microedge.com - Microsoft Outlook o =
File. Home Send / Receive Folder View Add-Ins
Save As
Support .
@g Save Attachments - * Microsoft
Microsoft Office Help (| a‘ I Ce
Info Get help using Microsoft Office. -
Open Getting Started Product Activated
. I_g See what's new e|_1tl finFI resources to help Microsoft Office Standard 2010
ot you leam the basics quickly. This product contains Microsoft Excel, Microsoft OneMote, Microsoft Outlook,
Contact U Microsoft PowerPoint, Microsoft Publisher, Microsoft Word.
Help y gg‘ ontact Us . )
. '& Let us know if you need help or how we Change Product Key
Barracuda . can make Office better.
Metworks About Microsoft Outlook
Tools for Working With Office
3 opti Version: 14.0.7015.1000 (32-bit)
B ions )
2 Options Additional Version and Copyright Information
@ Exit j Customize Iepguege, display, and other Part of Microsoft Office Standard 2010
pragram settings. @ 2010 Microsoft Corporation. All rights reserved.
Check for Updates Microsoft Customer Services and Support
ng Get the latest updates available for Product ID:02278-619-0086761-38542
Microsoft Office. Microsoft Software License Terms

To install the plugin, do the following:

No vk

Go to the PowerME Portal and download the correct plugin for your version of Microsoft
Outlook.

GIFTSOnlineLinkToOutlook_32bit.zip
GIFTSOnlineLinkToOutlook_64bit.zip

Unzip the downloaded file to an easy location to access.
Exit Outlook if you currently have it running.

NOTE: You can install the plugin with Outlook open, however, you won’t see the new
button until you close and reopen Outlook.

Access the GIFTS Online Link to Outlook folder and double-click on the Setup.exe file.
Accept the license agreement and the install will begin.

At the Welcome screen, click Next.

The Select Installation Folder screen will be displayed.

Review the default folder path. If desired, you may click Browse to choose a different
location for the install.

The Disk Cost button will give you a list of available drives and the space required for the
initial install.

At the bottom, choose who you want to be able to access this install of GIFTS Online Link
to Outlook.

If you select ‘Everyone’, all users who have access to the computer will be able to use the
new feature.

Click Next to continue.
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9. At the Confirm Installation screen, click Next. The installation will take less than a minute.
10. Atthe Installation Complete screen, click Close.
11. Re-open your Outlook.
12. The Send to GIFTS Online button should now be visible in your Add-In tab and email
menus.

Where Is the Send to GIFTS Online Bution?

Once the plugin is installed, there are three places within Outlook where a user accesses the
GIFTS Online Link to Outlook button with the label ‘Send to GIFTS Online’.

The Standard Toolbar
After installing the plug-in, the ‘Send to GIFTS Online’ button appears with the MicroEdge daisy
logo on the Add-Ins tab.

After going to your Inbox or Sent Items folder and selecting any received or sent email(s), you
can click this icon to send it to GIFTS Online. Clicking this opens the GIFTS Online Link to Outlook
wizard.

0] 59 =

Cile Home Send / Receive Folder View Add-Ins

§gi Send to GIFTS Online McAfee DLP

Toolbar Commands Custom Toolbars
4 Favarites <
- Search Inbox (Ctrl+E)
-] Inbox

(=} Sent Items Vi O m) From Subject

4 jsang@microedge.com = 4 Date: Today
4[] Inbox -4 Becky H.. RE:Linkto Cutlook
_J 01-Company News . 4 BeckyH.. RE:Linkto Outlook
Received or Sent Email

The same icon also appears in a sent or received email when it is opened. As before, it starts the
GIFTS Online Link to Outlook Wizard.

=i & ¥ |5 RE: Link to Outlook questions - Message (HTML) = = R
File Message & e
i Reply (23 SALESFORCE 5% [+ (3 Mark Unread ajb ) ) & Markas Spam w
] 1
c@ Reply All ;.5 To Manager - _J _')F_l E Categorize ~ e % Mark as Mot Spam
&v Delete . E“ev : . _ Move Translate Zoom Send to
2 Forward 3 Team E-mail M + [+ | ¥ FollowUp~ - b~ GIFTS Online
Delete Respond Quick Steps 1 Move Tags 1 Editing Zoom Barracuda Metworks | MicroEdge GIFTS

An Email Being Sent
For any unsent message you are editing, you can click Send to GIFTS Online button to
automatically send the message to GIFTS Online when the email is sent (opening the GIFTS
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Online Link to Outlook Wizard). When the email is being edited, this button is an on/off toggle.
The initiation of sending the email to GIFTS Online won’t happen until the message is sent.

& = Your grant request - Message (HTML) = = R
File Message Insert Options Format Text Review & e
e Calibri (Body) <11 v A AT ggﬁ &‘XEJ [l Attach File ¥ Follow Up = _. B3 Encrypt Message E-‘}

J B 7 U =~ §E - EEEE V( _@Aﬂach ttem = ¥ HighImportance A
Paste [ Address Check . Zoom Send to
. s 4 abp . é == = &’/' Book Mames | (2% Signature ~ B LowImportance GIFTS Online
Clipboard Basic Text Mames Include Tags Zoom Barracuda Metworks | MicroEdge GIFTS On...

Configuring Outlook

To make your work easier, there are a few things which must be configured in Outlook.

Adding the MERECID Column to Outlook

When an email gets exported via the plug-in to GIFTS Online, the ID of the matching Activity
record in GIFTS Online will be stored in the email in Outlook as its MicroEdge Record
ID(MERECID) value. If you wish to see the MERECID in Outlook you can add the MERECID column
to your Outlook Inbox table. This will allow you to easily see which emails have already been
exported to GIFT S Online.

1. In Outlook, go to View > Add Columns, OR right click on a header in the email inbox table
and go to View Settings.. and click the Columns button.

2. From the drop-down menu, select User-defined fields in Inbox.

3. Add the MERECID field to the right pane and position it in the desired order.

4. Click OK and then OK again.

5. The MERECID column should now be visible in your Outlook Inbox view.
Vi [ @ MERECID From | Subject Received |Si..% %

4 Date: Today

= Case .. Mew case comment notific.. Tue 5/6/2.. 1.
— 0 4685 Becky .. RE: Link to Outlook Tue 5/6/2... 4.
= Becky .. RE: GO 5.1 Tue 5/6/2... 1.

Logging Into GIFTS Online from Outlook

When you choose to send an email from Outlook to GIFTS Online by clicking on the ‘Send to
GIFTS Online’ button, you will first be asked to log in using your GIFTS Online credentials.

NOTE: The login information will be remembered during the current Outlook session only. You
won’t be asked to login again while you have that instance of Outlook running. You will be asked
for credentials if you close and reopen Outlook and attempt to send an email to GIFTS Online.
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P
k

% GIFTS Online Legin

Login 1D jpgo

Password s

-

==

Cancel

GIFTS Online URL  pecicy51 gogiftsonline com

You will also need to provide your GIFTS Online URL so that the web service knows which client

site to access.

The URL will be accepted with or without the http://, and/or with or without the .com or sub-

directories.

For example, the following URLS are all valid entries to this field:

e http://becky51.gogiftsonline.com

e https://becky51.gogiftsonline.com

e becky51.gogiftsonline.com

e becky51.gogiftsonline

e http://becky51.gogiftsonline.com/default.asp

GIFTS Online Link to Outlook Preferences

The Link to Outlook Preferences are accessed by going to Admin > Preferences in GIFTS Online.

(=]
2+ Preferences - Preferences

DETAIL

Link to Outlook

Reminders

Link to Outlook

Allow Export of Attachments
Default Export Option (=) Match to Existing Activity () Create New Activity

() Save messages as.msg (=) Save messages in
Message Storage g g g

files Activity Notes
Default when linking to an Activity Existing request(s) ™
When linking to an existing Activity Ask user (user chooses to delete existing or not) v

Reminders

Reply Te E-Mail Address  jsmith@microedge.com

From Display Mame  Joel Smith

The following table describes what each option does:

Option

Description

Allow Export of
Attachments

Indicates whether or not a ‘Download attachments’ option will be visible
on emails in Outlook. If it is selected in the preferences, it will be visible
and selected on emails in Outlook. The user will have the option to
deselect when linking the email.
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Option

Description

Default Export Option

Selection here determines the default option when the user accesses the
GIFTS Online Link to Outlook Wizard. Note that the user can override this
selection in the GIFTS Online Link to Outlook Wizard.

Options:
¢ Match to existing Activity — selected by default.

¢ Create new Activity — deselected by default.

Message Storage

Determines how messages are saved in GIFTS Online. This is the global
setting. There is no option to override this setting in the GIFTS Online Link
to Outlook Wizard.

¢ Save messages in Activity Notes - When selected, each email’s message
body will go into the long notes of the Mail Activity created by the upload.

¢ Save messages as .msg files - When selected, the Outlook message file
(.msg) will be saved in GIFTS Online and set as the Letter_File_Name of
the Mail Activity.

Default when linking to
an Activity

This is the selection that will default when you access the GIFTS Online
Link to Outlook Wizard. The user can override this setting in the wizard.
The default in this dialog is Existing Request(s).

The dropdown options are:

e Existing Request(s) [default]
e Existing Organization(s)

e Existing Contact(s)

¢ No Existing Record(s)

When linking to an
existing Activity

When sending emails to GIFTS Online and linking to an existing Email
Activity (based on matching logic described below), this setting will
determine what should be done with the existing Activity (default is
Overwrite):

e Overwrite (Existing Activity will be deleted) — Will delete the existing
mail Activity (and associated .msg file), as well as any Documents
(attachments) of the matching Activity (if one is selected/found).

e Create new (existing Activity will remain) — no attempt will be made to
delete the existing activity or its associated external documents. A new
one is created instead.

¢ Ask user (user chooses to delete existing or not) — When exporting
email(s), the user will be permitted to choose whether or not to delete
the matching existing Activity and its attachments.
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Using the GIFTS Online Link to Outlook Wizard

The GIFTS Online Link to Outlook Wizard opens when you successfully log in via the Send to
GIFTS Online button in Outlook.

\ 14 GIFTS Online Link to Outlook - Matching Options = ||
Wwhen exporting the selected message:
i@ Match to existing Activity (™) Create new Activity

Link to existing Request(s)
Quick Search [ Go ] [ Advanced

Crganization Contact Request Subject
""""" ‘\est Side Child - Daniel Smith Mailing List
Care Center smithd@wsccc.org pdate
4 m F

| MNext || Finish || Cancel |

When exporting the selected message:
NOTE: The default for this option is determined by the Preference settings.

Match to existing Activity(ies) — with this option selected, the system will attempt to match the
email selected with an existing Activity record by MERECID, Subject, or Email address of the
Organization or Contact.

When a single email is selected, any matches will be displayed in a grid below the Quick Search
field.

NOTE: Branch Security view rights will be applied, if enabled.

Create new Activity — This will create a new ‘Mail’ Activity and associate it to a record you select
using the search tools. If this is selected, The Link to menu will be enabled allowing you to pick
from Request, Organization, Contact, or ‘no existing records’.

The Link to Menu

Depending the Linked To option selected, the system will attempt to match the email with an
existing Activity record by MERECID or Email address and return the Request, Organization or
Contact record in the list of results.
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Option Description

Existing Request(s) | When you select this option, a grid appears with a list of Requests that are
possible matches to the email item.

Existing When you select this option, a grid appears with a list of Organizations that
Organization(s) are possible matches to the email item.

Existing Contact(s) | When you select this option, a grid appears with a list of Contacts that are
possible matches to the email item.

No Existing Record | No grid is displayed.

Quick Search and Advanced Search
If no matching records are automatically found, you may perform either a Quick Search or
Advanced search from the Link to Outlook Wizard.

TIP: More details about the search functions are available in the Searching from the Link to
Outlook Wizard section.

Once you have selected one or more records to export and link the email to, click Next to move
to the Export Options form.

{74 GIFTS Online Link to Outlook - Export Options = ||
Contac
Activity Contact (smithd@wscec.org, smithd@wscoc.org)
COrganization
Actraty Orgamization (West Side Child Care Center)
Title E-Mail
Keywords
Motes Test email for Link to Outlook:. -
[ Delete existing Activity
| Back || Finish [U Cancel |
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The table below describes the options available on this form:

Field

Description

Contact

This section shows the contact to which the activity will be linked. It will be hidden
when exporting multiple messages.

If needed, the Change button may be used to change the Contact.

NOTE: This option is only available if a new Activity is being created.

Organization

This section shows the Organization to which the activity will be linked. It will be
hidden when exporting multiple messages.

If needed, the Change button may be used to change the Organization.

NOTE: This option is only available if a new Activity is being created.

Title Default will be the title of the matching Activity. Otherwise, blank.

Keywords Default will be keywords of the matching Activity. Otherwise, blank

Notes Default will be the notes of the matching Activity. Otherwise, “Email sent” (if
sender is the current Outlook user) or “Email received” for a single message; blank
in batch.

Download Will not appear if preference to support attachments is not enabled or there is a

Attachments | single message selected and it has no attachments. Defaults to checked (if
unchecked, external documents won’t be created for any attachments).

Delete This checkbox determines whether the original email activity (and its attachments)

existing should be deleted when the message is exported. Will default to unchecked. Will

Activity only appear if the preference is set to “Prompt User” and the matching options
selected in Step 1 may result in matching to an existing Activity record.

Back Allows you to page back to the first page of the wizard.

Finish Click to finish the export to GIFTS Online.

Cancel Cancels the export and closes the wizard.
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Once you click Finish, the email(s) selected will be exported to GIFTS Online and the following
prompt will be displayed.

-

GIFTS Online Link to Outlook =

Selected message was exported successfully to GIFTS Online, Please refer to the
process monitor for details,

Click OK.

A progress log will also be displayed. You may Save or Print the log at this point for your records.

P "

74 GIFTS Online Link to Outlook =n e ="

Export to GIFTS Online completed successfully.
b Activity [4688] created in GIFTS Online.

Save Log
Print Log

Close

Click Close.
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Searching from the Link to Outlook Wizard
Quick Search

Depending upon the record type, this function will perform a search based on a limited number
of field parameters as described below. Simply enter a keyword or ID/Reference number and
click GO.

Activities
If the '"Match to existing Activity' option is selected at the top of the Link to Outlook form,
Activities will be searched in the following manner:

e Will do a “contains” search first on Letter Subject
e Barring that, will do a “is” search on Request ID
e Barring that, will do a “contains” search on Letter Keywords

Contacts, Requests, or Organizations
if the ‘Create new Activity’ option is selected for the export and a record type is selected from
the Link to drop-down menu, the search will be performed in the following manner:

Contacts e If a space is detected in the entered text, the system will split on the first space
and do an “is” search of the piece before the space on Contact First Name and the
piece after on Last Name.

¢ Barring that, will do a “contains” search looking for entered text in Contact Last
name field.

Requests e Will do an “is” search first on Request ID.
e Barring that, will do an “is” search on Request Ref Number.

e Barring that, will do a “contains” search on Project Title.

Organizations e Will do a “contains” search looking for matching text in Organization name
fields.
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Advanced Search

Depending upon the record type, this function will create a search that runs across key fields

until one or more matches are found. The following is a description of the options that you have
when using the Advanced search functionality.

The Advanced Search form has a limited number of fields which can be used to search for an
existing record as shown below.

1. Click Advanced.
2. With the Search for Activities form open, select a field using the drop-down menu.

i

¢4 Search for Activities o |- |
Lrailable Fields

| Organization Name 1:;[ Add... |
Activity 1D

Cortact Email Address
Cortact Last Mame

evwords
[:b anization Mame
Project Title
Reference Mumber
Reguest ID
Staff
Subject
Title

3. Click Add to open the search parameter form.
4. Depending on the field selected, you will have several parameters to choose from.

P
5

'+ Organization Name [5m]

O,

is

begins with Cancel

ends with

—contains
is missing

5. Once you have selected a parameter, enter a keyword or number for the search and click
OK.

r-
£

"+ Organization Name =

contains - | West

-,

0K d\s[ Cancel |

6. Your search filter will be displayed in the open text field.
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P

IR ECR (=S

74 Search for Activities

Ayrailable Fields
[Organizatiun MName

) e |

Qrganization Name contains West' k

| Edit. || Remove | | Clear | | Finish | [ Cancel |

-

If you select the search filter, you have the option to Edit or Remove it using the buttons

at the bottom. Double-clicking a filter will also open edit mode.
You can add multiple filters using the above steps.

P

{7} Search for Requests

Auailable Fields
Primarny COrganization Mame

Primary Cortact Email Address contains “smithd @weooc.ong’
QR Primary Cortact Email Address is leonardg@wocc.ong’
AMND Primary Organization Name contains West'

| Finish | | Cancel |

If two of the same field are added to the search, an OR operator will be inserted instead
of AND. In the example above, two primary contact emails were added with OR in

between.
Click Finish to perform the search.
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About Tax Status

This chapter describes how to use Tax Status to verify and update tax status information for
Organizations in GIFTS Online. It also describes how to search for tax exempt organizations in
MicroEdge’s Tax Exempt Organization Database.

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

Tax Status allows you to verify the tax status of one or more Organizations in GIFTS Online
against MicroEdge’s Tax Exempt Organization Database. After verifying the tax status of one or
more Organizations, you can update GIFTS Online with current tax status information.

You can also use Tax Status to look up tax exempt organizations not in GIFTS Online.

About MicroEdge’s Tax Exempt Organization
Database

MicroEdge’s Tax Exempt Organization Database is a database that contains the most current
information on all tax exempt organizations. MicroEdge frequently updates this database with
information from the IRS Exempt Organization Master Listing and the Canada Revenue Agency’s
registered charities database.

Setting Up Tax Status Codes

GIFTS Online can only be updated with tax status codes that are found in its tax status code
table. Before you use Tax Status, a Grants Manager must make sure that the tax status code
values are up-to-date.

When you verify an Organization’s tax status, a search is done on the tax status, and if found,
the tax status codes of the Organization in GIFTS Online and MicroEdge’s Tax Exempt
Organization Database are compared.

Whenever you make an attempt to update with a code not found in GIFTS Online, you will be
notified.

A Grants Manager can add the missing code using the steps below, and you can then
repeat the update.

To set up tax status codes in GIFTS Online:
From the Admin menu, go to Classifications.

1.
2. Scroll down the list of code tables and click on the Tax Status table.
3. The Classification - Tax Status page is displayed.
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-
{2 GIFTS Online - Classification - Tax Status - Windows Internet Explorer = | E i

& http://lucasdl.gogiftsonline.com/sl/gifts.aspx?Ist=21453584xf1 efxd 505,801 Tx3ad354 eba576

Six Classification - Tax Status

DETAIL Coding
Name
Coding I}
Values Values
Find: w m
N
501¢(3)
501c(6)

Private Operating Foundation
Private Nonoperating Foundation
Suspense

509(a)(1)

509(a}(2) under 170(b){1){A)(vii)
509(a)(3) under 170(b){1){A)(viii)
509(a)(4)

Cancel

=% Tax Status

4. Do one of the following:

e To add a new tax status code, click New.

e To update a tax status code already in the table, click on the edit (pencil)
icon that appears next to the code when you hover the mouse cursor over
it.

5. Enter the Code for the tax status.

NOTE: For a listing of all the tax codes and their associated descriptions and
organization types, please refer to “Tax Status Codes” section.

6. Enter the Description for the tax status. This is what is displayed in the Values list.
NOTE: This description appears in the Tax Status section of the Tax Status menu in
the Organization window and can be anything that describes the tax status. For

instance, if the tax status code is 03, an accurate description might be 501(c)3.

7. Repeat this process until all tax status codes are set up.
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The following is a list of tax status codes and their associated descriptions and organization
types. Your Grants Manager can use this table when setting up tax status codes.

GIFTS Online 5.1 User’s Guide

For more information, please see “Setting Up Tax Status Codes”.

Tax Description Organization Type
Status
Code
01 501(c)1 Government Instrumentality
02 501(c)2 Title-Holding Corporation
03 501(c)3 Charitable Organization
Educational Organization
Literary Organization
Organization to Prevent Cruelty to Animals
Organization to Prevent Cruelty to Children
Organization for Public Safety Testing
Religious Organization
Scientific Organization
04 501(c)4 Civic League
Local Association of Employees
Social Welfare Organization
05 501(c)5 Agricultural Organization
Horticultural Organization
Labor Organization
06 501(c)6 Board of Trade
Business League
Chamber of Commerce
Real Estate Board
07 501(c)7 Pleasure, Recreational, or Social Club
08 501(c)8 Fraternal Beneficiary Society, Order or Association
09 501(c)9 Voluntary Employees’ Beneficiary Association (Non-Government

Employees)
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Voluntary Employees’ Beneficiary Association (Government Employees)

10 501(c)10 Domestic Fraternal Societies and Associations
11 501(c)11 Teachers Retirement Fund Association
12 501(c)12 Benevolent Life Insurance Association
Mutual Ditch or Irrigation Company
Mutual Cooperative Telephone Company
Organization Like Those on Three Preceding Lines
13 501(c)13 Burial Association
Cemetery Company
14 501(c)14 Credit Union
Other Mutual Corporation or Association
15 501(c)15 Mutual Insurance Company or Association Other Than Life or Marine
16 501(c)16 Corporation Financing Crop Operations
17 501(c)17 Supplemental Unemployment Compensation Trust or Plan
18 501(c)18 Employee Funded Pension Trust (created before 6/25/59)
19 501(c)19 Post or Organization of War Veterans
20 501(c)20 Legal Service Organization
21 501(c)21 Black Lung Trust
22 501(c)22 Multiemployer Pension Plan
23 501(c)23 Veterans Association Formed Prior to 1880
24 501(c)24 Trust Described in Section 4049 of ERISA
25 501(c)25 Title Holding Company for Pensions, etc.
26 501(c)26 State-Sponsored High Risk Health Insurance Organizations
27 501(c)27 State-Sponsored Workers’ Compensation Reinsurance
40 501(c)40 Apostolic and Religious Organizations (501(d))
50 501(c)50 Cooperative Hospital Service Organization (501(e))
60 501(c)60 Cooperative Service Organization of Operating Educational

Organization (501(f))
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70 501(c)70 Child Care Organization (501(k))

71 501(c)71 Charitable Risk Pool

81 501(c)81 Qualified State-Sponsored Tuition Program
92 501(c)92 4947(a)(1) - Private Foundation (Form 990PF Filer)
FO2 Private Operating Foundation

FO3 Private Operating Foundation

FO4 Private Non-operating Foundation

FO9 Suspense

F10 509(a)(1)

F11 509(a)(1)

F12 509(a)(1)

F13 509(a)(1)

F14 509(a)(1)

F15 509(a)(1)

F16 509(a)(2) under 170(b)(1)(A)(vii)

F17 509(a)(3) under 170(b)(1)(A)(viii)

F18 509(a)(4)

A Public Foundation

B Private Foundation

C Charitable Organization
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Tax Status Lookup

The Tax Status Lookup allows a user to search the IRS database for Organizations that do not
currently exist in their GIFTS Online system. The Tax Status Lookup option is accessed from the
‘Launch’ menu of GIFTS Online and does not require any Organization records to be selected.
Simply go to Launch > Tax Status Lookup.

Tax Status Lookup X
Name | contains v 7 ]
City is exactly
State/Province is exactly
Postal Cede contains
Tax ID contains

Tax Status Source () IRS
) Canada Revenue Service

(*) Both

Cancel

NOTE: At least one criteria other than “Tax Status Source” must be entered. The Search button
will be disabled until at least one other value is supplied.
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Tax Status Lookup Results

The following page

displays the search results from the lookup.

Security Fund

Corporation

Tax Status Lookup - Results X

These Organizations can be added to your database. Click on details to see the values that will be populated.
) Matching Organization TaxID Public Charity? Tax Status Details

0 1040 Club Mixed Handicap 391526417 No 501(c)7
Bowling League
2616 N 48Th St
Milwaukee, WI 53210-2414

0 111 Squadron Parents’ Committee  119310035R...  Yes
Air Cadet League Of Canada
Po Box #29165, Delamont P.O.
1950 West Broadway
Vancouver, BC V6J5C2

O 1199 Seiu League Hith Care 133946135 No 501(c)9
Industry Rn Training And Job

330 W 42Nd St Lbby 2
New York, NY 10036-6979

O 1199 Seiu-League Grant 134197609 Yes 501(c)3 Det

330 W 42Nd St
New York, NY 10036-6902

O 21St Century League 232918702 Yes 501(c)3
718 Arch St
Philadelphia, PA 19106-1530 <
Add Organizations Cancel

Actions Available

Action

Description

Refine Search

Returns user to the previous search dialogue. The previous search criteria will be
pre-populated already.

Printer Generates a temporary HTML page with the search results grid.

Friendly

Details The details link will launch a modal window that allows the user to see the values
for the Organization in question. This will afford the user the opportunity to
review the data that will be created.

Add Will create Organizations records in the GIFTS Online database for the selected

Organizations

results. See Updates and Error Handling.

Cancel

Closes the results page.
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Clicking Details link will display the following for each Organization:
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The following values will be set if you choose to add this organization to your

database.
Field Name

Legal Name

Registration Date
Tax Status 1
Tax Status 1 Date
Tax Status 2
Tax Status 2 Date

Cumulative Index Revision / Page
No.

Tax Status Verify Date
Last Verified By
Next Verification On

Notes

17100 Next =p

Value

1040 Club Mixed Handicap Bowling
League

November 1985
501(c)7
November 1985

November 1985

Verified against IRS database
1/26/2010 7:36 AM

12/5/2011
JP
12/5/2012

All organizations except 501(c)(3) -
(Foundation Code: 00)

Close

The data grid will show the following:

The footer of the dialogue will display:

e Field Name — The name of the field in the Organization Record
e Value — The value with which the field will be populated

e x/yrecords inthe record set

e Previous and Next to traverse the record set

e Close button to close the dialogue
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Tax Status Verify

The Tax Status Verify option allows the user to verify the tax status of existing Organization
records in their GIFTS Online system against the ME tax database. This action can be initiated
from the Organization search results page or from within an Organization edit form itself. You
can also use this feature in batch mode by selecting multiple Organizations first and then going
to Actions > Tax Status Verify.

Single Mode

When Tax Status Verify is invoked against only a single record (either from an Organization Edit
Form, or when only one record is selected out of many), there will only be two possible
outcomes: ‘Matched’ or ‘Not Found’.

Tax Status Verification Results X

You can update the selected Organization with details from the matching Organization. Click Details to see what new data
will be added to the Organization.

- Matching Organization Tax ID Public Charity?  Tax Status Details

0 The Children's Fund 542030766 Yes 501(c)3
3400 Wisconsin Ave. NW
Washington, DC 20016

| Update Organizations || Cancel

0

If a match is found, you can click Details to view the Organization’s IRS information.
B

r
Tax Status Verification: No Results Found X

The Tax ID for Organization US East Foundation (50) was not

ulr ) found. Would you like to refine your search?

Yes ‘ No

If not found, you are given the option to refine your search.
Yes — Opens the Tax Status Lookup form with the fields filled in where appropriate.

No — Returns you the search results page or Organization edit form you were on.
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The following actions are available on the results page:

Action

Description

Printer Friendly

Generates a temporary HTML page with the results grid.

Details The details link will launch a modal window that allows the user to see the
existing values and the new value that the record will be updated to. A
checkbox column will allow the user to select which fields they would like to
update.

Update Will update Organization records in the GIFTS Online database for the

Organizations

selected records.

Cancel

Closes the results page.

Multiple Records Mode

Selecting multiple organizations on a search results page and then using the Tax Status Verify
option will check all selected organization Tax IDs.

A Tax Status Verification Summary will display showing how many Matched and Not Matched

tax IDs were found.

You can click the View results links to see a list of each.

r

« Matched on Tax ID: 2
X No Matches on Tax ID: 9

Close

~

Tax Status Verification Summary X
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Matched IDs: This consists of the Organizations whose GIFTS Tax ID and tax status matched the
information in MicroEdge’s Tax Exempt Organization Database.

Tax Status Verification Results X
You can update the selected Organizations with details from the matching Organizations. Click Details to see what new data
will be added to the Organization.
(]  Matching Organization Tax ID Public Charity?  Tax Status Details
2 National Organizations For Youth Safety 651252562 Yes 501(c)3
7371 Atlas Walkway 109
Gainesville, VA 20155
O Abbotsford Christian School Society, 129907234... Yes
35011 Old Clayburn Rd
Abbotsford, BC V2S7L7
I Update Organizations ,\l Cancel
&)

NOTE: On the Results page, the Update Organizations button is disabled unless 1 or more

organizations are selected.

Not Matched IDs: If there were Organizations that were not found, you will have the ability to

initiate a lookup search from this list.

r
Tax Status Verification: No Results Found X
Click Look Up to search for tax status information on the Organization.
Organization Name Tax ID State/Province Lookup? <
Abuse Prevention and Rehabilitation Fund 87-102384 DC
Adventure Club of Manhattan 97-93829 NY
Arlington School of Dentistry 56-339967 CA Q
Brooks Ballet 13-3148295 NY Q
California Children’s Theatre CA Q
Children International MO Q
East Side Learning Center 21-395764 NY Q
Close
Action Description
Printer Generates a temporary HTML page with the results grid.
Friendly
Lookup The lookup button will launch the Tax Status Lookup form for the selected
Organization. The lookup form will open in a new window. The Tax Status
Verification ‘No Results Found’ page stays open until user hits the close button.
Close Closes the results page.
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Updating Organization Information

When verifying an Organization’s tax status, you can view the tax status fields that can be
updated. You can then select the fields you want to update, and update them in GIFTS Online.

Steps 1 and 2 below are optional and only necessary if you want to view or change the tax status
fields to be updated. If you only want to update Organization information, go to Step 3.

To view and update Organization fields:

From the Tax Status Results - Matched list or the Tax Status Results - Not Matched list, click
Details next to an Organization. The Update Details window is displayed.

1. The Update Details window contains the following columns:

Column | Description

Field The name of the field. Click the check box next to this field to select it, or clear
the check box to clear it.

Current | The field information in GIFTS Online.

New The field information in MicroEdge’s Tax Exempt Organization Database. If you
select this field and update GIFTS Online, the information in this field
overwrites the information in GIFTS Online.

NOTE: Selected fields will be overwritten in GIFTS Online if you update this Organization.
The fields which are selected by default are determined by your setup preferences.

2. Choose one of options on the Update Details window:

Option Description

Print Prints the displayed information.

Set Saves any changes and closes the window. To update GIFTS Online with the
selected fields, go to Step 3.

Cancel Closes the window without saving any changes.

NOTE: For detailed information about the Tax Notes field, please refer to “Understanding
Tax Notes Field Data,” Solution #1369 in the MicroEdge PowerME client portal.

3. From the Tax Status Results window, click Update. This updates the selected
Organizations with selected information from MicroEdge’s Tax Exempt Organization
Database. If you do not update all the Organizations on the Tax Status Results window, a
window is displayed indicating the number of Organizations that have been updated.
Click View Results to return to the Tax Status Results window.
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Looking Up Tax Exempt Organizations

You can look up tax exempt organizations not in GIFTS Online at any time from the
Organizations folder or while verifying Organizations’ tax status from the Tax Status Verify -
Summary window.

Looking Up New Tax Exempt Organizations

You can look up tax exempt organizations in MicroEdge’s Tax Exempt Organization Database at
any time. If you choose, you can add these organization to GIFTS Online.

This feature does not check for duplicate or similar Organizations in GIFTS Online. If you add a
tax exempt organization using this feature, make sure it is not already in GIFTS Online, or a
duplicate Organization will be created.

To look up a new tax exempt organization:

1. From the main menu, choose Actions > Tax Status Verify. The Look Up Organization Tax
Data window is displayed.

Tax Status Lookup X
Name  contains v 9
City is exactly
State/Province is exactly
Postal Code contains
Tax ID contains
Tax Status Source () IRS
) Canada Revenue Service
(*) Both
Cancel
|
2. Enter search criteria in the following fields:
Field Description
Name The name of the organization. Use the drop-down menu to select

whether you are entering a whole or partial name.

City The city where the organization is located.

State/Province | The state or province where the organization is located.

Postal The postal code of the organization.
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Tax ID The Tax ID of the organization.

Source Select the section of MicroEdge’s Tax Exempt Organization Database to
search, either IRS, Canada Revenue Agency, or both.

Click Search. The Tax Status Lookup - Results window is displayed.

Tax Status Lookup - Results X

These Organizations can be added to your database. Click on details to see the values that will be populated.

O Matching Organization TaxID Public Charity? Tax Status Details &
[ 1040 Club Mixed Handicap 391526417 No 501(c)7 Det

Bowling League

2616 N 48Th St

Milwaukee, Wl 53210-2414

O 111 Squadron Parents' Committee  119310035R...  Yes Detail
Air Cadet League Of Canada
Po Box #29165, Delamont P.O.
1950 West Broadway
Vancouver, BC V6J5C2

O 1199 Seiu League Hith Care 133946135 No 501(c)9
Industry Rn Training And Job
Security Fund
330 W 42Nd St Lbby 2
New York, NY 10036-6979

O 1199 Seiu-League Grant 134197609 Yes 501(c)3 Details
Corporation
330 W 42Nd St
New York, NY 10036-6902

0 215t Century League 232918702 Yes 501(c)3
718 Arch St
Philadelphia, PA 19106-1530 -
Add Organizations Cancel

The Tax Status Plus - Search Results window contains the following fields:

Field Description

Matching The organization’s contact information in MicroEdge’s Tax Exempt

Organization Organization Database.

Tax ID The Tax ID of the organization in MicroEdge’s Tax Exempt Organization
Database.

Public Charity? This field indicates whether or not the organization is a public charity.

Tax Status The tax status of the organization in MicroEdge’s Tax Exempt Organization
Database.
See Details Click Details to view which fields will be added to GIFTS Online.
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NOTE: GIFTS Online only displays the first 100 organizations found. If you need to refine
your search criteria, click Refine Search.

4. Choose from the following options on the Tax Status Lookup - Results window:

Option Description

Select All Selects all the organizations.

Deselect All Clears all the selected organizations.

Print Prints the displayed information.

Add Adds the selected organizations to GIFTS Online. Before clicking this

button, select the check box next to the organizations you want to add.

To view the details that will be entered into GIFTS Online for the new
Organization, click Details.

Close Closes the window.
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About Watchlists

This functionality will provide GIFTS Online users with the ability to comply with the “voluntary”
guidelines set forth by the Treasury Departments’ Office of Foreign Assets Control (OFAC).

Users will be able to select via preferences the compliance lists to be used for the vetting of
their organizations and contacts. Based on the compliance lists selected, WatchDOG would
return any hits and these would be presented to the user for processing. The GIFTS Online user
would in turn be able to review these “hits” and save information about each, including False
Positives. Any organization that was researched and shown to be a “False Positive” could then
be added to a “Whitelist”. Records included in the “Whitelist” would be excluded from future
verifications until the time when and if any of the information in the white-listed record
changes.

Watchlists and GIFTS Activities

Activity records are created when selected Organizations or Contacts are verified against
Watchlists. When hits are found, the Due Date is set to 5 days from the current date. Users can
search for, open, and update these Activities manually as they can for any other History Activity.

Watchlist Setup and Configuration

A new “Execute Watchlist” permission has been added to GIFTS Online, and initially granted only
to the Grants Manager role.

If a user’s role does not include this permission, the menu options referenced in this document
will be hidden in the ribbon menu, effectively hiding those features from the user.

NOTE: The process creates an Activity record whenever a ‘hit’ is found on a Watchlist for an
Organization or Contact records.
Watchlist Preferences

When a user decides to verify Organizations and Contacts against the Watchlists, there are
several options that come into play, like which specific Watchlists to search, whether or not to
also search certain related records, and what values need to be matched to be considered a
‘hit’.

These settings are accessed in the Manage Watchlists form by going to Admin > Manage
Watchlists.
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Manage Watchlists x

Lists

Thrashold | 0.99

Bank of England Sanction List
Bureau of Industry and Security
Canadian List
European Union List
Excluded Parties List System
FBI Most Wanted
Lists HHS Office of Inspector General Exclusion List
International Criminal Police Organization
Office of Foreign Assets Control
Paolitically Exposed Persons - Foreign Officials
Terrorist Exclusion List
United Nations Sanction List
World Bank Ineligible Firms

Organization Search Options

Match Organizations on
g City, State and Country

Include related Contacts .
Cancel
Prompt Description
Lists
Threshold To indicate a threshold value, enter a number (only .75-1.00
allowed). The default threshold is set to .85.
Lists To select a list for inclusion, click the check box next to the list name.

Default Search Lists are: OFAC, BIS, OSFI, UNSL, FBI, Interpol, TEL

Organization Search Options

Match Organizations on Organizations will automatically be matched by Name, AKA, and
Legal Name, so this option is checked and disabled. The client can
choose also to match on City, State and Country.

Note that in this and all cases, if the source field in GIFTS Online is
blank, this is considered a positive match.

For instance, if the Organization has City and State but no Country,
and City and State match, the match is considered positive. But if the
Organization does have a Country and it is different from the value
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on the watchlist, the match is negative.)

Include Parents and
Subsidiaries

If this flag is checked (which it is by default) not only will the selected
Organization be searched, but also any other Organization related to
it as either a Parent or Subsidiary.

Included related Contacts

The client can also choose to search related Contacts when they
search the Organization.

The client can choose by Role:

Primary Contacts — the Contact related through the Organization's
Primary Contact

Employees — Contacts related to the Organization through an
Affiliation record with a Contact

Request Primary Contact — an indirect relationship using the
Request's Primary Contact

All Affiliated Contacts — since this option incorporates the three
above, if this is checked, the above three prompts should be checked
and disabled. Subsequently unchecking this option enables the other
prompts and leaves them checked.

Include ‘Closed’ Affiliations — if false, then only Affiliations with an
empty or null To date will be included when evaluating the above
relationships. If true, then all Affiliations will be considered.

Defaults: Primary Contacts and Employees default to true; the rest of
the options to false

Match related Contacts on

If the client is including any Contacts, they will automatically be
matched on First Name and Last Name.

Additional options allow the matching process to include Social
Security Number and/or Birth Date.

With Birth Date, the value will be considered a match if the value in
the watch list is up to ‘X’ years earlier or a year later. (For example, if
the value in the database is 6/1/1975 and the default value is left at
1, then any date between 6/1/1974 and 6/1/1976 would be
considered a match.)

Contact Search Options

Match Contacts on

Same as described above for “Match related Contacts on”.

Include Related
Organizations

The client has the option of choosing the Contact’s Primary
Organization or All affiliated Contacts, with the same option to
include Closed Affiliations as described above.

Both options are selected by default; the option to include Closed
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Affiliations defaults to false.

Match Related Same as the options for “Match Organizations on” described above.
Organizations on

Command butions:

e OK - saves the user’s changes and closes the form
e Cancel — closes the form without saving the changes. If there are unsaved changes, the
user will be prompted with the standard dialogue:

Save changes to Watchlists Preferences?

Yes/No/Cancel

Actions

The available actions for Watchlists are the following:

e Check Watchlists — Checks the selected Organizations or Contacts (and their related
records, if desired) against the selected Watchlists, displays any ‘hits’, and gives the user
the chance to mark them as ‘false positives’ or add their own notes

e Review Watchlists - displays the results of any prior Watchlists checks for those records

Both options will be available in the Actions menu of the Organization and Contact edit forms,
and in the Search Results when the search returns Organization or Contact records.

Check Watchlists

This process checks the selected Organizations or Contacts against the watchlists selected in
Preferences and creates special Activity records for each one with the ‘hit’ results. It is then up
to the GIFTS Online user to review each hit and determine whether it is a true hit (meaning that
person or institution is indeed on that watchlist) or a ‘false positive’, meaning that although the
criteria matched the record in the database with one on the watchlist, they are not in fact the
same.

When the user clicks the Check Watchlist action, they are first asked to confirm their intentions:

r |
Please Respond

= This process will check the selected Organizations for ‘hits’ on
f the watchlists selected in Manage Watchlists and create new
Activity records with the results. Do you wish to continue?

Yes No
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If they click Yes, the process will run, and should be tracked by a progress bar. The system will
evaluate each record (Organization or Contact) against each Watchlist selected in Preferences
and do the following:

e An Activity will be created for each Organization and Contact checked:
o If there are no hits, the Activity will be created with a status of ‘Done’.
o If there are new hits, the Activity will be created with a status of’ Open unless the
Organization or Contact was previously marked as a false positive. In that case, the
Activity is marked as done, with the text “Hits found. Marked false positive. See
Long Notes.” in the Notes field.

Check Watchlists - Summary

At the conclusion of the process, the Check Watchlists — Summary form will display:

Check Watchlists - Summary
85 Organization and 146 Contact records have been checked.

Hits or not checked: 14 Organizations and 108 Contacts
No Hits: 71 Organizations and 338 Contacts
Show only records with hits (including selected Organizations related to records with hits)

L) Hits  Name Relationship ID  False Positive
O o Adventure Club of Manhattan 19
O 3 Collins, Joanne Request Primary Contact 29
. 3 Henderson, Sarah Board Member\Trustee 45
O o American Foundation for Children 1
O 3 Cellins, Joanne Primary Contact 29 -
|
Close
='|
Note that at this point the Activities have already been created and saved, and that the detail
for Hits is displayed by default, and the detail for Non-hits is collapsed by default.
Column Description
Checkboxes Used to select individual records for the Printer-friendly version of the report or
the More details option
# of Hits The number of lists that returned occurrences of the Organization or Contact.
Name The Name is the Organization Name value or the Contact Name (Last, First,
Middle).

Relationship The Relationship is the Contact Role for the Affiliation (joining the Contact to the

Parent/Subsidiary is selected as an additional record it will display Parent or
Subsidiary accordingly.

Organization), if the related record for Primary Contact or Employee is selected. If
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Note that in the case of Contacts, it is likely that more than one Affiliation will meet
the criteria. The Role displayed should be the first one encountered: Primary
Contact, then Employee, then the Role for any other Affiliations.

ID ID is the Organization or Contact ID.

The information in the tables is organized first by the record type being verified: each
Organization or Contact included in the set is listed alphabetically.

Any related records are presented as a subset beneath each main record.

Note that in some cases, the related record may include a hit while the main record does not. In
this case, the main record will be included for context even if it doesn’t ‘belong’ in that category.

Two options will appear below the grid:

o Printer-Friendly — see Printer-friendly.
e Verify hits — see Check Watchlists - Verify Hits.
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Check Watchlists - Verify Hits

The watchlists check process retrieves much more detail than can be easily presented in the grid
on the summary page. This link will open a popup that will provide these details only for the
selected records in the grid, and provides the Ul for the user to mark the hit as a false positive
and/or add any notes to be appended to the Activity records.

The selected records will open as a ‘batch’ — each page in the batch will display the details for a
single record. Selected records with zero hits will be excluded from the batch.

Watchlists - Verify Hits

Collins, Joanne (29)

Activity Notes

False Positive.

¥| False positive

PEP_FO List: Politically Exposed Persons - Foreign Officials
Entity #: 14642

EPLS Name: CHRISTINE ANNE COLLINS

o015 Score: 0.827

Programs: DOS_CPR(Fereign Diplomatic Staffs and Spouses)
Remarks: EMBASSY OF NEW ZEALAND COUNSELOR (CUSTOMS) Spouse; (EMBASSY
202-325-4800) (FAX 202-667-5227); Last Updated: 07/27/2012
Aliases:
Address City State  Country Zip Remarks

37 OBSERVATORY CIRCLE, NW Washingten DC United States 20008 Washington Consular

Save & Close i Save Cancel

e Header — Organization Name or Contact Full Name ({record ID}) in GIFTS Online.

e Activity Notes — a text box where the user can enter the text that will be appended to the
Activity Notes about this hit, preceded by a carriage return. Existing Notes — either
system- or user- defined — will not display and cannot be modified through this Ul. If
necessary, the text will be truncated to due to the field’s 255 character limit.

e False positive — a checkbox, indicating that the hits do not concern the person or
institution represented by the record in GO. In the database, this is represented by
specifying a Done Date and Done User in the Activity record. Once this flag is enabled and
saved, it cannot be unchecked from this interface, only directly from the Activity record
(by marking the Activity as not done.) Records marked in this way add the entity to a
“White List”, exempting it from future ‘hits’.

e List—a list box listing the name of each watchlist returning a hit. Clicking on a list in the
box populates the panel on the right with the specific information for that list. The first or
only list is highlighted by default.

o List info — the panel on the right lists the information gathered from the watchlist. Each
data element will be preceded by its label name and a colon. Following this information
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will be a grid of the Contact or Organization’s addresses, if any. (If there are no addresses,
the grid should still display, just without any data in it.)

Label Comments

List Name of the list

Entity # Value from the watch list uniquely IDing the entity matched.

Name Value of the Organization or Contact Name

Score Value that specifies the max match score of the entity

Programs | Text identifier for a list. An example they give is “Specially Designated
national Terrorist” (sic).

Remarks | Data typically found here includes; DOB, Place of Birth and Citizenship.

Aliases Any aliases

Navigation — navigation should mimic the navigation used in the edit form ‘batch open’,
with a display of the current record and the number of records in the set, and Next and
Previous controls. Each ‘page’ is associated with an Activity record, so the same feature
to ask the user to save their changes when they click Next or Previous should be included
as on the edit forms.

Printer-friendly — The printer friendly mode will generate an HTML version of the data
grid.

Save — saves any change to the current Activity record but does not close the form
Updates.

o If the user has checked the “False positive” checkbox, the Activity will be updated
with a Done Date of the current date and a Done User of the current user

o If the user added any Notes, these will be appended, preceded by a carriage
return, to the existing Notes supplied by the system. Since Notes has a 255
character limit, the text defined here will be truncated if necessary. (No messages
or warnings.)

Save & Close button — saves any change to the current and closes the form, returning the
user to the Check Watchlists — Summary form.

At this point, if any of the records have been marked as false positives, they should be
moved from the open to the not open section, and the totals and grids updated
appropriately.

Cancel — closes the form without saving any changes to the current Activity. The standard
messaging will be included:
Save changes to Watchlists Activity?

Yes/No
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Review Watchlists - Summary

Mew Launch Admin Actions

4 Ec’ el

Update Coding Check Watchlists | Rewview Walchlists | Consolidate
Sheet Duplicates

4

This process is mostly the same as the process for checking Watchlists in the first place, but
instead of performing a new check and creating Activity records, it simply retrieves the Activities
from the most recent check — in other words, the Watchlist Activity record with the most recent
Create Date (any earlier Activities are ignored).

Review Watchlists - Summary X
85 Organizations selected.

Hits or not checked: 14 Organizations and 108 Contacts
No Hits: 71 Organizations and 38 Contacts
Show only records with hits (including selected Organizations related to records with hits)

O Hits MName Relationship ID LastChecked Closedby Fal *
O o Adventure Club of Manhattan 19 10M19/2012 JB

O 3 Collins, Joanne Request Primary Contact 29  10/19/2012

O 3 Henderson, Sarah Board Member\Trustee 45 10/19/2012

O o American Foundation for Children 1 10192012 JB

The summary is very similar to the Check Watchlists — Summary, with the following exceptions.

e Form title: Review Watchlists — Summary

e Summary text: {#} {Organization(s) or Contact(s)} selected.
Note that this is the number of selected Organizations or Contacts in the Search Results
or Related Records grids.

e Open summary: Hits are open or checks were not performed for # Organization and #
Contact records.
This section reflects not only the selected records, but any related records as determined
by the Watchlists Preferences.
If any record in the batch is not associated with any Watchlist Activity record, it is
included in this category — we consider it open because we don’t know whether there are
hits or not since it hasn’t been checked. (Note that the user cannot take any action on
that from here.)

o Not Open Summary: No hits are open for # Organization and # Contact records.
This category includes all records where the most recent Watchlist Activity.

e Grid columns: The grid in this view will include two additional columns: Last checked and
Closed by. Last checked is the Create Date of the Activity record. Closed by is the Done
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User ID of the Activity record. Note that a record that has never been checked will have
no value in this column.

Verify Hits and Printer-friendly version will function exactly as they do for the Check Watchlists

process, with the exception that when the user closes the popups, they are returned here to the
Review Watchlists Summary.
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Working with Grantees Online

NOTE: This help topic describes features found in the optional Online Applications and
Requirements Module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

Online Applications and Requirements allows you to manage your entire grantmaking workflow
online.

This includes configuring your site preferences, creating application and requirement forms,
visual elements on pages viewed by grantees, editing correspondence, and allowing grant
seekers and your grantees to submit proposals and reports online.

e Grant applicants can submit proposals to you electronically by completing an online
application form. Applications that meet your preliminary requirements can be brought
directly to GIFTS Online as pending Requests— without further data entry by your staff.

e That kicks off your workflow. Later, grantees you've decided to fund can go online to
submit reports and other information you've required. This information is submitted
using an online form, and the Requirement record in GIFTS Online can be directly
updated with the grantee's submission.

Using GIFTS Online's online grant application features, you can:

e Preview your online application forms.

e Retrieve proposals submitted by online grant seekers.

e Review the pending applications you've received.

e Make decisions on whether to consider each proposal further.

e Generate stage 2 applications for grant seekers whose first-stage submissions garnered
your interest.

e View historical applications, including ones you've rejected without creating a Request.

To work with submitted applications and online grantee reports, it may help to understand
these two process from the grantees' perspective. Click here to learn about application
processes; an overview of online grantee reporting is here.

Topics in this section:

e Setting Site Preferences

e Using the Forms Manager

e Designing Online Forms

e Retrieving Applications and Requirements
e Processing Application Decisions

e Publishing Online Requirements

e Generating Reports

o Managing Grantees

e The Grantee Perspective

e Online Grantee Collaboration
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About Online Application Processes

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

Online grant application forms are set up for you as part of your initial GIFTS Online
implementation. This form (or forms) capture the data most important to decision-making in
your particular workflow.

To place this in context, let's look at broad outlines of the two possible application processes
you and grant seekers will work together to complete: a single-stage application process, or a
two-stage application process.

Single-Stage Application Process

With a single-stage application process, your online form is designed to gather all needed
information at once. You base your decision to fund using that information:

1. The grant-seeking applicant accesses, fills out, and submits an online application.

2. You retrieve the application (and any attached documents) to the Pending Applications
staging area.

3. You make an initial decision whether to look deeper into funding the project; you can
reject the application or consider it, which creates a pending Request in GIFTS Online.

You then move the new pending Request through your decision-making workflow.

Two-Stage Application Process

In a successful two-stage application process, the online grant seeker must fill out two different
online forms. In the first stage application, the grant seeker enters enough information for you
to decide whether you want to review the whole proposal. If you do, you can then ask the
applicant to fill out the second, usually longer, application.

1. The grant-seeking applicant accesses, fills out, and submits a first-stage online
application.

2. You retrieve the application (and any attached documents) to the Pending Applications
staging area.

3. You make an initial decision whether to look deeper into the project; you can reject the
application or consider it, which creates a pending Request in GIFTS Online.

4. You and other GIFTS Online users review the Request and decide whether or not to ask
the applicant to provide fuller details on the proposal. If so, you then generate the stage 2
application.

5. At the same time, you can generate an email to notify the applicant. He or she can then
log back in, complete, and submit the second-stage form.

6. As before, you retrieve the application and either reject it or consider it.
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e [f you consider it, the existing Request is updated with the additional information
from the stage 2 application.

e [f you reject it, that pending Request is automatically declined.

Now with full details on the proposal, you can review and then approve or decline the Request.

Generating Stage 2 Applications

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

A two-stage application process requires that an applicant fill out two online forms. The first-
stage application, if considered, creates a pending Request in GIFTS Online.

If you want to hear more about the proposal in a second-stage application, you want to make
sure that it's linked to the existing Request record. For that reason, generating the stage 2
application begins from the selected proposal's Request edit form.

1. Search for or navigate to the proposal's Request edit form.

2. Inthe Actions menu, click Generate Stage 2 Application. The stage 2 form is now
published to the applicant.

3. You have the option to generate an email for the grant seeker, letting him or her know
they can log in and complete the second stage of the proposal.

About Online Grantee Reporting/Requirements

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

In GIFTS Online, reports and other obligations a grantee must fulfill as conditions of a grant are
captured in Requirements. For example, your grant agreement may call for interim reports
quarterly during a year-long project. You could add four Requirements, enter Progress Report as
each one's type, and set their due dates according to the schedule.

With GIFTS Online, however, you can complete the process online. Rather than update
Requirements yourself, you can "publish" them to the grantees - that is, post them as online
forms - and have grantees complete and submit these forms to fulfill their requirements online.

Once retrieved, they will automatically update the Requirements. You can review the
information they've provided and mark the Requirement done if their efforts are satisfactory.

You can update these Requirements yourself if grantees submit information offline or via email.

A broad outline of the online grantee reporting process follows:

1. During initial setup of your GIFTS Online implementation, online Requirement forms
fitting your needs are built.

2. You will add Requirements to pending or approved Requests, specifying type, due date,
and other key data.. For example, you might add a Grant Requirement calling for a
Progress Report, due six months after the Project Start Date.
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3. You publish the Requirement to the grantee. That is, you generate an online form which
the grantee can log in and fill out. (It doesn't matter if the proposal originated offline -
you can create an online account for a grantee if need be.)

4. The grantee logs in, completes the form, attaches any required documents, and submits
it.

5. You retrieve their submissions and review the update Requirement records, then mark
each done (or not).

The Forms Manager

The Forms Manager replaces the old View Forms action in GIFTS Online and can be accessed via
Launch>Applications>Forms Manager.

The Forms Manager page keeps a listing of available Active, Inactive, and Archived Application
and Requirements forms.

From this page, you are allowed to create new forms, edit existing forms, delete existing forms,
or restore archived forms.

New Actions Settings

Forms Manager [ £ = & B =8 +

m =
Open Edit Properties Save a Copy Delete Preview Activate Export

Form Title Desaription Stage Last Updated Last Updated By Created Created By | Deactivation [EST) | 1D

- Application Forms
News York/Mew Jersey Area Comman Application Farm single Stage ADMIN 4/24/2002 35001
Active National Netwark of Grantmakers | Common Grant Application Single Stage ADMIN 4/24/2002 35002
Inactive 2013 Application Form Common Application Form Single Stage 11/12/2013 11/12/2013 12/31/2013 35010

Archived

~ Requirement Forms
Active
Inactive

Archived

The left panel allows the user to select which form category to display in the main listing area.

Active Forms

Clicking the Active button for Applications or Requirements will display a list of forms currently
active for applicants to use. The only actions available for active forms are to Save a Copy,
Deactivate, or Export the list.

Inactive Forms

Clicking the Inactive button for Applications or Requirements will display a list of inactive forms.
The actions available for inactive forms include Open, Edit Properties, Save a Copy, Delete,
Preview, Activate, or Export the list.
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Archived Forms

Clicking the Archived button for Applications or Requirements will display a list of forms that
have been deleted from the Inactive list. The only actions available for active forms are to Save a
Copy, Export the list, or Restore to the Inactive list.

The Ribbon Menus
There are three ribbon menus in the Forms Menu.

e The New Menu
e The Actions Menu
e The Settings Menu

Forms Manager: New Menu

The options in the New menu of the Forms Manager are always the same no matter what type
of form is currently selected.

NOTE: There are no batch actions available. All actions shown are available only with a single
selected record.

New

Application Form Opens Form Properties for editing. Upon setting form properties,
the Form Designer displays for the new Application Form.

Requirement Form Opens Form Properties for editing. Upon setting form properties,
the Form Designer displays for the new Requirement Form.

Forms Manager: Actions Menu

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

The Actions menu in the Forms Manager displays various options available to the user
depending on the status of the form currently selected.
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With no forms selected:

Export
This will export a list of the forms currently in the forms manager to an Excel spreadsheet.
-
Export
Title
Current Forms List
Include Column Headings &
Export values without formatting
Export Application Forms Export Requirement Forms
Active Active
& Inactive Inactive
Archived Archived
(0]'4 D}l | Cancel
A 4
Option Description
Title Adds a title to the top of the spreadsheet

Include Column
Headings

Uncheck this box if you do not want column headings in the spreadsheet

Export values
without formatting

Export Application
Forms

Defaults to the list currently displayed. You may choose to add Active,
Inactive, and/or Archived.

Export
Requirements
Forms

Defaults to the list currently displayed. You may choose to add Active,
Inactive, and/or Archived.

With an Active form selected:
Save a Copy

This option will copy the selected form and allow you to save it under a new name in the
Inactive list. This can be helpful for creating new forms which are very similar to existing forms

and only require minimal modifications.

View URL

This option will only be available for Single and Stage 1 Application forms.

This option displays the URL for the active form currently selected.
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You may click on the link to go directly to the form and begin an application, or choose Copy to
Clipboard to copy the link for use in another location such as a company webpage or document.

Deactivate
Clicking this option will automatically deactivate the form currently selected.

IMPORTANT: There is no confirmation prompt for this action. The form is immediately
deactivated.

To deactivate a currently active form, do the following:

1. Select the desired active form.

2. Go to Actions > Deactivate.

3. The system will advise you if there are any in-progress applications/requirements using
the form and ask if you would like to allow them to be submitted.

- |
Deactivate
1 copy of this Application form has been started and saved
by an applicant.
Would you like to allow this in-progress Application to be
submitted?
| Yes | | No %_| | Cancel |
AN A

Click Yes or No as desired. Clicking Cancel will abort the deactivation process.

4. Clicking No will display the default message the applicant will receive about the form
being unavailable. The message can be edited directly here, if necessary.

- |
Deactivate
Applicants who attempt to access the form will receive the
following message instead:
The Application form that you began is no longer
being accepted. You may begin a new form. We
apologize for the inconvenience.
OK %| | Cancel
A vy

Click OK.
5. A message will display stating that the form has been successfully deactivated. Click OK.

Export
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Clicking this option will export the current forms list to an Excel Spreadsheet. See above for
more details.

With an Inactive form selected:
Open
This option will open the currently selected inactive form in the Form Designer.

Edit Properties
This option will open the Edit Properties form.

Forms Manager

Title Testing Site | Default (1538) -

Description Stage Single Stage <
Associated Stage |pgone -

# Branch |Headquarters Division -

Suppress Organization fields from application form Spell Check Language English (United States) -

® Use Contact name to create Organization Record
Attach application to "Individuals" Organization

Require Password Deactivation Date
Require Account Login Deactivation Time |12:00 am -

Populate Organization and Contact data from last

. Allow submission of open applications
submission

Require applicants to enter a U.S. Tax ID Deactivation Message | The application form that you
are attempting to access is not
currently available. Please try

Require Tax ID to be aon file in the IRS database ) -
again later, or contact us for P

| oK | | Cancel

Option Description

Title Required field. The form title appears in the browser’s tab at the top of
the online form and on the Printer Friendly Version of the form.

Description You may choose to write a basic description for the form, which will not
be visible to applicants/grantees but will be used to identify the form in
the Forms Manager.

Suppress If you are designing an application to be used by individuals rather than
Organization fields | organizations, you should select this option.
from application

¢ You have two options for handling applications from individuals:
orms

Use Contact Name to create Organization Record

If you select this option, GIFTS will create a new Organization record for
each applicant, and use the applicant’s name (Last, First Middle) as the
Organization name.
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Note: Each Organization created will have the same address as the
Primary Contact.
Attach applications to “Individuals” Organization

This option will automatically associate all applications with a dummy
Organization. To setup a dummy organization, please contact MicroEdge
Professional Services. services@microedge.com

Require Password

To require applicants to enter a password, check this option and enter a
password in the Password field below. The password must be 5-25
characters, in any combination of alphanumeric characters, with no
spaces.

Require Account
Login

Applicants are required by default to sign in or create a user account
before completing a single-stage application form. If you don’t want to
require this of your applicants, uncheck this box.

Populate Organization and Contact data from last submission.

Check this option to populate a returning applicant’s application with
Organization and Contact data from his or her last submission. You must
first select Require Account Login to activate this field.

Require applicants
to enter a U.S. Tax
ID

If your application should be available only to applicants who can provide
a Tax ID, check this option.

The system can also check the Tax ID entered by potential applicants
against the databases of qualified non-profit organizations maintained by
the IRS and Canada Revenue Agency.

Require Tax ID to be on file in the IRS database.

If you will only accept applications from applicants whose Tax ID appears
in the IRS or Canada Revenue Agency database, check this option.

NOTE: If you require applicants to provide a Tax ID, the data received
from the IRS database will pre-populate the Name, Legal Name, AKA, Tax
Notes, and Tax Status fields on the application form, if you have chosen to
include them.

Site

Required field. Defaults to the client's site.

If you have Multi-SIDs enabled for your IGAM installation, this dropdown
will provide you with a list of the Site IDs available to be assigned to this
application form.

CAUTION: Once you Activate a form, the Site ID cannot be changed. If you
need an activated form assigned to another Site ID, you must use the
Save a Copy menu option. This will create an inactive copy of the form
and allow you to assign it to another Site ID.

Stage

Here you must indicate whether this is a single-stage form, a first-stage
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form, or a second-stage form. This field does not display for requirement
forms.

Associated Stage

If you are creating a second-stage form, you must indicate which first-
stage form it should be associated with. This field does not display for
requirement forms.

TIP: You may associate more than one second-stage application with any
first-stage application. Once you have reviewed the first-stage application,
you may choose which of the associated second-stage forms you will ask
the applicant to complete.

Branch

This option is visible if you have the optional Branch Security feature.

The branch that you select will be assigned to applications that are
submitted using this form.

In IGAM, users will only be allowed to access forms for which they have at
least view-only permissions.

When a Request is created from an application, the branch to which the
Request is assigned depends on the branch security model you are using.

The two models are Decentralized data entry and Centralized data entry.

¥f you are using Decentralized branch security, the Request is assigned
to the branch of the user who considers (or rejects, if Requests are
created for rejected applications) the application.

¥f you are using Centralized branch security, the Request is assigned to
the branch that you have specified here. Note: This field does not display
for requirement forms.

Spell Check
Language

Defaults to English(United States).
You may change this to one of several options available:

e English (United States)

e English (United Kingdom)
e English (Canada)

e English (Australia)

e French

e Spanish

Deactivation Date

Set a date for the form to deactivate. Clicking in this field will open a
calendar for you to select a date.

Deactivation Time

Set a time for the form to be deactivated from the menu options.

Disabled if no deactivation date is set.

Allow submission of

Check this box to allow in-progress applications to still be submitted after
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open applications the form has been deactivated.

Disabled if no deactivation date is set.

Deactivation In this field, you may change the message displayed to applicants when
Message they attempt to access a deactivated form.

Disabled if no deactivation date is set.

Save a Copy

This option will copy the selected form and allow you to save it under a new name in the
Inactive list. This can be helpful for creating new forms which are very similar to existing forms
and only require minimal modifications.

Delete
Clicking this option will delete the selected form and move it to the Archived folder. You will be
prompted for confirmation.

NOTE: Deleted forms in the Archived folder can be restored to the Inactive folder at a later time,
if necessary.

Previewing Application Forms
NOTE: In order to preview your form, you must have an open connection to the Internet.

This option opens the form in Preview mode. Previewing the form will give you a sense of the
applicant's online experience.

Please note, in Preview mode any field set to pre-populated with a value from GIFTS Online or a
Stage 1 form will be blank.

Activate
This option will activate the currently selected inactive form.

The activation prompt will provide you with the active form's URL which can be copied to other
web pages or documents as needed.

—

Forms Manager

You have successfully activated this grant application form. The URL for this
form is:

https:/fwww.GrantRequest.com /510 153875A=5SNA&FID=35016

Please link to this URL address for access to this application.

| oK E
" o
Export

Clicking this option will export the current forms list to an Excel Spreadsheet. See above for
more details.
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With an Archived form selected:

Save a Copy

This option will copy the selected form and allow you to save it under a new name in the
Inactive list. This can be helpful for creating new forms which are very similar to existing forms
and only require minimal modifications.

Export
Clicking this option will export the current forms list to an Excel Spreadsheet. See above for
more details.

Restore
To restore a currently archived form, do the following:

Select the desired archived form.

Go to Actions > Restore.

At the confirmation prompt, click OK.

At the successfully restored prompt, click OK.

PwnNnpE

Forms Manager: Settings Menu

The options in the Settings menu of the Forms Manager are always the same no matter what
type of form is currently selected.

Account Designer

The Account Designer is used for changing the default settings and design for the Grant Request
Login page, My Account page, and any new Application or Requirement forms created.

NOTE: Design options selected in individual forms will take precedence over the default settings
in the Account Designer.

IGAM Account Designer - Site 0 R ST

Undo Redo

Layout Login | Account | Form
(=) Horizontal Accent

() Vertical Accent .
5 Graphical Backaround # MicroEdge
L Il J

|v] Include Content Frame Contact Us | Help | Sample Documents | Logout

Pagespan |~
Header header.zip |Remove Applications
Footer  None Browse
Left Panel  None Browse
Right Panel  None Browse

s Application Name Project Title Last Updated Action
Header Background & -

Show In Progress Applications ~

General Form Title Sample Project Title 1,000 20020 05/16/2013 S
Accent Bar g -
Body Background & - General Form Title Example 1,000 20021 05/16/2013 &l
Search Background & - _
General Form Title 1,000 20027 12/20/2012 &

Accent Bar g -
Active Tab Background g, -

Inactive Tab Background g, -

Button Color gy -

Required Field Tcon

Tcon * Small Asterisk ~

Icon Color P b

|sevesiClose| | save | | cancel |

For more information, please refer to the Account Designer section.
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View My Account URL

This menu option displays the URL to the current user's specific My Account page.

If you are using Multi-SIDs, you will be prompted to select a Site ID before displaying the URL.

View My Account URL
https://www.GrantRequest.com/5ID 1538?5A=AM

Copy to Clipboard L\&J | Close |

S

You may click on the link to go directly to the login page, or choose Copy to Clipboard to copy
the link for use in another location such as a company webpage or document.

The Account Designer

The Account Designer is used for changing the default settings and design for the Grant Request
Login page, My Account pages, and any new Application or Requirement forms created.

It is also where many of your site preferences are set.

TIP: It is recommended when working with the Account Designer to maximize your browser
window.

Accessing the Account Designer

The Account Designer can be accessed from the Forms Manager via the Settings>Account
Designer menu option.

The Account Designer is divided into 3 panels.

Left Panel: The left side panel displays various configuration options depending on the current
Setting menu selection.

Center Panel: The center or main panel serves as a WYSIWYG preview for the Login, Account,
and Forms tabs.

Right Panel: The right panel is initially collapsed by default and not shown. Its purpose is to
display additional property settings when specific Links or Messages are selected on the left
panel. If not in use, the panel can be hidden by clicking the Show/Hide arrow in the lower right.
Command buttons

All tabs will have Save, Save & Close, and Cancel buttons so that you can save your changes as
your work on modifications.
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The Login Tab
This tab displays what the Login page will look like to applicants.

k-3

Links Email Design Header Text Messages

Account Designer/ ® T B B ‘s B

Properties.

Site Name | Default

[+] Allow HTML in forms

Login | Account | Form
g ¥ MicroEdge

|| Allow applicants and grantees to Contact Us | Help | Sample Documents | Exit
email drafts and submissions

|| Allow applicants and grantees to
transfer drafts and submissions

|| Allow applicants and grantees to
manage viewers

Please Sign In

Timeout Settings.

|| Enable Timeout

I you have an account, please log in using your E-mail Address and Password.

Idle Minutes 0 « To create an account, please use the "New Applicant” link found below.
+ This grant application system uses the following email domain: mail@grantapplication.com. Please add it to your
ldle Waming Text safe-senders list to be sure you receive all communications.
E-mail Password
Mew Applicant? Forgot Password?
Timeout Minutes 0

Timeout Text Login

Security Settings
|| Require Security Questions
Passwords

Unsuccessiul Attempts D

Minimum Length

Reuse After Entries D
Waximum Age (days) D

‘ Preview ‘

»

Save & Close | ‘ Save ‘ ‘ Cancel |

397



GIFTS Online 5.1 User’s Guide

The Account Tab
This tab displays what the My Account pages will look like to applicants.

Account Designer

S % e B

Properties  Links Email Design  Header  Text

Properties.

Site Name | Default

[+] Allow HTML in forms

@A\Iowappucams and grantees to laccount: sample@account.net | Change E-mail/Password Contact Us | Help | Sample Documents | Exit
email drafts and submissions Last Log in: GMT-05:00
|| Allow applicants and grantees to
transfer drafts and submissions Applicatio m
|| Allow applicants and grantees to e
manage viewers Applications
'EmsnutSamngs You may access your In Progress or Submitted applications by selecting "In Progress” or "Submitted Applications" from the "Show" drop-
|| Enable Timeout down on the right hand side of the page.
Idle Minutes 0
Show | In Progress Applications ¥
Idle Warning Text
Application Name Project Title Requested Last Updated
Sample Application T
Name Sample Project Title 1234.00 1234 02/18/2014 [in]
Timzout Minutes 0
Timeout Text
Security Settings
|| Require Security Questions
Passwords
Unsuccessiul Attempts D
Minimum Length
Reuse After Enfries E
Waximum Age (days) D
‘ Preview ‘ <

Save & Close | ‘ Save ‘ ‘ Cancel |
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The Form Tab

This tab displays the default settings and design for all NEW Application or Requirement forms.

NOTE: The design settings for each form can be modified using the Form Designer and will take
precedence over the default settings shown here.

Settings

S P T By B ‘s B

Properties  Links Emall  Design  Header Text Messages

Account Designer

FlErEE Login | Account | Form
Site Name | Default |
|| Allow HTML in forms
[+/] Allow applicants and grantees to Contact Us | Help | Sample Documents | Exit

email drafts and submissions
[ | Allow applicants and grantees to o Page 1 e Attachments 9 Review My Application

transfer drafts and submissions
|| Allow applicants and grantees to

manage viewers

Page 1 Printer Friendly Version | E-mail Draft
Timeout Settings.
| Enable Timeout
U Header Text
ldle Minutes
Idle Warning Text Description Text
Note Text
Timeout Minutes 0 Organization Name
Timeout Text Sample Value Text
Address
Sacurity Settings
|_| Require Security Questions City State Postal Code
Passwords <Nones v
Unsuccessful Atempts \u ‘
Winimum Length \5 \ Request Amount
Reuse After Entries ‘U ‘
Waxmum Age (days) | g |
Preview Save & Finish Later | | Next
e, [ Save & Finih Leter || Hext | ;
| Save&Close | | Save | | Cancel |

Account Designer Settings: Properties
This option displays general site Properties, Timeout Settings, and Security Settings.

Properties:

Site Name 'Default’ is the default setting here. You may change it if desired.

Allow HTML in forms Select this checkbox if you want to allow HTML code to be used
in online forms. If this option is selected, HTML text will display as
active links on forms. If the option is cleared, any HTML text on a
form will display as regular text.

NOTE: If this option is turned on after forms have already been
created, the new preference will not be applied to existing forms
until they are opened and saved again.

Allow applicants and Required to enable Application and Requirement collaboration.
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grantees to email drafts and
submissions

Allow applicants and
grantees to transfer drafts
and submissions

Required to enable Application and Requirement collaboration.

Allow applicants and
grantees to manage viewers

Required to enable Application and Requirement collaboration.

Timeout Settings:

Enable Timeout

Checking this box enables the Timeout Settings features.

Idle Minutes

This is the amount time that must elapse without the applicant
posting data to the server before the Idle Warning Text is
displayed.

Idle Warning Text

This is the text displayed to the applicant along with the option to
Continue or Exit.

Timeout Minutes

This is the amount of time that must elapse without the applicant
posting data to the server or clicking Continue on the Idle
Warning prompt before the system logs out of the account and
displays the Timeout Text.

Timeout Text

This is the text displayed to the applicant after the session has
been terminated.

Security Settings:

All passwords in GIFTS Online are case sensitive and a more
stringent password policy will be enforced when applicants
create passwords (either on first login, or after a password
reset).

Require Security Questions

If checked, applicants will be required to answer three questions
that will validate the account holder identity prior to sending a
temporary password, either upon account creation or when a
password is forgotten (which will also unlock the account). Upon
account creation, applicants will be required to select questions
and provide answers so that they may unlock their account if it
becomes locked due to unsuccessful attempts.

See How Security Questions Work below for more details.

Passwords:

Unsuccessful Attempts

This will determine the number of password attempts available
to an account holder until the account is locked out.

See Account Lockout below for more details.
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Minimum Length This will determine the minimum password length. This number
must be between 5 and 25.

Reuse After Entries This will determine how many times the password must be
changed before it can be reused.

Maximum Age (days) This is the number of days before a password will expire.

How the Timeout Settings Work:

The Idle Minutes is required to be less than the Timeout Minutes. Default times respectively are
15 & 20 minutes. These fields cannot be set to zero.

Example: Idle Time = 15 minutes, Timeout Time = 20 minutes

This allows the applicant 5 minutes to see the Idle Warning and take action before the session is
terminated.

When the Idle Minutes time is reached, a prompt is displayed containing the Idle Warning Text
and the option to Continue or Exit.

e |f Continue is selected, the timeout counter will be reset to zero and begin counting up
again.

e |[f Exit is selected, the session will be disconnected and the applicant will be taken to the
login screen.

e [f no action is taken by the applicant, the system will continue to count up until it reaches
the Timeout Minutes set and then display the Timeout Warning. Clicking OK will take the
applicant to the account login page.

Typing inside fields on the application does not reset the idle timer. In order to reset the idle
timer, an action must be taken that saves data to the server.

Actions that cause current data to be saved to the IGAM server include:

e Going to a different page of the application using Next/Continue links, Page Number or
Page Title links/tabs, or Chevron Progress Bar links.

e C(Clicking Save & Finish Later.

o Uploading Attachments.

How Security Questions Work

Once the option to require Security Questions has been enabled, existing accounts will be forced
to enter answers to security questions at their next login.

When an applicant attempts to login for the first time after the security settings have been
changed the following will occur:

e The applicant will be brought to the Change Password page and must enter a new
password. The new password requirements will be applied.

e |f no security question responses have been previously provided, the applicant will be
brought to the Security Questions page.
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|With what company did you hold your first job?

V| [Enterprise Corp |

[What is your paternal grandfather's first name? V? |James |
[What is your maternal grandmother’s first name? V] |Tasha I
[In what year (YYYY) did you graduate from high school? V] |1988 I
[What is your father's middle name? V| [Tiberius |
[What street did your best friend in high school live on? (Enter full name of street only) v\ IKirk ]

There are six sets of questions and answers that must be answered by the applicant.

In the case of a forgotten password, the applicant will need to answer three of these questions

to get their password reset.

Once provided, the applicant will be directed to the page that required login.

Account Lockout

This enhancement tracks the number of unsuccessful attempts and prevents access to the
account after the specified number of unsuccessful attempts.

Once locked, the account may only be unlocked by resetting the password or if the applicant

answers three security questions correctly.

e |[f an applicant answers the three security questions correctly, the applicant will be sent a

temporary password.

e |[f the applicant cannot answer security questions correctly, the applicant must contact
the Grants Manager to reset the password for the applicant's account email using the
Reset Grantee Password option on the Online Applications menu.
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Account Designer Settings: Links

This option displays the list of all the various links and buttons available on the Online
Applications pages.

To see the available settings for each link/button, simply click on it in the left panel list. The
settings available for that specific link/button will be displayed on the right side panel.

NOTE: The order of the first four links (Contact Us, Help, Sample Documents, and Exit) can be
reordered by dragging and dropping. They will then appear on applicant’s pages in the same

order.

The example below shows the settings for the Exit link on the right panel.

Account Designer

Settings

Bx N B

Design Logo Text  Messages

Links ,
Label Tipe | |
ContactUs EMAIL
Help URL
Sample Documents URL
Bt URL
oK @ Passwi
ok TariD
Next Quiz N
Submit DUWZSLE
Upload Upload
Send Sendtc|
Remave Remay
Cancel Recom
Search Code T
Reset Code T|
Remave Remay
Review My Application Review|
Review Wy Requirement  Review—
E-miail Draft E-mail
Submit Email T
Cancel Email C
Continue Email T
Printer Friendly Version Printer
Next Next
Save & Finish Later Save &
Review & Submit Review
Update Upaate
Submit Submit
Continue Submic
Login Login _
m v

[ Aol |

Lo Account | Ferm Display Label
Exit

Linkto
www.microedge.com

style

o Page 1 e Attachments e Button -

Page 1
Header Text

Description Text

I

Note Text

Organization Name

Sample Value Text

Address

City State Postal Code

<Mone>[~| L4

Request Amount

v

| saeaciozse | | save | | cance |

The settings available for each link will vary depending on one selected. The table below
describes the options which may be displayed.

Setting Description

Display This is the text displayed on the site page or form.

Label

Style If available, allows you to select between a Link or Button display.

Link to For links that require a URL or Email address.

Position Select the position for the link. Left, Right, or Standard.

Duplicate to | By default some links are only displayed on the footer area. Checking this box
Top will also place the link in the header area.
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Account Designer Settings: Emails

This menu option displays the settings for automated emails sent by Online Applications.

Settings.

= = : Al
E ® T By B "o
Properties  Links Email Design logo  Text

Account Designer

ErElE Login | Account | Form | Emails | Merge Fields

New Account
P 4R " Subject Requirement ID

‘assword Reminder
«Form_Type> Ownership Transfer Form Title
Password Update Account Login URL

Submission Confirmation HE Requirement Type
Requirement Submission Sender Email
Confirmation Body

Sender Name
Copy of Submission Dear Grantee,

Organization Name
Create Account .

This message is to notify you that ownership of <Form_Types «Requirement_ID» has been transferred to you. You must accept Project Title
Reset Password transfer of awnership in order to complete this process. Form T
orm Type

Save and Finish Later Confirmation
Please login to complete the «Form_Types.
Recommenders Natification

Transfer Applications You can login te your account, «Account_Login_URLs atany time

Transfer Requirements NOTE: If you are a new user, a separate email will be sentto you with the login web page and your initial password. For security
Add Viewers reasons you will be askedto change the password when you first log in.

Requirement Retrizval Notification <Project_Tilles

From Display Name

‘ West 54th Foundatiol ‘
‘Reply Te' Email Address

| services@s4.0rg |

| Appiy |

v

| save aciose | | save | | cancel |

The left panel displays a list of all the email types. Simply click one of the email types to view its
settings and default subject/body text.

The From Display Name and ‘Reply To’ Email Address can be set here for each one of the
emails.

Clicking in the Subject or Body fields of any email will display available merge fields on the right
side panel.

To add a merge field, place the cursor in the location you want the merge field to appear and
then double-click it on the right panel list.

Requirement Retrieval Notification

This email notification is sent to the staff owner when a Requirement they are assigned to is
retrieved.

The option can be enabled by selecting the Requirement Retrieval Notification email type and
unchecking the Do not send notification checkbox.

By default this option will be checked, meaning no email notification is sent.
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Account Designer Settings: Design

This menu option displays the settings responsible for much of the layout aspects of the site
pages and forms.

The Design tab of the Design Wizard allows you to manipulate the layout, colors, and text
properties of your My Accounts and Application pages.

These settings will also become the default settings for all new application and requirement
forms created in the Form Design Wizard.

Settings.

= = ; AL
£ f T Bx B ‘b
Properties Links Email Design Logo Text

Account Designer

Layout =
| [ Login | Account | Ferm | Emails

¢) Horizontal Accent
Vertical Accent
Graphical Background

: West 54th Foundation
[ Include Content Frame

Upload Image

Page Span | Left - |

Pagewidth | 1000 |

HTHL .
Applications
Header  None | Browse |

Footer  None | Browse |

LeftPanel None | Browse |

Rignt

e None | Browse |

Project Title Requested

Colors Sample Application Name Sample Project Title 1234.00 1234 11
I Header Background

I

. Body Background
. Search Background

[ Active Tab Background
. Inactive Tab Background

I Accentbar

. Button Calor

Required Field Icon
lcon | = Small Asterisk  ~

I iconColor

A

[ Apoty | - | saves close | | save | | cancel |

The left panel is divided into four sections as described in the table below:

Layout

Horizontal Accent This default layout option consists of a colored header, a differently
colored body area, and a menu bar separating the two.

Vertical Accent This layout option will create an application/online requirement with a

solid background color and an accent bar along the left-hand side.

Graphical Background This layout option retains the menu bar, but the header and body
areas are populated by a graphic of your choosing. In the center of the
body area is a white area where your application/online requirement
form prompts will appear. Uploading graphic files is discussed in the
Graphics section.

Include Content Frame Checking this box creates a frame around your entire form page. Note:
In IE 9 or later and Firefox, this frame has a shadow effect.
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Page Span This dropdown menu controls how your IGAM pages make use of
onscreen space.

Entire Page - forms will take up all the space available in the current
window.

Left, fixed width - forms will align to the left of the screen and be
limited to the Page Width setting.

Center, fixed width - forms will center on the current window and be
limited to the Page Width setting.

Page width This setting is only available if Page Span is set to Left or Center. The
minimum setting is 1000 pixels. Entries less than 1000 will default
back to 1000 pixels.

HTML Please review the Custom HTML section for more details.

Header Click Browse to add your own custom HTML to the area indicated.

Footer Click Browse to add your own custom HTML to the area indicated.

Left Panel Click Browse to add your own custom HTML to the area indicated.

Right Panel Click Browse to add your own custom HTML to the area indicated.

Colors See the Selecting Colors section for more details.

Header Background

Body Background

Search Background

Active Tab Background

Inactive Tab
Background

Accent Bar

Button Color

Required Field Icon

Icon Select an icon to display next to all required fields on your
application/online requirement using the dropdown menu.

Icon Color You may also choose the color of the icon.

Apply
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Selecting Colors

CAUTION: You must to consider that changes made in Design panel will take immediate effect
on the My Account and Account Login pages when you Apply. Care must be taken to avoid
publishing HTML files that do not render correctly.

In this section, you can override the system default settings for the colors on the
application/online requirement.

Colors
J® HeaderBackaround —

\ Drag Markers To Pick A Color
Body Background

OK

Search Background Cancel |

[ Active Tab Background our ~.221
¥  Inactive Tab Background S (82 |%
® Accentbar Vi (39 [%

. Button Color R: |18

G: |43
Required Field Icon B: | 101
Icon | * Small Asterisk  ~
# (1

® icon Color —

To select a new color, you may do any of the following:

e Click one of the preset colors in the palette to the right.

e Enter the desired color's hex value in the # field at the bottom.
e Adjust the HSV and RGB values manually.

e Move the color slide up or down as desired.

e Ordrag the small white circle around the left side color field.

Click OK when ready to proceed.

Some considerations regarding colors:
“The column header color on the My Account page is controlled by the Accent Bar color.

f you have selected the Graphical Background layout option, the Header Background and
Body Background fields will be disabled since the entire background (header and body) will
consist of an imported graphic.

¥f you have chosen the Vertical Accent layout option, the Header Background color will be
unavailable because the layout does not include a header.

Custom HTML

The Account Designer allows the use of HTML files to add custom header, footer, and side
panels to your webpages and forms. This allows integration of your website elements into the
IGAM webpages and forms to produce a seamless transition for your applicants.

CAUTION: You must to consider that changes made in Design panels will take immediate effect
on the My Account and Account Login pages when you Apply. Care must be taken to avoid
publishing HTML files that do not render correctly.

If you do not have a test environment with a test SID, there are two options:
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“*Remove any external facing links to My Account/Account Login, or links to published
Applications that require account login/creation (disable forms), so that applicants do not see
these pages while being edited.

“*Acquire a test configuration/test SID that will allow previewing and testing of all IGAM
elements prior to publishing and making visible to applicants.

NOTE: Existing forms will not display custom headers, footers or side panels unless edited,
regardless of global settings.

Any custom HTML header, footer and side panels defined in the Account Designer will become
the default header, footer and side panel for My Account and Account Login pages as well as
new Forms unless different files are specified in the Form Design Wizard.

Since the custom header will replace the logo displayed, the presence of a custom HTML header
file will disable the Logo, Logo Alignment and Logo Rollover Text fields.

Creating an HTML Zip File
The .html files and images (.gif or .jpg) must be contained in a .zip file for uploading. Each
element (header, footer, left side panel, right side panel) must have its own .zip file.

NOTE: The zip file must contain only the actual files; not a folder containing the files.

Browsing for and Selecting a File
Once a .zip file is selected, or if the path and file are manually entered, the path and file will
appear below the text entry field and the Add button will become enabled.

You must click the Add button for the file to be saved to the GIFTS Online server.
GIFTS Online will validate the contents of each zip file to make sure there is a .html file.

Image Guidelines
Images must be in .gif or .jpg format. There are no guidelines regarding the size of the images as
this will depend on your page width setting and personal website design preferences.

HTML Files Guidelines
The .html file for each element must be formatted in a specific way in order for IGAM to
properly apply it to your webpages and forms.

IMG tag src attributes in a panel html must look like this:
<img src="/SID_value/Default.asp?SA=PI&IMAGE=Header\image.gif&IFID=0'/>

The SID_value is your Site ID number or account (if multi-SID) and image.gif represents the
filename of your image.

The IFID must always be 0.

Sample Header HTML Zip File
Here is a simple zip file for a header. It contains only the required .html and image file.

D— @ =

header.zip header.html  USEF-Head...
The html file contains just the path to the image file as defined above.
<img src='/SID_1208/Default.asp?SA=PI&IMAGE=Header\USEF-Header1.jpg&IFID=0"/>

The above HTML path is for Site ID 1208 and is pointing to the image filename USEF-
Headerl.jpg.
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TIP: Simple HTML files can be created very quickly in Windows Notepad by copying the example
above and substituting your own Site ID and image filename. Then save the file with a .html
extension.

Cascading Style Sheet (CSS) Guidelines
CSS included in a panel html should be formatted as follows:

<link href="/SID_0001/Default.asp?SA=PI&CSS=Header\styles.css&IFID=0" type="text/css"
rel="stylesheet" />

Instead of an IMAGE parameter, you must specify a CSS parameter.
Remember to use an IFID parameter of 0.
All the image references in the css file should then look like this:

background: transparent url('/SID_0001/Default.asp?SA=PI&IMAGE=Header/image.gif&IFID=0')
center left repeat-y;

Here too you must remember to use an IFID parameter of 0.

TIP: For Footer, Right or Left panel content, substitute ‘Header’ with Right, Left or Footer in the
above path examples.

Account Designer Settings: Header
This menu option displays the Logo and Navigation settings.

B: B " B

il Design logo Text Messages

Account Designer

L Login | Account | Form | Emails

| Upload Image || Remove Image |

Image Preview

* West 54th Foundation

Rollover Text

L]

% West 54th Foundation

Loga Alignment
‘ ge A | o Page 1 0 Attachments 9 Review My Applical
Left -

Navigation
Mavigation Style

| Chevron - |

Page 1
— Header Text
|| Use Page Title for Navigation

Deseription Tt
| appty |

Note Text

Organization Name
Sample Value Text

Address

City State Postal Code

<None>[~]

Request Amount

A

ks Save & Close | | Savs | | Cancsl
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Logo

Upload Image

Click to browse for an image to upload as a logo.

Remove Image

Click to remove the current logo image.

Image Preview

Displays the current logo image.

Rollover Text

Enter text here to be displayed when a user place their mouse over the
logo.

Logo Alignment

Select the alignment for the logo in the header area.

Navigation

Navigation Style

Select from Classic number tabs or Chevron style (shown above).

Use Page Title for
Navigation

Checking this box will cause the page titles to be displayed at the top
instead of page numbers on application/requirement forms.

Account Designer Settings: Text
This menu option allows you to select the font formatting options for your application and

online requirements.

Account Designer

Settings.

= . AL
e el % EBEsx B 1 g
Properties  Links Email Design Logo Text Messages

Display Element

Form Title

Question Description

Error Message
Highlighted
Navigation Active
Navigation Inactive e
Button
Description Text
Font | Verdana
Size

) Relative | 3~ | Note Text

() Fired Fixed | px -
Organization Name

Alignment | Center

[ Boid [ ] Halics

I TextColor

Address

| Anply |

city

Request Amount

Login | Aceount | Form | Emails

Page Title

oager 4] % West 54th Foundation
Notes

Question Label

pE—

Sample Value Text

Page 1

State Postal Code

<None>[~]

Save & Finish Later | | Next o

A

m +

| Save&Close | | Save | | cancel |

Choose an element to edit

from the Display Element list.

You may change the Font, Size (relative or fixed), Alignment, Bold, Italic, and Color.
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NOTE: Changes made to the Form Title will only be displayed in the Printer Friendly Version of
the form.

If you would like to make the selected element bold or italicized, select the appropriate
checkbox.

The last setting allows you to select the color of the font for the selected element in the same
way you selected the colors of the application parts.

Account Designer Settings: Messages

This menu option displays a list of the system messages which may appear to a
grantee/applicant.

During the application process, certain conditions may occur which warrant that information
and/or an error message to be returned to the applicant or grantee. There is default text
associated with these messages, but you may choose to customize the messages in order to
provide your applicants/grantees with more detailed information.

Settings.

= = . AL
. ® % By B " ')
Properties  Links Email Design Logo Text Messages

Account Designer

TEEXEES Login | Account | Form | Emails lessage Text

Invalid Password
Invalid Tax ID questions so that we may accurately

valla Tax 0 Roquieg West 54th Foundation s

Incomplete Quiz

Please answer all of the quiz

Submission Acknowleagement L)
Requirement Submission
Inaccessiole Form

TaxID Instructions

Account Login Instructions

Please Sign In

Save and Finish Later
TaxID Field Label

Recommender Instructions
App. Page Instructions E-mail password
Req. Page Instructions

Please enter an e-mail address and password.

m

Email Instructions New Applicant?
Initial Account Lockout
Final Account Lackeut
Security Question Page Instructions
Submission Transfer Confirmation
Canc| Transfer Confirmation

Viewers Update Confirmation

| Appiy |

v

« i ] '

| save & ciose | | save | | cancel |

Clicking the message type selects it and displays it’s text on the right side panel.

The text can then be edited on the right panel and saved by clicking Apply.
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The Forms Designer

The Form Designer is GIFTS Online's tool for creating or modifying Application and Requirements
forms.

Clients can access their forms directly and change them as needed.

Accessing the Form Designer

The Form Designer window can be accessed in two ways:
1. Select the New>Application or New>Requirements option from the Forms Manager.

2. Select an existing Inactive form and either go to Actions>Open or double-click the form.

Understanding the Form Designer Layout

The Form Designer consists of 3 main sections: left panel, the middle or main section, and the
right panel.

Form Designer

Organization - Quiz  Page1 amtachments | + | Emails Lab#l
: ‘ _ Description
o Page 1 © s
Help Ted
* organization Name ::\:r,wrurgam:monsz wess
o Position
s e
. o
. =5
Height In Lines
U;II;k o Incluge Question
Tax Status 2 ila\s >
Save & Close Save Cancel
Panel Description
Left Panel The Left Panel by default displays a list of the fields available to be added the
current form. It can also be set to display an outline of the form, or other
elements.
More details about changing this display can be found in the menu options
table.
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Middle Panel The Main part (middle) is where the form is displayed and can be edited.
Sections can be added here to group related fields together.

Tabs on the top of the main section represent different pages in the form.

Right Panel The Right panel allows the user to edit highlighted field settings.

Command Butions

The form has Save, Save & Close, and Cancel buttons so you can save your changes.

NOTE: If the current form is active, your changes will not be reflected in any currently in-
progress applications.

Field Selection and Relocating

Many of the fields in the Form Designer will look similar to the one shown below.

¥ X
Address @
Organization Address
|:-i/:|
p
Panel Description
Edit (gear) This button allows users to edit field properties by opening the right panel
with associated settings.
Delete This button allows users to delete a selected field.
Resize corner Dragging the bottom right corner of the field allows users to resize fields to
(lower right) desired size.
Repositioning You can position fields in desired locations on the form by dragging and
fields dropping.
Help Text If you add Help text to a field, this icon will be displayed next to the field label.
Spell Check When the spellcheck option is enabled on long text fields, this icon is displayed
to the right of the field.
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Forms Designer Menu Options

The menu is presented in the style of the current GIFTS Online application.

New

Page

This option adds a new page to the form and displays the page. This
is presented as a tab in the form designer.

Upon adding the page, the page is displayed and the page name is
editable.

The page name and page position — can also be adjusted after the
section is inserted.

Double clicking the tab name allows for editing the name.
Dragging and dropping allows for adjusting page order.

If more than one page is present, an X icon appears next to the
page titles. This icon allows the user to remove the entire page. A
confirmation is presented to you before allowing deletion. On
hover over the X icon, a tooltip will display “Delete Page”.

Section

A section is a separation of fields that contains its own title and.
This option adds an empty section to the bottom of the current
page. This button is disabled if a section is already selected; a
section cannot exist within another section.

Actions

Fields

Hides the Outline panel and displays the Fields panel.

Outline

Hides the list of available fields left panel and displays the Outline
panel.

Activate/Deactivate

Before a form is actually accessed by users, it must be activated.
Until then, the form is inactive and will not be presented to users
for data entry.

The Activate option should be hidden if the form is already active
and the Deactivate option should be hidden if the form is already
inactive.

Settings

Properties Set various defaults for your new forms such as Title, Description,
Language, and Authentication requirements here.

Links Allows the editing of special links on the My Account pages.

Emails Allows the editing of automated emails for Applications or
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Requirements.

Eligibility Allows you to configure the Eligibility Quiz, if enabled, which is
displayed before the application.

Attachment Allows the editing of the Attachments page, if enabled.

Design Allows the editing on various layout aspects such as background,

accent colors, and tab colors.

Text Allow the editing of various aspects of text displayed including font,
size, and color.

Messages Allows the editing of default system messages such as Invalid
Password or Successful Submission.

Forms Designer Control Panels
As discussed earlier, the Forms Designer has control panels on the left and right.

Left Panel: Fields List
The left panel by default displays a list of the fields available for adding to your form.

If the panel is currently in Outline mode, you can change to Fields mode by going to
Actions>Fields in the ribbon menu.

The fields displayed are based on the category selected in the top menu.
Field Type Category Menu

Selecting a record type filters the list of available fields by that record type. Record types
available are:

e QOrganization
e Organization Primary Contact

e Request
e Request Primary Contact
o Text

e Add Additional Contact

Find search box

Typing in this field filters the list of available fields by the entered text. If the field contains the
text entered in the search box, it will appear in the list of available fields. When this box is
empty, all fields are available.

List of Available Fields
Displays the list of fields that can be added to the form.
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Left Panel: Outline View
Available via Actions > Outline.

This mode displays the form in its current state in a tree view.
The tree is presented in a Page/Group/Field hierarchy.
Clicking a field in the outline selects the field in the main window.

Using the Find function highlights the fields in the outline window where the field name
contains the text entered in the find box.

Right Panel: Field Settings
The right panel is typically used for setting field properties.

When a field is selected, the right panel displays the properties for that field.

This panel can be closed/hidden via a Close icon on the lower right. Once closed, an icon
appears on the right side that reopens the panel. Clicking the appropriate Edit icon for a field
also opens the panel.

NOTE: The right panel only displays when an element has been selected. If no element is
selected, it is hidden.

Forms Designer Sections

Clicking on a section of a form selects and highlights the entire section, inclusive of the fields
contained. The Right Panel will open and display the section properties.

Clicking the Section label allows for editing of the label. Edit and Delete buttons are displayed
when the section is selected.

Clicking Edit will either hide the right panel (if it’s open already) or show it (if it was hidden).

It is possible to move an entire section via drag and drop. Once moved, any fields contained
within the section are moved along with it.

The Right Panel will show the following Section options:

o Label

e Title Color

e Title Background Color

e Group Background Color
e Border Color

e Border Width

Clicking the Delete button presents the following prompt:
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You have chaosen to remaove the section: [About the

Organization |

(&) Remove this section but leave its associated
fields in their current position

() Remove this section and all its associated fields

Ok Cancel
ool | |

Forms Designer Labels and Fields

Adding a Field

To add fields, you can double-click on the field or drag the value from the left panel onto the
form. Both the field and its label are added. By default, the label is positioned above the field
and the field label is the name of the field with spaces replacing any underscores. Once added to
the Form Editor, the field is no longer available to be selected (removed) from the left panel.
The exception to this are items in the Text category (not fields, regular text), and long text fields.

Form Designer

Quiz | Page1 *| Page2 | Attachments

| Organization - |

| Find... |‘ﬂ’

Address —
Also Known As

Annual Budget

Assets_Amount o Page 1 e Page 2

Background \\
City N & o
Organization Name
E-mail Address \
Extension
v
Fax Lddr=ss

Financial Report Date

m

Legal Name

If a section is first selected, double-clicking a listed field adds the field to the bottom of that
section. Otherwise, the field is added to the bottom of the page. When dragging and dropping,
the field is added to the highlighted location where the field can be dropped.

Field Selection
Any field in the Form Editor window can be selected. Selecting the field highlights the label and
field. Two icons appear alongside the field, one for Edit, and one for Delete. For coding fields, an
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additional icon/button/text (Edit Code) appears that allows for setting of coding options.
Selecting a different field/element deselects the current field and selects the one clicked.

It is possible to edit more than one active field at the same time by holding down the CTRL key
and clicking multiple elements. On the right panel, only properties shared by the selected
elements (e.g. width) will be shown.

Removing a Field
Each field has a Delete button that appears when the field is selected. Clicking the Delete button
deletes both the field and its associated label.

Resizing Labels and Fields

When a field is selected an arrow icon appears on the lower right that allows you to resize the
field. With the exception of text fields, resizing can only occur horizontally. Text fields can be
resized horizontally and vertically. It is not possible to resize a label. The label should
automatically take up the width of the text within.

Moving Labels and Fields
Moving a label and field involves clicking on the field and dragging it to its new location.
Dragging either the label or field moves both together.

Labels and fields can be dragged and dropped to the following positions:

Blank page

Blank sections

Above or below an existing field
Above or below an existing section

e To the left or right of an existing field

In order to allow movement of a field to another page, upon dragging the field to the tab at the
top of the Form Editor, the page for that tab displays.

If a page is scrollable in any direction, dragging a field and hovering over the edge of the page
for more than 1 second scrolls the page in that direction.

Forms Designer Field Properties
Selecting a field or its label brings up the Field Properties in the Right Panel.

Double-clicking a label also allows a user to edit the label text.

The Field Properties appears in the right panel on the screen. The window contains the field
name and type as the header. The available field properties are dependent on the field type.
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New  Action  Settngs

= —
= s
Organization Quiz  Page1 | Page2 X| amachments | » | Emails Lab#l
Find
Address
Also Known As Description
Annual Budget
PRI Q rone @ roe: © socimens
Background A
City
E-mail Address About the Organization
Extension - o5 X
Background Below
Financial Report Date St
Trpe
Optional
Spell Check
Humber_of_Full_Time_Emplayees|
—
Humber_of_Part_Time_Employee: 85
Height In Lines
Organization Type
15
Organization_Founding_Year [
Phane
Postal Code
Tax ID ' Incluge Question
Tax Notea Papulate With
Tax Registration Date Hovalue  «
>
Save & Close Save Cancel
Field Type | Properties

Date

e Label

e Description

e Help Text

e Minimum Value (Date)

e Maximum Value (Date)

e Populate With (No Value/Set Value) Set Value provides a date control or a

checkbox for Today’s Date

¢ Radio button selection for Optional (Default), Required, Read-Only, Hidden

¢ Require Verification checkbox
* Verification Label

e Verification Description

Long Text

e Label

¢ Description

e Help Text

e Word Limit

* Enable Word Count
¢ Enable Spell Check

¢ Include Question in GIFTS Online
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¢ Populate With (No Value/Set Value) Set Value provides a textbox

¢ Radio button selection for Optional (Default), Required, Read-Only, Hidden
¢ Require Verification checkbox

e Verification Label

e Verification Description

Text e Label

e Description

e Help Text

* Enable Spell Check

¢ Populate With (No Value/Set Value) Set Value provides a textbox

¢ Radio button selection for Optional (Default), Required, Read-Only, Hidden
¢ Require Verification checkbox

e Verification Label

e Verification Description

Attachmen | e Label
t e Description

¢ Help Text

e Word Limit

e Allowed File Types

¢ Radio button selection for Optional (Default), Required, Read-Only, Hidden
¢ Require Verification checkbox

e Verification Label

e Verification Description

Number e Label

e Description

e Help Text

* Minimum Value (Number)

e Maximum Value (Number)

* Populate With (No Value/Set Value) Set Value provides a textbox

¢ Radio button selection for Optional (Default), Required, Read-Only, Hidden
¢ Require Verification checkbox

e Verification Label
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e Verification Description

Currency e Label

e Description

e Help Text

e Minimum Value (Currency)

e Maximum Value (Currency)

¢ Display decimals separately

¢ Populate With (No Value/Set Value) Set Value provides a textbox

¢ Radio button selection for Optional (Default), Required, Read-Only, Hidden
¢ Require Verification checkbox

* Verification Label

e Verification Description

Checkbox | e Label

e Description

e Help Text

e Alignment (Above/Right)

¢ Populate With (No Value/Set Value) Set Value provides a textbox

¢ Radio button selection for Optional (Default), Required, Read-Only, Hidden
¢ Require Verification checkbox

e Verification Label

* Verification Description

Forms Designer Editing Codes

When selecting a code field, an additional icon/button/text (Edit Code) appears that allows for
setting of coding options. The Code Properties appears as a modal window centered on the
screen. The window contains the Coding Sheet - Code Table name as the header. The top of the
window contains settings particular to this field. Two columns are displayed side by side below
the settings, Available Codes and Displayed Codes.

The Available Codes section contains a Find filter and a list of fields that can be displayed. The
find filter filters the selection of Available codes by the text entered. Double clicking on a field or
dragging and dropping it adds the field to the Displayed Codes section. An icon is displayed to
add all fields. The Displayed Codes section shows fields that are displayed on the Form. Each
selection contains an icon to the right that allows the user to remove the field. Anicon is
displayed to remove all fields.

This popup will have the standard OK and Cancel buttons.
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Coding Table - Age Group x
[] Include Search Prompt [ | Show Lowest Level

Mumber of Selections | 1 = () Begins With |:| Mested List Display | List hi

() Containg [ Include Percentages
Available Codes Selected Codes
Flnd.... Children (6-13) x
Adults
Children {6-13] Yﬂuﬂg Adults |:1 "1-'-1 B} x
Infants (0-5)

Young Adults (14-18)

3
&

l oK ] I Cancel ‘

Show Lowest Level
If turned on, “Nested List” is automatically disabled.

Nested List
If turned on, “Show Lowest Level” is automatically disabled.

Include Percentages
If turned on, an additional numeric box, and “%” text appears next to each selection.

Age Group
<Mone= - 0%
<Mone= - 0%

Forms Designer Logo/Header
When a new form is created, the header of the page will display the text ‘No Logo’.

Quiz | Page 1 | Page2 | attachments | + | Emails Alignment

Left -

Rollover Text

| Uploadfie |

o Page 1 e Page 2 o Attachments

| Delete Logo |
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If selected, settings will be shown in the right panel to Upload an image. Accepted file types are
.jpg and .gif. Once a file is selected, the Form Editor displays the uploaded picture file and
selects it.

Clicking on the logo selects the logo as described in Field Selection. Clicking the Edit Properties
button displays the following settings in a right panel.

e Logo Path and File Name (Read-Only)
e Alignment [Left/Center/Right]

e Rollover Text

e Upload files button

e Delete Logo button

Clicking the Delete Logo button removes the picture file and displays a NO LOGO image in its
place.

Forms Designer Navigation Bar Settings
Form navigation is shown underneath the logo (Chevron or Classic Tabs).

While in Form Editor mode, the links in the navigation cannot be clicked. Clicking the navigation
selects the element without the Delete button.

Quiz | Page1 | Page2 *| Attachments | + | Emails View Style
| chevion - |

Use Page Title for Navigation
| on -

o Page 1 e Page 2 e Attachments

]

Clicking the Edit button displays the following settings in in the right panel.
¢ View Style [Chevron/Classic] — default is Chevron.

¢ Use Page Title for Navigation [On/Off]

e When this option is Off, navigation will display “Page 1, Page 2” etc. instead of the name
of the page. When On, the navigation will use the name of the page instead.
e Min 1 char, Max 100 chars

Navigation Styles
Classic
Displays page navigation in a table as links.

Example:

_ Request Information  Contact Information  Attachments  Review My Application

Chevron
Will display navigation in a table separated by number and arrow images.

Example:
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Organizational Request

Contact A Review My
Information Information B Information U Recommenders E’ Attachments w Application

Forms Designer Settings Menu

The Settings menu in the Forms Designer gives you access to various configuration options for
your forms.

Please note, any changes made to the settings are displayed in the Form Editor.

Options include:

e Properties
Links

Email
Eligibility
Attachments
Design

o Text

Settings: Properties
® Form Title

e Description
® Form Language/Spell Check Language
¢ Form Type (Application, Scholarship, or Requirement)
¢ Stage (and Associated Stage 1 if Stage 2 is selected), Enabled if Form Type=Application
e Site ID (For Multi-SID)
¢ Branch
e Suppress Organization fields from application form
¢ Authentication
o Require password to access form
o Require Account Login (default On)
Populate Organization and Contact data from last Submission (default On)
o Require applicants to enter a U.S. Tax ID
Require Tax ID to be on file in the IRS database
¢ Additional Contacts
o Organization Primary Contact is required
o Request Primary Contact is required

o Add (Action, creates a pop up window that creates an additional Contact type
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o Edit

o Remove

Settings: Links

Allows the editing of special links on the page.
By default, a new form will not have any links.
The links available to edit are predetermined.
To add a link, add the URL to the Link To setting.

The Left Panel lists of the various links on the page. Clicking on the link type highlights and
selects the link (or the position of where the link would appear in its default position) and opens
the link properties. If the link is on a different page than what is currently shown in the Form
Editor, the page is switched to the one where the link resides and the link is selected.

Links cannot be dragged and dropped.

Form Designer

o &

Properties  Links  Email  ERGIy  Afischment  Design  Tex

29 Quiz | Page1 | Page2 | amachments | + | Emats Display Label

Lavel e Ext
Contad Us EMAL
Help URL Lnkte
Sample Documents  URL
y
asswore
a

st
© o © v © suacanens

Button

About the Organization

Background

Save & Close | | Save | | Cancel

When a link is selected, the properties of the link are displayed on the right panel.

Available options for the link are:
o Display Label

e LinkTo
e Style

Settings: Email
Allows the editing of automated emails for Applications or Requirements.
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The Left Panel displays the list of automated emails that can be edited. Once selected, the form
editor will display the message in an editable text box.

A button is included that allows the user to add merge fields.

Form Designer

Quz | Page1 | Page2 | Atachments | + | Emais Display Label

Extt
Linkto
stie

Button

Subject
Grant Request In-Progress

Body

Your grant request work has been saved
Please remember to retum to finish your application and submit it for review.

Settings: Eligibility
The Eligibility Quiz, if enabled, is displayed before the application.

Once clicked, the right panel displays Quiz Settings. Once “Enable Eligibility Quiz” checkbox is
checked, the Quiz page is added as a tab, and is also available in the Outline View.

The Quiz is not shown in the navigation bar in the main panel.

The quiz page is always set as the first tab, and cannot be moved.
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Wew  Action  Setngs

= .-

Page  Question

Form Designer

Fing Quiz | Page 1 | Page2 | Aachments | » | Emais | Enatie ENgiDiity Quz

. | Display only one question per
- @ oz o=
b Allow quiz takers who fail to
F Does your organization suppar access ne appication
- extio o applicant
i
n

Does your organization support projects in any of the following states: NY, NJ, or CT?
selscone -

Quiz Menu Actions
New

e New Page - Add a new quiz page
e Add Question - Adds a new question to the Form Editor and selects it.

Questions are displayed in the main section. Questions can be dragged and dropped above or
below each other using the same logic as dragging and dropping fields (without the ability to
drop to the right)- and moves the entire Question and associated Answers. Selecting a question
highlights it and displays an Show Properties and Remove button.

Once a question is selected, the right panel will display the Edit Question Properties.

Right Panel Quiz Settings
Quiz Settings are shown in right panel anytime there is no question selected in the Quiz main
panel. Also shown when Settings>Quiz is selected in menu.

Enable Eligibility Quiz: Checking this box creates a new page with different available actions
than a normal page. Anytime this special page is selected, the Quiz settings are shown in place
of the fields list. Fields cannot be added/moved to this page

Display only one question per page: Checking this box adds a page separator between
questions. This can be represented by a dotted line between questions

Allow quiz takers who fail to access this application: selecting this box will allow applicants who
failed the eligibility quiz to still access the application.

Text to display to applicants that fail the quiz: Default text is shown below.

Your responses to the quiz questions have indicated that your proposal most likely does not
meet our funding guidelines.
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Settings: Attachments
Accessible via Settings>Attachments in top ribbon menu.

IGAM Form Designer - [35001]
Generic Form Title 9 o
. Eligibility Quiz | Cover Sheet | Page 2 | Attachments | Rewiew + |v] Enable Attachments Page
Find... Maximum Size |25 B
4 Cover Sheet # MicroEdge Recommen ders
4 Groupt Required 1
Organization Name Not Required [0
Street Address 9 Attachments Q) review hy application
City L
State
Postal Code
Request Date Attachments Page Text
Project Title
4 Page2
TreeViewltem
Attachments Upload

The maximum size for all attachments combined is 25 MB. Please note that files with certain extensions (such as "exe’, *com", "vbs®, or
"bat") cannot be uploaded

|#] Define Attachments

Title: <None= = Add || Remave

{Save & C\use] l Save J l Cancel J

Once clicked, the right panel displays Attachment Settings.

Once “Enable Attachment Page” checkbox is checked, the Attachments page is added as a tab
and is also available in the Outline View.

The attachment page is always set as the last page, and cannot be moved.

Main Edit Window
Attachments Page Text

Attachments page text is a selectable element. On initialize, it displays NO TEXT. When selected,
Attachment Page Text right panel is displayed

Upload Text
Displays the following:

e Upload

The maximum size for all attachments combined is <Maximum Size> MB. Please note that files
with certain extensions (such as “exe’, “com”, “vbs”, or “bat”) cannot be uploaded.

Define Attachments Checkbox
When checked, the drop down box, Add, and Remove buttons are enabled

Defined Attachments List

Drop down box of defined attachments. To add an attachment, click on the Add button. To Edit
an attachment, select the attachment by selecting it in the drop down box. To remove an
attachment, select the attachment in the drop down box and click remove. A confirmation
message should display “Do you want to remove <Attachment Name>?" OK/Cancel
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Adding or selecting a defined attachment displays the Defined Attachment Properties right
panel.

Right Panel

Attachment Settings

Attachment settings is shown in right panel anytime there is no active selected element in the
Attachments main panel. Also shown when Settings>Attachments is selected in menu.

Enable Attachments Page:

Checking this box creates a new page with different available actions than a normal page.
Anytime this special page is selected, the Attachment settings are shown in place of the fields
list. Fields cannot be added/moved to this page

Maximum Size:
Enter the maximum size allowed for the attachment in megabytes(mb).

Recommenders (Only enabled if a blind attachment is added to the attachments list)

e # Required
e # Not Required

Adding a recommender in either the Required or Not Required box adds a Recommenders Page
to the Form Editor.

Example of recommenders page with 1 required, 2 not required set:

Exit | Contact Us |

o Recommenders e Attachments u Review My Application

Recommenders printer Friendly Version | E-mail Draft

Please enter your recommender{s) here

Name E-mail Send e-mail Remove
¥
Send | Remove |

Save & Finish Later | Next |

Attachment Page Text

[Textbox] When the attachment page text element is selected in main panel, a text box is
displayed in the right panel. Changes to this textbox will replace the text in Attachment Page
Text in main panel.

Defined Attachment Properties
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New  Action Settings

g = ] o =] =] Ex » | &
Properties  Links  Emai  Egiilty  Attachment Design  Text Messages
Find Quz | Page1 | Page2 | Amachments | + | Emaiis Anachment Name
Recommenders
n suppof Required |Blind
Allowsd e types
(1 © roe: © racnments Ada
doc
pdf
Upload
izatio
The maximum size for all attachments combined is 25 Mb. Please note that files with certain extensions (such as “exe”, "com", "vbs" or "bat") cannot Remove
be uploaded. [}

¥ Define attachments

Title | Recommen ders - | [ aga | | emove

When clicking Add in the defined attachments list on the main panel, the right panel displays
the options for adding the attachment. The same panel displays options to edit an existing
defined attachment when the drop down element is selected, and displays the element selected
in the drop down box.

[Textbox] Attachment Name

e Populates the drop down box
[Checkbox] Required

e When checked, option in drop down box displays (Required) next to the name
[Checkbox] Blind

e When checked, option in drop down box displays (Required) next to the name
[Textbox][Add Button] File Type

o Allows the user to type in a file type and click Add or press enter to add to the File Type
List

[Listbox] [Edit Button] [Remove Button]List of Allows File Types

e Listing of File Types added
o File types editable by double clicking in list or selecting the file type in list and clicking edit
o File types deletable by selecting file type in list and clicking delete
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Settings: Design
This menu option allows you to configure the following:

Layout

[Radio Button] Horizontal Accent

[Radio Button] Vertical Accent

[Checkbox] Include Content Frame

Page Span [Entire Page/Left, Fixed Width/Right, Fixed Width] [Page Width: Pixels]
e Background File [Browse][Remove]

e HTML

o Header [Browse][Remove]

o Left Panel [Browse][Remove]

o Right Panel [Browse][Remove]

o Footer [Browse][Remove]

Colors

e [Color Picker] Header Background

e [Color Picker] Accent Bar

e [Color Picker] Body Background

e [Color Picker] Search Background

e [Color Picker] Active Tab Background
e [Color Picker] Inactive Tab Background
e [Color Picker] Button Color

Required Field Icon

e |con
e Color

Settings: Text
This menu option allows you to configure the following:

Selecting the Text Display Element highlights the affected text in the Form Editor.
Display Element

e Form Title

o Page Title
e Header
e Notes

e Question Label

e Question Description
e Question Value

e Error Message

e Highlighted
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e Navigation Active
e Navigation Inactive
e Button

Font [List of Fonts]
Size
Alignment
Bold
Italic
Color
Required Fields
e |con
e Color

Creating a Grantee Account

GIFTS Online 5.1 User’s Guide

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and

Requirements, you may disregard this information.

Online grantee accounts are created by grant seekers when they first access and submit online
grant applications. Grantees then use these same accounts to log in and access online

Requirement forms.

In some cases however you will need to create a grantee account in GIFTS Online yourself. If you
want to publish a Requirement to a grantee or grant seeker who has no online account, you'll

have to add it yourself.

To create a grantee account:

1. Search for or otherwise navigate to the Request edit form for which you want to create

an account.

NOTE: Grantee accounts are linked to Requests in GIFTS Online. The Requirements for
that Request can then be published to that account.

2. Inthe Actions menu, click Create Grantee Account. The Create Grantee Account window

opens:

Create Grantes Account

Email Address

Confirrn Ermaal

&

NOTE: If the link does not appear in the Actions menu, a grantee account is already linked
to the Request. While a grantee account can be linked to many Requests, each Request
can only be linked to a single account.
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3. Enter the email address of the person for whom you want to create an account. (The field
will default to the email address of the Request Primary Contact, but you can change it.)
4. Re-type it in the Confirm Email field and click OK.

The window closes and message notifies you that an email with the login information has been
sent to the email address you entered.

NOTE: If there is already a grantee account for the email address, GIFTS Online will not create a
second. Rather, the system offers you the option to link the Request to that existing account.

Once linked, you can publish Requirements for this pending or approved Request to that
grantee account.

Resetting a Grantee's Password

Resetting a Grantee's Password

If an applicant or grantee forgets his or her password, or if you want to simply reset a grantee’s
password, you can use the Reset Grantee Password link on the Online Applications menu.

To reset a grantee's password:

1. Click Reset Grantee Password.

2. Enter the Email Address and New Password for the grantee.

3. Click Submit. The grantee’s password is reset and an automated password update
message is sent to the grantee that contains a temporary password. The grantee must
change it when they login.
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Transferring an Account

An entire account can be transferred from one user to another. This includes all of the in-
progress and historically submitted applications and reporting forms.

From the Launch > Applications popup menu, select Transfer Account.

Online Applications and Reporting b

Retrieve and Manage Applications
Retrieve Submitted Reguirements
Wiew Historical Applications
Forms Manager

Reset Grantee Password

Transfer Account

N

The Transfer Account form will allow you to enter the email address of the current user and the
email address of the new user.

NOTE: The Site field is only visible to clients with Multi-SIDs enabled.

Transfer Account X

Site  Default A

O1d Email Address | cldgrantee@zyx.org

Mew Email Address newgrantee@zyx.org

Cancel

Click OK.
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Working with Applications

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

GIFTS Online allows you to receive grant applications from applicants online. Grant seekers can
submit proposals to you electronically by completing an online application form(s), created for
you specifically by MicroEdge Services.

Using GIFTS Online's online grant application features, you can:

e Preview your online application forms.

Retrieve proposals submitted by online grant seekers.

Review the pending applications you've received.

Make decisions on whether to consider each proposal further

Generate stage 2 applications for grant seekers whose first-stage submissions garnered
your interest.

e View historical applications, including ones you've rejected without creating a Request.

Launch: Applications

To access the Online Applications and Requirements functions in GIFTS Online, go to the Launch
> Applications menu.

Available only to the Grants Manager users, this menu option gives you access to the various
Online Applications functions listed below.

-
Online Applications and Reporting X

Retrieve and Manage Applications
Fetrieve Submitied Reguirements
Wiew Historical Applications
Forms Manager

Reset Grantee Password

Transfer Account
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Retrieving and Managing Applications

The Retrieve and Manage Applications button allows you to view all pending applications and
retrieve any new applications. For more information about Pending applications, click here. For
more information about Retrieving applications, click here.

Retrieving Submitted Requirements

The Retrieve Submitted Requirements button retrieves any online Requirement forms grantees
have submitted. For more information about Online Grantee Reporting, click here.

Viewing Historical Applications

Click this button to view online grant applications you have considered or rejected in the
Applications History page. For more information about historical applications, click here.

The Forms Manager

The Forms Manager button allows you to access the Forms Manager where you can view,
manage, and create application and requirement forms. It is also the gateway to the Account
Design Manager where site preferences may be set.

For more information, see:

e The Forms Manager
e The Account Designer
e The Forms Designer

Resetting a Grantee's Password

If an applicant or grantee forgets his or her password, or if you want to simply reset a grantee’s
password, you can use the Resent Grantee password link.

To reset a grantee's password:

1. Click Reset Grantee Password.

2. Enter the Email Address and New Password for the grantee.

3. Click Submit. The grantee’s password is reset and an automated password update
message is sent to the grantee that contains a temporary password. The grantee must
change it when they login.

Retrieving Applications and Attachments

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

Submitted applications are stored on MicroEdge's application server. In order to view and
process these applications, you need to retrieve them first.
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Retrieved applications remain on the Pending Applications page until you reject them or
consider them and turn them into pending Requests in GIFTS Online.

To retrieve applications:

1. From the home page, go to Launch > Applications and click Retrieve and Manage
Applications. The Pending Applications page opens.

2. Click Retrieve. If there are applications on the server, a message informs you of the
number of applications, and asks if you want to retrieve them.

3. Choose one of the following options:

e Click Yes if you want to retrieve the applications and their attachments. The
applications and all attached files will be brought in.

o Click No to leave the applications and their attachments on the server for retrieval
at a later time.

If you click Yes, the files are downloaded and the dialog box summarizes the results of the

retrieval.

After you retrieve applications, you can review them and their attachments, then make the
decision to consider them further, or reject them outright.

° r Find <03
;‘gcraq GIFTS d Full search

New Launch Admin

Bl v = &

5 »
Welcome, JP Sanguancheu Request Organizaton Coniact Requirement

Application Forms

Title Description Stage 10
@  uoney Colecton Fung " 35004
Q Northeast Apoicaton W 35005
@  Western US Applcation W 35008

Mems1-30f3

Requirement Forms

Title Description 0
Q Interim Progress Report 38007
Q Ste Vist Requirement 25005

Mems 1-2012

Retrieving & Managing Applications

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

You can view the Pending Applications page by clicking Retrieve & Manage Applications from
the Launch > Applications menu.
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The Pending Applications page is where you manage all pending applications submitted to you
by grant applicants. Here you can view the applications and any attached files, then make your
decision on whether to further consider the proposal.

The image below displays the Pending Applications page.

Pending Applications [~ ]
Search Clear Search
All Pending Applications
O Organization Contact Request Project Title Primary Prog Primary 0! 1D/ Record Form Title
Amount Area Area 1D / Form 1D

Oa South LA Sehools 20008 /6735008 Western US Agpicaton
Oa Computers for Kids 20006 /5 735008 Northesst Appicaton

O o 4 usesstFouncatea 20005 /4735008 Northesst Appicaton
ftems 1-30f3 0 selected

Refresh Clear Search

e Refresh: This button allows you to check for new applications. For more information, click
here.

e Duplicate Check: This button allows you to perform duplicate checking on pending
applications; it helps you link data in the application to an Organization and Contacts
already entered in GIFTS Online. For more information, click here.

e Consider: This button allows you to consider any selected applications. If you consider an

application, it becomes a Pending Request in GIFTS Online. For more information, click
here.

e Reject: This button allows you to reject any selected applications. For more information,
click here.

e Search: This button allows you to search for pending applications. For more information,
click here.

o Show All: Click this link to show all available pending applications.
. Q: Click this icon to view the application.

° @: Click this icon to view the application attachments. A menu opens, listing each file;
click the link to open it.

Searching for Applications

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

You can search for pending applications in the Pending Applications page.

Open the Pending Applications page by going to Launch > Applications on the homepage and
then clicking Retrieve and Manage Applications.

To search for applications, click Search. The Search Pending Applications window appears.

438



GIFTS Online 5.1 User’s Guide

Search Pending Applications L
Rasrnin
Organization Name > contars al words b
Organization State o eoakard ol words bl
Request Primary Contact > oA al words bt
Last Name
Fropect Title > contairg ol wards v
Request Amount b w
Form Tithe o cookairs al words W
Submitted Date > & on ¥ i |
Add More Fields., Clear All

To search for pending applications:

1.

From the Pending Applications page, click Search. The Searching Pending Applications
window appears.

Enter search criteria in the text boxes on the right side of the Search Pending Applications
window that correspond to each field in the window.

Use the drop-down menu next to each field to select search parameters, such as
"contains all words", "begins with", or "contains exact phrase."

If you want to add more fields to the search criteria, click Add More Fields. Select the
checkboxes next to the additional fields you want to add to the search criteria, and then
click OK.

NOTE: You can add the same field more than once. If you add the same field to the search
criteria more than once, the related fields will have an 'OR' relationship, meaning that the
search results will contain pending applications that contain any of the search criteria for
that field.

TIP: Click the 'X' icon next to each field you do not want to add to the search. Click Clear
All to remove all search fields from the window.

Click OK. All pending applications meeting your search criteria appear.

TIP: Click Reset to remove all search criteria from all text boxes.

Processing Applications

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

On the Pending Applications page, you can open submitted applications and review attached
documents. Once you know whether or not you'd like to further consider funding the proposal,
you follow this process to implement your decision.

If you'd like to consider the proposal:

1.

Perform duplicate checking.
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A considered single or first stage application creates a pending Request; it can also create
an Organization or one or more Contacts. To prevent creating duplicate Organizations or
Contacts, you must first perform duplicate checking. If an Organization or Contact
submitted as part of the application already exists in GIFTS Online, you can update that
record, rather than create a duplicate one.

NOTE: Second stage applications do not create a new Request, but rather update the
Request created by the considered first-stage application.

2. Consider the application.
The application moves to the Applications History page; in GIFTS Online, a Request is

created (or updated in stage 2); Organization and Contact records may also be created or
updated.

If you don't plan to consider the proposal, you can reject it instead. Duplicate checking is not
required to reject an application. These applications and their attachments move to the
Applications History page.

About Linking Applications with GIFTS Online

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

In GIFTS Online, each Request is associated with an Organization and a Primary Contact. Before
you consider an application—and turn it into a Pending Request—you can link it to existing
Organizations, Contacts, and Requests in GIFTS Online.

You are required to attempt to link an application with Organizations and Contacts in GIFTS
Online before you can consider it. This is done through the Duplicate Check function on the
Pending Applications page.

Click here for instructions on performing linking.

Duplicate Checking Applications against GIFTS Online

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

Why Duplicate Check Organizations and Contacts?

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

When you consider an application, the new Pending Request that is created in GIFTS Online
must be associated with an Organization and a Primary Contact. If GIFTS Online created a
unique Organization and Contact record for each application you considered, your database
would soon be cluttered with duplicate Organizations and Contacts.
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To avoid this, GIFTS Online lets you check for duplicates. If found, you can link an applicant’s
organization and contact(s) to existing Organizations and Contacts. The Request that is created
when you consider the application is automatically associated with the linked Organization
and/or Contact.

If you are unable to establish links—because no matching Organizations or Contacts were
found—a new Organization and/or Contact is created when you consider the application.

NOTE: When overwriting Organization and/or Contact information, an Update Activity is
automatically created for the Organization or Contact record in GIFTS Online. This Activity
contains both the old and updated information.

Click here to start linking applications.

How to Check for Duplicates
To check for duplicate Organizations and Contacts and then link applications to them:

1. Enable the checkbox next to the applications that you want to link in the Pending
Applications dashboard part, and then click Duplicate Check. The duplicate check page
opens.

Pending Applications -]

Use the checkhst below to assist in finding duplicate Organizations and/or Contacts. You must complete this process before you can consider applications

Searching for matches helps minimize the creation of duplicate records when the application(s) are considered. If you think a matching record is in your database but not listed
in the drop-down, you can manually search for more options

Organizations

~- Applicant Link to Update

(] 0

& Computers for Kids c 'Y (@]

e OmpLece 1o Computers for Kids. New York. NY 10021, 97-93829, [5] v .

[ us East Founcatin US East Foundation, New York, NY 10019, 00-56233. [44] v 6 0O
Contacts There are no contacts for duplicate checking for the selected applications

OK | Cancel

2. Inthe Organizations section, select the checkbox next to the applicant's organization you
wish to link to an Organization in GIFTS Online.

3. Select the Organization to which you want to link the applicant to in the Link to drop-
down menu or click the eyeglass icon to search for another Organization. The Link to
drop-down menu contains all Organizations based on the Organization matching logic. To
find out more about this matching logic, click here.

NOTE: Select 'Create new' if you want to create a new Organization for the applicant.

TIP: If you click the eyeglass icon, enter the Name, AKA, Sort As Name, Legal Name, ID, or
Tax ID of the desired Organization, and then click the eyeglass icon. All Organizations
containing your search criteria appear. Click the name of the Organization to select it.

4. Enable the Update checkbox to overwrite the linked Organization fields in GIFTS Online

with the corresponding application fields during the consideration process. This updates
the following fields if they are included on the application: Address, City, State,
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Zip/Postal, Country, Phone, Extension, Fax, Email, WWW Address, and Organization
Annual Budget.

NOTE: Blank application fields do not overwrite corresponding GIFTS Online fields.
However, if the application form contains Phone information but not Extension
information, any Extension information for the associated GIFTS record will be erased. If
this feature is used to overwrite an Organization’s Address, all Contacts associated with
the Organization that share the same Office Address as the Organization will have their
Office Address overwritten. However, if this feature is used to overwrite a Contact’s
Office Address, the Primary Organization associated with the Contact will not have their
Address overwritten, and will no longer share their Office Address with the Contact.

5. Inthe Contacts section, select the checkbox next to the applicant you wish to link to a
Contact in GIFTS Online.

6. Select the Contact to which you want to link the applicant to in the Link to drop-down
menu or click the eyeglass icon to search for another Contact. The Link to drop-down
menu contains all Contacts based on the Contact matching logic. To find out more about
this matching logic, click here.

NOTE: Select 'Create new' if you want to create a new Contact for the applicant.

TIP: If you click the eyeglass icon, enter the First Name, Last Name, ID, or Primary
Organization Name of the desired Contact, and then click the eyeglass icon. All Contacts
containing your search criteria appear. Click the name of the Contact to select it.

7. Enable the Update checkbox to overwrite the linked Contact fields in GIFTS Online with
the corresponding application fields during the consideration process. This updates the
following fields if they are included on the application: Home/Office Address,
Home/Office City, Home/Office State, Home/Office Zip/Postal, Home/Office Country,
Home/Office (Main) Phone, Home/Office (Main) Extension, Home/Office Fax, Mobile,
Pager, and Email.

NOTE: Blank application fields do not overwrite corresponding GIFTS Online fields.
However, if the application form contains Phone information but not Extension
information, any Extension information for the associated GIFTS Online record will be
erased. If this feature is used to overwrite an Organization’s Address, all Contacts
associated with the Organization that share the same Office Address as the Organization
will have their Office Address overwritten. However, if this feature is used to overwrite a
Contact’s Office Address, the Primary Organization associated with the Contact will not
have their Address overwritten, and will no longer share their Office Address with the
Contact.

8. When you are done linking Contacts, click Link. You are asked to confirm that you want to
save your links.
9. Click Yes. If you are linking a batch of applications, a process log summarizes your links.

Contact Matching Logic

442



GIFTS Online 5.1 User’s Guide

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

When you attempt to link the applicant’s contact information with Contacts in GIFTS Online,
GIFTS Online matches the contact’s First Name, Middle Name, Last Name, and Telephone
Number.

If the Organization ID... ...and the First Name, Middle ...then...
Name, and Last Name...

matches or is not yet linked | match the Contact is considered a match.

matches or is not yet linked | do not match the Contact is NOT considered a
match.

does not match match the Contact is NOT considered a
match.

does not match or is not do not match the Contact is NOT considered a

yet linked match.

Organization Matching Logic

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

When you attempt to link an applicant with Organizations in GIFTS Online, GIFTS Online matches
the applicant organization’s Tax ID, name, state, and postal code with Organizations using the
following logic:

If the Tax ID... ...and the Name and ...then...
State...
matches or is match the Organization is considered a match.
not supplied
matches do not match the Organization is considered a match.
is not supplied | do not match the Organization is NOT considered a match.
does not match | match the Organization is considered a match.
does not match | do not match the Organization is NOT considered a match.
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Considering Applications

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

Applications which you have linked to GIFTS Online can now be considered and become Pending
Requests containing the date from the application. From that point on, you manage the
application as you would any other Request in GIFTS Online. Considered applications are
removed from the Pending Applications page and maintained in the Applications History page.

To consider an application or applications:

1. Click the checkbox next to the application(s) in the Pending Applications page and click
Consider. The Consider Applications window appears.

2. Enter the following Request information, which will be added to the new Request created
from the application:

Type: Most grant makers use only the standard Type of 'Cash Grants.' Other grant
makers, particularly corporate giving programs, may have additional Types, such as 'In-
Kind' or 'Matching GIFTS.' This field is required.

Status: The status of the Request.
Staff assigned to request: The staff member responsible for the new Request.
Meeting Date: The date of the meeting during which the new Request will be reviewed.

Generate Correspondence: Click this checkbox if you want to generate correspondence.
For more information, click here.

3. Click Consider.

4. Review the process log to see a summary of the results. The Request ID's of the new
Requests are listed in the process log. If you have already linked these applications to
Requests, the Request ID's of the updated Requests are listed.

Rejecting Applications
NOTE: This help topic describes features found in the optional Online Applications and

Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

If an application does not meet your funding requirements, you can reject it. Rejected
applications are removed from your workflow and transferred to the Applications History
dashboard part. You can record a Rejection Reason and generate rejection correspondence.

To reject an application or a batch of applications:
1. Inthe Pending Applications page, click the checkbox next to the application(s) you want
to reject, and then click Reject. The Reject Applications window appears.

2. Enter the following information for Rejected application(s):

e Reason for rejection: Reason for Rejection is a coded field.
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Comments: Any additional notes you want to make regarding this rejected
application.

Generate Correspondence: Enable this checkbox to generate correspondence. For
more information, click here.

NOTE: If you are rejecting a batch of applications, the rejection information you provide
is applied to all applications in the batch.

3. Click Reject. The rejected applications are transferred to the Applications History
dashboard part. A process log summarizes the results.

Generating Correspondence

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

You have the option to generate email correspondence when you consider or reject an

application.

1. Consider or reject an application, and enable the 'Generate Correspondence' checkbox.

The Generate Email Correspondence window appears.
2. Enter the following information for the email correspondence:

Job Title: The job title of the correspondence. This is for reference purposes only.
Template: Select the email template.

Request a read receipt: Enable this checkbox if you want to receive a copy of the
email correspondence.

To: Enter the email address(es) of the person(s) who will receive this email.
Separate multiple email addresses with commas. If you are generating
correspondence for more than one application, this field cannot be edited and the
following message appears: 'Applicant's address will be used.'

Salutation: The email salutation, such as "Dear applicant."

Signer: The staff member who signs the correspondence.

Position: The signer's position.

Preparer: The initials of the staff member preparing the correspondence.

Create Activity record: Enable this checkbox if you want to create an Email
Activity.

Date: Today's date.

Notes: Enter any additional information.

Save email text: Enable this checkbox if you want to save the text you entered in
this window for future correspondence.

3. Click Generate Correspondence. The email is sent to the recipient(s). After the
correspondence job has been run, it appears in your Job Status log.
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The Applications History

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

The Applications History popup contains all historical applications, both applications that have
been considered and those that have been rejected.

From the Launch > Applications menu on the homepage, select View Historical Applications.

Applications History [}

Search || Clear Search
All Considered / Rejected Applications
Di O Contact Request Project Title Primary Program  Primary Application 1D / Title
Date Amount Area Geographical Area Record 1D/ Form 1D
Y1 Repcied 162011 Scuth LA Scheols 20008 /6735008 Western US
AppIcaton
Mems 1-10f1
Search || Clear Search

This page contains the following buttons and fields. Note that columns will only have data in
them if the fields were included in your online application form(s).

° Q: Click this icon to view the application.

@: Click this icon to view the application attachment.

e Disposition: The disposition of the application (Considered or Rejected).

e Disposition Date: The date when the disposition was assigned to the application.

e Organization: The organization's address.

e Contact: The primary contact person's name, title, telephone numbers, and email
address.

e Request Amount: The amount of the request.

e Project Title: The name of the project.

e Primary Program Area: The program under which the applicant organization or proposed
project falls, such as 'Education’ or 'Health and Human Services.'

e Application ID/Request ID/Form ID: Applications generated from the same form are
assigned sequential Application ID numbers. When an application is retrieved, it is also
assigned a Record ID to identify the record. The Form ID identifies the online application
form from which the application was generated. The Application ID and the Form ID
together comprise an ID that is unique among all other applications in the system.

o Title: The title of the application form.

e Search: This button allows you to search for pending applications. For more information,
click here.

o Show All: Click this link to show all available pending applications.
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Generating Stage 2 Applications

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

A two-stage application process requires that an applicant fill out two online forms. The first-
stage application, if considered, creates a pending Request in GIFTS Online.

If you want to hear more about the proposal in a second-stage application, you want to make
sure that it's linked to the existing Request record. For that reason, generating the stage 2
application begins from the selected proposal's Request edit form.

1. Search for or navigate to the proposal's Request edit form.

2. Inthe Actions menu, click Generate Stage 2 Application. The stage 2 form is now
published to the applicant.

3. You have the option to generate an email for the grant seeker, letting him or her know
they can log in and complete the second stage of the proposal.

Request/Payment Status Update to My Account Page

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. Please disregard this section if your GIFTS Online system does not
include this module.

This option, available through MicroEdge Services (services@microedge.com), allows for the
updating of Request and/or Payment statuses to the My Account pages of all your applicants.
This gives your applicants access to the status of their Requests and lets them see if a Payment
has been scheduled.

Applications
Applications

05/17/2011 3:57:56

General Application July 2011 Inibative 60,000 Approved 20161 L=
:59:
General Application August 2011 Initiative 75,000 Considered for 20162 05/17/2011 3:59:39 G
Board PM
LN / . . "
General Apphcation Sept 2011 Initiative 150,000 Instial Review 20163 g;{”’ “011.9:01:29 -
Paymeants
Payments

Application

General July 2011 Payments

20161 Application Tnikiative ! schaeduled

NOTE: The new statuses are updated on a nightly basis to the applicant My Account pages.

For more information, please contact MicroEdge Services at services@microedge.com.
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Working with Online Grantee
Reporting/Requirements

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

Requirements in GIFTS Online capture information about the obligations you may impose as
part of your agreement with a grantee. For example, your grant agreement may call for interim
reports quarterly during a year-long project. You could add four Requirements, enter Progress
Report as each one's type, and set their due dates according to the schedule.

You can update these Requirements yourself if grantees submit information offline or via email.

With GIFTS Online, however, you can complete the process online. Rather than update
Requirements yourself, you can "publish" them to the grantees - that is, post them as online
forms - and have grantees complete and submit these forms to fulfill their requirements online.

The process for getting grantee reports online follows:

1. First, you will add Requirements to pending or approved Requests, specifying type, due
date, and other key data.

2. From the Requirement's edit form, you then publish it to the grantee and send an email
telling them how to log in and complete the form.

3. The grantee logs in, selects the form, completes it, attaches any supporting documents,
and submits it.

4. You periodically retrieve Requirements from all grantees. The system updates
Requirements with information from the grantee and updates the Received Date.

5. You canthen review the data and files the grantee has sent and, if they meet your
approval, mark the Requirement done.

Publishing Requirements to Grantees

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

When you publish a Requirement to a grantee, you post an online form which s/he can then log
in, complete, and submit. Note that the grantee must have an online grantee account set up to
log in and access Requirements.

Online Requirement forms are set up by MicroEdge Services as part of your initial system
implementation. Grants Managers can preview these forms just as they can online grant
application forms.

NOTE: With the Form Design Wizard, you can also make your own Requirements forms or
modify existing ones as needed.

These forms are usually designed to work with a particular Requirement Type. For example,
GIFTS Online comes "out of the box" with Requirements forms for Progress Report and Final
Report. However any Requirement can be published if you have at least one online Requirement
form active.
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To publish a Requirement to a Grantee:

1. Search for or otherwise navigate to the edit form for the Requirement you want to
publish.
2. Inthe Actions menu, click Publish to Web.

NOTE: If there is no online grantee account associated with the Request this Requirement
is tied to, you will be asked first to create an account for the grantee. The Publish to
Grantee window will open once that step is complete.

3. Inthe Publish to Grantee window, select the online Requirement form you want the
grantee to complete.

Publish Requirement to Web - (44)

Online Requirement Form | Site Visit Requirement v

Generate Correspondence [

OK Cancel

4. Select the Generate Correspondence check box to generate an email to the grantee
notify them of the online form you want them to complete.

NOTE: If you clear the check box, you can still generate an email later.

5. Click the OK button. The online Requirement form is now published.

If you selected the Email Grantee? check box, the email generation window opens, allowing you
to email the grantee about the newly available online reporting form.

Retrieving Requirements

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

Grants Managers can retrieve Requirements completed and submitted by grantees from their
home page.

Go to Launch > Applications on the homepage and select Retrieve Submitted Requirements.

By default, the page is set to show Requirements Received This Week. Based on your GIFTS
Online implementation, the time period might be "this month" or "this quarter," for example.

To retrieve the latest Requirements submitted, click the Retrieve Grantee Submissions icon in
the toolbar:
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IMPORTANT: The retrieve action will bring in all submitted Requirements, not just those
associated with grants for which you are responsible.

When an online grantee form is retrieved, the Requirement record from which it was published
is updated. Requirement fields are updated with data provided by the grantee (based on which
fields you included on the form). Any attached documents are linked to the Requirement and
may be managed from the Request or Organization edit form.

The Requirements Received

NOTE: This help topic describes features found in the optional Online Applications and
Requirements module. If your GIFTS Online system does not include Online Applications and
Requirements, you may disregard this information.

The Requirements Received popup lists reports and other Requirements submitted online by
your grant seekers and grantees.

The columns contain the following information:

Type Shows the Requirement Type, such as Payment Receipt or Final Report

Received Date The date on which you retrieved the submission. By default, the dashboard
part sorts Requirements with the more recently received Requirement first.

Organization The grantee Organization's name.
Project Title The Project Title of the Request with which the Requirement is associated.
Staff The staff person entered as the proposal owner on the Request.
Publish Date The date on which you published the Requirement to the grantee.
Requirements Received This Week - ) -~
Type Ry Ay Orgar Project Title Statt Publish

Date Date
Progress  S/212010 Butternut Dance Society  Nursing Home Outreach Phoebe Jewett GM 41272010
Report
Fmal SM92010 Big Brothers And Big BEBS-NYC seeks funding for &s hcradidie Kids Program  Pamals Fitch 192010
Regont Sisters Of New York Cty  — an intentional mentorng program for chidren wih

nc dsabities between the ages of 7 and 17

Progress SMTR2010 Butternut Dance Society  Summer School Dance Program Phoebe Jeweli GM  S/10/2010
Repont

Items1.-30f3

You can perform the following actions:

e C(lick any record in a table dashboard part to display that record.

e Click any column heading to sort the table dashboard part records by that column.

e When the number of records in a table dashboard part exceeds the dashboard part
length, the records are paginated. You may click Next, Previous, or a record count range
(such as 6-10) to view those records.

e Click View All to expand the dashboard part to view all matching records.
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e Click the Report Options icon, |, to view the Search Results for the records in the table
dashboard part. This allows you to change the View, or export the records to Excel,
among other tasks.

e Click the Printer icon, &, to display a printer-friendly version of the records in the table
dashboard part.

e Resize any column in a table dashboard part by hovering over it with your mouse until
your cursor becomes a double arrow (<->), and then left-clicking your mouse and resizing
the column.

Online Applicant Collaboration

GIFTS Online Applications and Requirements includes several collaboration features allowing
applicants to easily share their in-progress application and reporting forms with other users.
Enabling Sharing of Applications and Requirements

Sharing of Request and Requirements by applicants can be enabled in the Accounts Manager by

a Grants Manager/Administrator.

New Grantee Concepts with Sharing Enabled

Grantee functionality changes will center around two new concepts: “owners” and “viewers.”

OWNER: The owner has exclusive rights to edit, save, or submit an application or requirement.

e The current owner will be allowed to transfer each application or requirement to a
different owner. The new owner must accept the transfer.

o The owner can grant View-only rights to any number of other users; a read-only version
of the application or requirement will be listed on the other users’ Grantee Portal.

e The owner can see a list of all “viewers” and take view rights away from any of them.

VIEWER: “Viewers” will see applications and requirements owned by others listed in their
Grantee Portal, and can view read-only copies until view rights are taken away by the owner.

All users can select a filter on his or her Grantee Portal to show or hide items that s/he does not
own via the Hide Viewer Only Applications/Requirements checkbox.

Additional Grant Maker Functionality

In addition, Online Applications will grant the following capabilities to grant makers:

The grant maker can transfer an application or requirement to a different owner from GIFTS
Online.

When publishing a Requirement to the web, the grant maker may choose whom to publish it to:
e the current application owner

e the Requirement contact
e or any Contact affiliated with the Request
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Collaboration Options and Actions

Once enabled, the following features will become available to your applicants/grantees.

On the Applications and Requirements pages the applicant will notice the following new
options.

Show In Progress Applications ~ |
[ Hide viewer Only Applications

v Accept All Transfers X Decline All Transfers

f MyRoe Action
Owner (Pending Transfer) @l S
Viewer (Pending Transfer) v X &
Viewer
Owner e
Option/Action Description
Hide Viewer Only Checking this box will immediately hide all applications for which
Applications the current user is a Viewer.
Accept All Transfers Clicking on this link will accept all pending transfers.
Decline All Transfers Clicking on this link will decline all pending transfers.
My Role This column added to the Applications & Requirements pages

shows the status of the current user for each Request or
Requirement listed.

Owner The current user is the owner of the Application/Requirement.

Owner (Pending Transfer) The current user has a Request or Requirement being
transferred to them.

Viewer The current user is a Viewer of the Application/Requirement.

Viewer (Pending Transfer) The current user has a Request or Requirement being
transferred to them as a Viewer.
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Action

The following options will be available under the Action column:

Transfer to new owner — Enabled only if the current user is the
Owner. Tooltip will state ‘Transfer to new owner’. Clicking this
icon will open the Transfer Ownership form.

Manage Viewers — Enabled only if the current user is the Owner.
Tooltip will state ‘Manage Viewers. Clicking this icon will open
the Manage Viewers form.

Delete — If the current user is the owner, the Delete option will
be available for In-progress Applications. Not available for
Requirements.

Email a Copy — Tooltip will state ‘Click to email a copy of this
application.” Clicking this icon opens a new email form. Viewers
will have an option to Send to Owner and additional email
recipients if desired as well as attach a copy of the application to
the email. Owners will have an option to Send to Viewers
instead.

*Your Mame |

*Your E-mail jptest01@ME.org
Send to Owner [

Additional E-mail(s) |

To send to multiple e-mail recipients, separate e-mail addresses with commas. A
maximum of 10 recipients is allowed.

*Subject |Co|::5.-r of Application |

Message |1 would like to share the attached Submitted Application with you.

Maximum (5000) characters

* Required
Send me a copy [J
Attach Application [
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Transferring Ownership

The current owner of an Application or Requirement can transfer ownership to another by
clicking the Transfer to new owner icon in the Actions column on their My Account page of the
Grantee Portal.

Transfer to new owner

*¥our Name |JP

Your E-mail jsang@microedge.com

=E-mail |jptest01@me.org | | Check Email

*Subject |App|ication Ownership Transfer |

Memo to Mew Owner (Dear Grantee,

This message iz to notify vou that ownership of .
Application 20104 has been transferred to you.

You must accept transfer of ownership in order to
complete this process.

Please login to complete the applicaticn.

Y¥ou can login to wyour

account, «Account Login UBL:, at any time.

NOTE: If vou are a new user, a separate email

will be sent to vou with the login webk page and

your initial password. For security reasons you W
will be asked to change the pasaword when you

Maximum {3000) characters
* Required

| Transfer | | Cancel |

You can enter an email address and then click the Check Email button to see if the account
already exists or not. Click Transfer to immediately send the transfer request to the new owner.

NOTE: This transfer process does not apply to New Requirements/Stage 2 applications until they
are opened and become In-progress.

If the account exists, a notification of ownership transfer will be sent to the new owner.

If the account does not exist, a new Grantee Account will be created and notification will be sent
to the new owner using the current Create Account email type. In addition, the notification of
ownership transfer email will be sent separately.

The current owner retains ownership when s/he clicks Transfer until the new owner accepts the
transfer. On the Applications Page in the Grantee Portal, under the column My Role, the
application is updated to ‘Owner (Pending Transfer)’ and on mouse-over of the text ‘Pending
Transfer’ with the new email address is displayed as a tooltip.

When there is a Pending Transfer, the email that the ownership is being transferred to will be
displayed to the right of the title “Transfer Owner’, in the form of ‘To xxx@email.com’. If there is
no pending transfer, there will be no email displayed to the right of the title.

If the current owner clicks Transfer while the status is still on Owner (Pending Transfer), the new
transfer will overwrite the previous transfer. The application is removed from that owner’s
applications page in the Grantee Portal and the process continues with the newer owner.
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The new owner of the application will see the application/requirement listed next time they log
in to the Grantee Portal with a Check icon (Accept) or X icon (Reject). During the time before
accepting, the new owner is made a Viewer of the application.

If accepted by the new owner, no confirmation is displayed. The old owner becomes a Viewer of
the Application or Requirement.

Cancel and Cancel Current Transfer

If the Cancel button is clicked, the Transfer to new owner page will close and will revert back to
the main Applications or Requirements page.

If the Cancel Current Transfer button is clicked, the current pending transfer to the new
potential owner will be canceled and will no longer be pending transfer. The Transfer to new
owner page will close and will revert back to the main Applications or Requirements page.

Accepting or Declining Transfers

A user can either accept or decline transferred applications/requirements individually or all at
once.

The Actions column will have the actions to accept or decline a transfer individually. The links to
accept or decline in batch is at the top of screen, right under the “Hide Viewer Only
Applications” checkbox.

If the Accept/Decline All Transfers link is selected, a prompt will appear to confirm the choice.

If the user clicks Decline, the system will email the current owner(s) that the application transfer
has been declined.

Deleting Applications
A trashcan icon will be available on In-Progress lists for owners.

Clicking the trashcan icon will cause the system to prompt the user for a confirmation. Once the
user clicks Yes, the application is deleted and will no longer be visible to assigned Viewers.
Current

Show In Progress Applications ~

[T Hide viewer Only Applications

v Accept All Transfers )X Decline All Transfers

’ My Role Action
Owner (Pending Transfer) s & -[J_u- =
Viewer (Pending Transfer) v X &
Viewer &
Owner SRET T
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Managing Viewers

To access the Manage Viewers interface, click the Manage Viewers icon for a specific
Application or Requirement in the Actions column.

Show | In Progress Applications E

["THide Viewer Only Applications

My Role Action

Viewer “

Owner oy @& i &

The owner of an Application or Requirement can:
¢ Add new Viewers

¢ See the current Viewers List

e Remove people from the Viewers List

¢ Modify the email notice sent to new viewers

IMPORTANT: Changes are not permanent until you click Update

Viewers List
“E-mail | | Add Viewer(s) |
Current Viewers: Remove
jptest02@ME.org (New) O
jptest01@ME.org O

Remove

E-mail to New Viewers

*Your Name |

Your E-mail jsang@microedge.com

*Subject |App|ication Viewer Access

Memo to New Viewers |Dear Grantee,

This message is to notify vou that vou have been
granted Viewer access for Application 20105.
Please login to view the application.

You can login to your

account, shccount Login URLe: at any time.

Maximum (5000) charactars
* Required

| Update | | Cancel |
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Once a user has a view rights, s/he enjoys them until the current owner removes that access. If
one owner makes someone a viewer, then transfers ownership, that viewer can still view.

NOTE: Viewing rights do not carry over from Stage-1 applications to Stage-2 applications when
they are generated.

Adding Viewers

Current owners can add one or more Viewers by entering valid email address(es) and clicking
Add Viewer(s). Multiple email addresses must be separated by commas. The new Viewer(s) will
be added to the Viewers List at the top with ‘(New)’ to the right of the email.

NOTE: If a viewer is added that doesn’t have an account, the system will create a new account
for them. The new viewer will be listed with the following status: newuser@microedge.com
(New, New Account will be created).

IMPORTANT: The applicant must click the Update button to save their changes and send out the
notification to the new viewer(s).

Removing Viewers
To remove one or more Viewers from an Application or Requirement, the owner can check one
or more check boxes to the right of the viewer(s) and click the Remove button.

NOTE: There is no notification sent to a Viewer when View access is removed. The Application or
Requirement will simply no longer appear in their account.
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Transferring a Request in GIFTS Online

GIFTS Online users can use the Transfer Grantee Account option is available in the Action menu
for both Requests and Requirements.

NOTE: This action is unavailable if the Request or Requirement does not have an account
associated.

In order to transfer a Request to another owner, the user must select a Request from the
Workspace or have one opened.

New Launch Admin Actions Options

£ Microkdge GIFTS O o B R

© Requests @ Organizations @ Contacts @ Payments  Nransfer Grantee | Reset Grantee  Transfer Branch

Welcome, Andrew J. Troup Account | Password

RELATED (ol
| Requests
\idl Organizations Requests Quick Find for 'a
aH () Keep These Results
“a Contacts
| 1 items selected.
@ Payments 5
[] Name & Project Title @ Requested Amount & Granted & Program Area
) B e west 54th Street Foundation Spring 2014 Projects $50,000.00 $0.00 Arts and Culture
=i Reviews [J Al Stars Project Inc All Stars Afterschool Program $30,000.00 $30,000.00 Education
@ Documents [) Al Stars Project Inc All Stars Recreation Center Revamp  $250,000.00 $0.00 Civic and Community
@ Activities [J  Ryan School of Medicine Renovation of medical training $10,000.00 $0.00 Health and Human Services
facitlity
&3 Affiiations [] Lower West Side Child Care Center  Zero To Three Project $80,000.00 50.00 Education
[] Lower West Side Child Care Center  General Operating Support $25,000.00 $0.00 Health and Human Services
[J Teen aid Center "Help Yourself® film production $75,000.00 $0.00 Arts and Culture
[J  United Feceration Inc. funding a series of home-buying $12,000.00 $0.00 Civic and Community
seminars
[J Abuse Prevention and Rehatilitation  Education Campaign for Children for  $50,000.00 $0.00 Health and Human Services
Fund School Reform
[ Hiller State University Winter Scholarships Gala: To raise  $8,000.00 $0.00 Civic and Community
funds for the Ruth Mitchell Honorary
Scholarship Fund
[J Teen Aid Center Various Model Company Products for ~ $5,000.00 $0.00 Civic and Community
Shelter and Abuse Victims
National Institute for Technical Annual Winter Gala 2013 $150,000.00 $0.00 Civic and Community
Learning Coalition
100 - Page |1 of 8 = Next = Last * Refresh  Displaying 1 to 100 of 725 items.
View <Select> MR 4
== Dashboard | Q, Requests Quick Find for

NOTE: Batch transferring of multiple Requests is not available. However there is a Transfer
Account option in the Applications popup menu that will transfer an entire account from one
user to another. This includes all of the in-progress and historically submitted applications and
reporting forms.

When you choose the option, a form similar to the one below opens:

—*
Transfer to Grantee Account - (832) x

Current Grantee's E-mail jsan@microedge.com
New Grantee's E-mail Address benz@me.org

Confirm E-mail Address benz@me.org

Include all Related Reguirements |+

Generate Comrespondence [

Cancel
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The current grantee owner will be displayed in the Current Grantee’s Email field. This is a read
only field and cannot be edited.

The grant maker can enter, and then confirm, a new e-mail address. Ownership of the selected
request transfers to the account of the e-mail address provided.

If the Include all Related Requirements checkbox is checked, all requirements associated to the
request will also be transferred. If a requirement associated with the application has already
been transferred to a ‘New’ owner, that requirement will be included in the transfer.

The Include all Related Requirements checkbox does not appear if the selected record is a
Requirement or if the Request does not have any associated Requirements.

If Generate Correspondence is checked, after clicking OK the Generate Correspondence Wizard
will open where you can select from one of the available templates.

The primary contact for the organization will be the default recipient. The main purpose of this
is to notify the primary contact of the organization that ownership is being transferred for one
of the Requests/Requirements within their organization.

If an email template is chosen, additional existing contacts/affiliations in GIFTS Online may be
included.

NOTE: It is recommended that a ‘Transfer’ correspondence template be created in the
Document Template Manager for both the Requests Pending/Approval categories as well as
Requirements with the intention to be sent to an organization’s primary contact or other
contacts/affiliations notifying them of the transfer.

Transferring a Requirement in GIFTS Online

GIFTS Online users can transfer a Requirement to another owner. To do this, the user must
select the Requirement or have the record opened before accessing the Transfer Grantee
Account option. Multiple Requirements can be selected.

NOTE: All selected Requirements must have already been published and have a Grantee
Account associated to them. The Transfer Grantee Account action will be unavailable if any of
the selected Requirements does not have an account associated.

When the Transfer Grantee Account option is selected, you will be able to enter a different
email address to send the Requirement request to:

Transfer to Grantee Account - (3675) x

Current Grantee's E-mail  js@microedge.com

New Grantee's E-mail Address ' benz@microedge com

Confirm E-mail Address  benz@microedge.com

Generate Correspondence

OK ‘{b Cancel
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The batch process transfers all selected records to the given e-mail address, even if selected
records have different associated accounts.

A Process Monitor screen will display with all successes, errors and details provided.

If Generate Correspondence is checked, after clicking OK the Generate Correspondence Wizard
will open where you can select from one of the available Requirements templates.

The primary contact for the organization will be the default recipient. The main purpose of this
is to notify the primary contact of the organization that ownership is being transferred for one
of the Requests/Requirements within their organization.

If an email template is chosen, additional existing contacts/affiliations in GIFTS Online may be
included.

Transferring Accounts in GIFTS Online

GIFTS Online users can transfer all of the records associated with an existing user account to
another using the Transfer Account option. This includes all of the in-progress and historically
submitted applications and reporting forms.

From the Launch > Applications popup menu, select Transfer Account.

Online Applications and Reporting

Retrieve and Manage Applications
Fetrieve Submitted Reguirements
Wiew Historical Applications
Forms Manager

Reset Grantee Password

Transfer Account

N

The Transfer Account form will allow you to enter the email address of the current user and the
email address of the new user.

NOTE: The Site menu is only visible if your site has Multi-SIDs enabled.
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r |
Transfer Account X

Site  Default =

O1d Email Address | cldgrantee@zyx.org

Mew Email Address newgrantee@zyx.org

Cancel

Click OK.
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The Accounts Payable (A/P) Module

This chapter describes your options for using the optional GIFTS Online Accounts Payable (A/P)
Module.

The optional GIFTS Online Accounts Payable (A/P) Module allows you to process your payments
in two ways:

1. A/P Link: Exchange payment information between GIFTS Online and your accounting
system using import/export functionality.

2. Check Writer: Select pending payments to merge into a check template and print directly
to your own check stock.

About the A/P Module

The GIFTS A/P Module provides a variety of options that you can use to share your GIFTS
Payment information with your accounting department or to print checks for your grant
payments.

A/P Export & Import

You can use the A/P Export option to generate export files that contain your Payment data.
These files can be imported into your accounting software, which is used to generate invoices
and checks.

NOTE: The AP Export/Import process now allows you to select between the Standard or
Quickbooks layouts.

After your checks have been cut, you can export the payment data out of your accounting
system and use the A/P Import option to import your check data back to GIFTS Online. Then
your Payments are updated with check info.

A/P Check Writer

The Check Writer option in the Accounts Payable Module allows you to print Payment data in
the right places on your own check stock.

The Check Writer feature will update Payment records with their new Paid status and a check
number reference.

Changes to Payments

After the A/P Module is added to your site, the following changes will be noticeable depending
on whether you selected A/P Link or Check Writer:

A/P Link Changes

e On the Payment Edit Forms, the subtitle will display the export date.

e |n the Query Builder for Payments, the following fields will be available as search criteria:
o Exportto AP Date
o Exportto AP User

462



o Import from AP Date
o Import from AP User

GIFTS Online 5.1 User’s Guide

e |n Views, the above fields will also be available to be used as columns.
e The Payment Status column will also display "Exported" if a record has been exported.

Check Writer Changes

e On Payment Views the Payee/Reference column will display the Check No if one has

been issued.

e On Payment Edit Forms, a Check Number field will be available in the Paid section.
e |n the Query Builder for Payments, the following fields will be available as search criteria:

e Bank Name
e Check Number

How the A/P Link Transfers Data

The GIFTS Online Standard A/P link exports Payment information from GIFTS Online to your
accounting system by means of an ASCII text file.

Once this information has been processed by your accounting department, the relevant check
data (check number and check date) can then be imported back into GIFTS. Most accounting
packages can produce a file that conforms to the Standard GIFTS Online A/P Import layout.

You can mark the GIFTS Payments as ‘Paid’ during either the export or the import phase,

according to your preference.

The following graphic illustrates the general flow of information from one system to another,

starting with GIFTS.

Check information
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Y

ASCII file

Check information

gl
i
E L;}#
Gifts =

Checks to be printed
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ASClI file

Checks to be printed

Accounting

For more information about using the standard export and import layouts, please refer to

“Using the Standard A/P Link”.
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NOTE: It is not necessary to export GIFTS Online Payment information in order to import check
information from your accounting system. However, the GIFTS Online Payment ID is a required
field in the import file. If you do not export data from GIFTS, it will be necessary to track GIFTS
Online Payment IDs in your accounting system.

Exporting Payment Data

You can use the standard ASCII or Quickbooks file generated by the GIFTS Online Export
Payments feature to export your Payment information to external accounting software or
check-writing software.

e Refer to “Standard Payment Export File Layout” for a description of the ASCII file format.
e Refer to “Quickbooks Export File Layout” for a description of the Quickbooks file format.

In order to export Payments, you should be familiar with the GIFTS Online procedures for
searching for and selecting Payment records.

You can also use Workspace Views to modify the content, format, and sort order of Payments in
the A/P Module.

For more information regarding these functions, please refer to the GIFTS Online User’s Guide.

Standard Payment Export
Follow the instructions below to use the Standard Layout for Payments export:

1. Logintothe GIFTS Online.

2. Search for the Payments you desire to export using Quick Find, Full Search, or Related
lists.

3. Select the Payments that you wish to export.
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4. Click the Actions > Export to A/P ribbon menu option to open the Export to A/P window.

r
Export to AIP

File Name @ Browse
Filze Format  Standard -

() Mark Payments 'Paid' as of:

(») Export Date | 12/5/2013 |[15]
Schedule Date
() Do not mark Payments ‘Paid’

ot

2 Payments worth $30,000.00.
[ ] Ready (1) Warnings (0) Errors (1)

& ID & Status

i ]

This Payment may not be paid at this time. A Budget Fiscal Year has not been

9 1083 . oted for 2014,

Cancel

B

5. The selected payments will automatically be checked for any issues and a status will be
displayed in the lower half of the window. The check boxes for Ready, Warnings, and
Errors can be used to show or hide records with those statuses.

6. If there are any Payments which are invalid, make a note of them and then click the
Remove Invalid Payments link on the bottom left to remove them.

7. Click the Browse button and then enter a File Name for your export file. Be sure to select
a Save location for the file which will be easy to find later.

8. Click Save to return to the Export to A/P window. Notice the filename is now displayed in
the File Name field.

9. Select if you want the Payments marked as Paid or not. If you would like them marked as
Paid, select if you want it to be on the Export Date or the Scheduled Pay date. The Export
Date can be modified using the date field/icon.

10. Click Export to continue.
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11. After completing the export, the system will display a list of the processed records and
their status.
12. Click OK to complete the Export process and return to the GIFTS Online Workspace.

Re-Exporting Payments
You can re-export a batch of previously-exported Payments, allowing you to:

e Reflect changes made to the Payments since the original export
e Use different Payment export options

To do so, simply select the same Payments as a previous export and perform the Export to
A/P process again.

The system will warn that the Payments were previously exported on XX/XX/20XX date,
however, once a File Name is entered you will be able to use the Export button.

Standard AP Export File Layout

The standard Export file consists of a single-line header section, a detail section that lists each
payment separately, and a single-line footer section that summarizes the file contents. Each
payment appears on a single line in the detail section. Each line within the file is separated by a
CR (carriage return) and LF (line feed). The fields within each line are separated by tabs.

Header
The header section includes the following fields:
Field Description
Title The following text: CHECKS EXPORT FILE
Current Date mm/dd/yyyy.
Current Time hh:mm:ss format (military time).
Details
For each Payment, the detail section includes the following fields:
Field Description
Payment_ID The ID of the exported Payment.
Request ID The ID of the associated Request.
Project Title Description of associated Request, taken from the Project Title field.
Fund ID Fund_Donor_ID from the Payment record.
G/L Account ID GL_Account_ID from the Payment record.
Schedule Date Schedule_Date of the Payment in mm/dd/yyyy format.
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Payment Amount

Amount of the Payment, including decimal point.

Payment Note

Notes from the Payment.

Payee Organization

The Legal Name of the Organization associated with this Payment.

Payee Contact Name

Name of the Contact associated with this Payment.

Address 1 First line of Organization address.

Address 2 Second line of Organization address.

Address 3 Third line of Organization address.

City City of Organization.

State Two-character state code of Organization.

Postal Code The postal code of Organization (as many as nine characters).

Country Country of Organization.

G/L Account Code The code, as defined in the Code Table, of the GL Account ID associated
with the Payment.

G/L Account The description, as defined in the Code Table, of the GL Account ID

Description associated with the Payment.

Organization Vendor
#

The vendor number of the Organization associated with the Payment.

Footer

The Footer section includes the following fields:

Field

Description

Label

The following text: END OF FILE

Number of Payments

Total number of payments exported.

Total Payment
Amount

Sum of all payment amounts exported.
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Example Export File

CHE 02/17/11:4
CKS 2012 7:04

EXP
ORT
FILE
320 20589 Proje84 84 09/30/126 No DaupMr. PO 66 No Gypsu MR Can PCCC 720915
97 ct 65642011 0.00 no hin Ron Box Ana Add mville B 0 ada NATI 00- 64
Title tesRiverald 140 ma ress C ONAL 96-
he First Fran Bay 3 1) 022
re Nati cois here 0 0
ons
Scho
ol
320 20588 Proje84 83 09/30/300. No Grac Mr. 211 No No WinnipMR Can CASH 720 138
96 ct 65722011 00 noe Bruc KimbAdd Add eg B 2 ada CARD 00- 70
Title tesLuth e erly ress ress K S 96-
he eran GelhAve 2 3 0 021
re Chur orn here here X 0
ch 3
END 2 1560
OF .00
FILE

QuickBooks Payments Export

Exporting Payment information with the QuickBooks format produces an ASCII file which clients
can then import to their accounting software.

Export form with QuickBooks file format:

Export to AP
File Name  APPayments.txt O Browse
File Format | QusckBooks - ¥ Settings J

=) Mark Payments Paid’ as of:
+) Export Date [11/5/2013 G5
Schedule Date
Do not mark Payments "Paid’

#| Include Paymant 1D in Memo Fiald (required for import)

2 Payments worth $110 000.00.
) Ready (2) [¥] Wamings (0) [ Errors (0}

2 ID & Status
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QuickBooks Settings

There are certain settings that will affect the data that is exported in a QuickBooks formatted
file. They may be set or changed by the client during the Export in the Settings.

NOTE: The settings button is only visible when the user has selected QuickBooks as the export
File Format.

If there are values set for these fields such as the Balance Sheet Acct and the Expense/Income
Acct settings, they should show when the user opens the Settings window. When the user
updates these settings, the client’s AP Module QuickBooks preferences are also updated.

Export Settings - QuickBooks

Balance Sheet Account

Expense/Income Account
Use for all Payee organization name fields in the export (s) Legal () Name
@ Incdlude Payment 1D in Memo Field (required for import)

Incdude Organization’s Name as the first line of the address block

Note that these values will be stored in your Preferences for future exports.

Crmoel'

The table below describes the fields available here.

Field Notes

Balance Sheet Field for users to enter their Balance Sheet Account. This will populate to the
Account Export file.

Expense/Income Field for users to enter their Expense/Income Account. This will populate to
Account the Export file.
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Use for all Payee
organization name
fields in the export

Radio buttons with Legal or Name.

If Legal is selected, the organization’s legal name will populate to the export
file where we populate the organizations’ name.

If ‘Name’ is selected, the value in the organization’s Name will populate. The
default is ‘Legal’.

Include Payment ID
in Memo Field

(required for import)

Check box, defaulted to checked. When checked, the payment ID is passed in
the MEMO field of the export file. If this is unchecked, no value will be passed
in the MEMO field.

Include
Organization’s Name
as the first line of the
address block.

Check box, defaulted to checked. When checked, in the export file the
organization’s name populates to ADDR1. If unchecked, the ADDR1 begins
with the first line of the Organization’s address block.

Note that these
values will be stored
in your Preferences
for future exports.

Informational text to let the user know that making changes here will update
their preferences and will appear in future exports so they don’t have to
enter them each time.

Save Saves user’s changes to the database (updates their preferences), closes
window and takes them back to the Export dialog.
Cancel Closes window and takes user back to the Export dialog. If user has made

changes, prompt user to save.

QuickBooks A/P Export File Layout

This section details the ASCII file format for exporting Payments data compatible with the
QuickBooks import facilities.

The Export file consists of a header section containing three lines, as well as a detail section that
lists each payment separately with three lines per payment (a Transaction record, a Distribution
record, and an End Transaction record).

Each line in the file is separated by a CR (carriage return) and LF (line feed). The fields within
each line are separated by tabs.

Header Rows

The first three lines of the file are a header that includes the names of the fields in the
Transaction, Distribution, and End Transaction records. The following is the exact format of

these first three lines:

ITRNSTRNSTYPEACCNTAMOUNTDATEMEMOTOPRINTNAMEADDR1ADDR2ADDR3ADDR4ADDRS
ISPLSPLIDTRNSTYPEACCNTAMOUNTDATEMEMO
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Transaction Record

The following fields comprise the Transaction record that precedes each Payment or Payment

group contained within the ASCII file. Data that appear in quotes (

un

always reside in the field.

) are literal values that

Field Name | Description Sample Data

ITRNS “TRNS”, indicates that a transaction is beginning. “TRNS”

TRNSTYPE “CHECK”, indicates the transaction type. “CHECK”

ACCNT The Balance Sheet Account entered into the A/P Module Checking
preferences.

AMOUNT The Payment Amount, prefixed by a minus sign (-). For -30000.00
Payments grouped by Request, this is the total amount of
the Payment in the group.

DATE The Schedule Date of the Payment, in mm/dd/yy format. 10/15/00
For Payment groups, this is taken from the earliest
scheduled Payment in the group.

MEMO The values in this field populate based on the ‘Include (*GFW=345)General
Payment ID in Memo Field (required for import)’ setting Operating Support
on the export dialog.

If it is checked (true) - This field is populated with
“(*GFW=[Payment ID])". [The Project Title of the Request
with which the Payment or Payments are associated.]
If it is unchecked, the values in this field will be the
Project Title of the Request.
TOPRINT Y “y”
NAME In the QuickBooks Preference/Settings, if the user has the | Jeter College of Dentistry

‘Use for all Payee organization name fields in the export’
radio button as ‘Legal’, this field populates with the Legal
name of the payee Organization.

In the QuickBooks Preference/Settings, if the user has the
‘Use for all Payee organization name fields in the export’
radio button as ‘Name’, this field populates with the
Organization Name of the payee Organization.

If the Name is longer than 40 characters, it is truncated.
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Changes are noted in the process log.

ADDR1

In the QuickBooks Preference/Settings, if the user has the
‘Include Organization’s Name as the first line of the
address block’ set to checked/true, populate this with the
Organization’s Name (legal or name, depending on the
name setting/preference).

If this is set to unchecked/false, populate this with the
first line of the organization’s address block.

Jeter College of Dentistry

ADDR2

The first line of the Organization’s address block unless
the preceding field ADDR1 used that value, then populate
this with the second line of the Organization’s address
block.

133 South Form Rd.

ADDR3

The second line of the Organization’s address block unless
the preceding field ADDR2 used that value, then populate
this with the third line of the Organization’s address
block.

Hillsborough Hall

ADDR4

The third line of the Organization’s address block unless
the preceding field ADDR3 used that value, then populate
this with the fourth line of the Organization’s address
block.

Raleigh, NC 27607

ADDR5

The fourth line of the Organization’s address block unless
the preceding field ADDR4 used that value, then populate
this with the third line of the Organization’s address
block.

If the address block is longer than four lines, GO ensures
that the line containing the city, state, and Postal code
are inserted here.

Address Fields

As many as 3 lines are taken from the “Address” field of the Primary Address associated with the
Organization. The last line of the address must always be in the format:

[City], [State_Province_Code] [Zip_Postal_Code]
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Distribution Record

The following fields comprise the Distribution record for each Payment or Payment group
contained within the ASCII file. Data that appear in quotes (“”) are literal values that always

reside in the field.

Field Description Sample Data
Name

ISPL “SPL”, indicates the distribution record is beginning. “SPL”

SPLID 1

TRNSTYPE Indicates the transaction type. “CHECK”

ACCNT The Expense/Income Account entered into the A/P Module Contributions
preferences.

AMOUNT The Payment Amount. For Payments grouped by Request, this is 30000.00
the total amount of the Payments in the group. (The amount is
not prefixed by a minus sign.)

DATE The Schedule Date of the Payment, in mm/dd/yy format. For 10/15/00

Payment groups, this is taken from the earliest scheduled
Payment in the group.

MEMO The values in this field populate based on the ‘Include Payment
ID in Memo Field (required for import)’ setting on the export
dialog.

If it is checked (true) - This field is populated with
“(*GFW=[Payment ID])". [The Project Title of the Request with
which the Payment or Payments are associated.]

If it is unchecked, the values in this field will be the Project Title
of the Request.

(*GFW=345)Gen
eral Operating
Support

End Transaction Record

The following field comprises the End Transaction record for each Payment or Payment group

an

contained within the ASCII file. Data that appear in quotes (
reside in the field.

) are literal values that always

Field Description Sample Data
Name
IENDTRNS | “ENDTRNS”, indicates that the transaction is ending. “ENDTRNS”
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Example Export File
ITRNSTRNSTYPEACCNTAMOUNTDATEMEMOTOPRINTNAMEADDR1ADDR2ADDR3ADDR4ADDR5

ISPLSPLIDTRNSTYPEACCNTAMOUNTDATEMEMO
IENDTRNS

TRNSCHECKChecking-30000.0010/15/00(*GFW=[Payment ID])General Operating SupportYleter
College of Dentistryleter college of Dentistry133 South Form Rd.Hillsborough HallRaleigh, NC

27607
SPL1CHECKContributions10/15/00(*GFW=[Payment ID])General Operating Support

Quicken Payment Format

Support for the Quicken file format was added to GIFTS Online in version 5.1 and is available in
the File Format drop-down menu of the Export to A/P form.

Export to A/P form with Quicken file format selected:

r M
Export to A/IP X
File Name @ Browse o9
File Format | Quicken v ¥ Settings
() Mark Payments ‘Paid' as of: %

(») Export Date w
() Schedule Date

) Do not mark Payments ‘Paid’
Include Payment ID in Memo Field (required for import)
("] Group Payments by Request Payee

Category

2 Payments worth $233,500.00.
[) Ready (1) Warnings (1) Errors (0)

L

& ID & Status

A\ 772 This payment has already been marked as 'Paid’.

Cancel
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Quicken Format Settings

There are certain settings that will affect the data that is exported in a Quicken formatted file.
They may be set or changed during the Export by clicking Settings.

NOTE: The Settings button is only visible when the user has selected Quicken as the export File
Format.

If there are values set for these fields such as the Balance Sheet Acct and the Expense/Income
Acct settings, they should show when the user opens the Settings window. When the user
updates these settings, the client’s AP Module Quicken preferences are also updated.

Export Settings - Quicken

Default Category

sz for all Payee organization names field in the export (:} Legal U Mame
Include Fayment ID in Memo Field (required for import)
E] Include Project Title in Memo Field

Include Organization's Mame as the first line of the address block

Mote that these values will be stored in your Preferences for future exports.

[ Save[J‘} . Cancel
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The table below describes the fields available here.

Field

Description

Default Category

Determines the value that will populate to the ‘Category’ field in
the Export form. Users can override there. Defaults to blank

Use for all Payee organization
name fields in the export

e Legal — When this is selected, the Organization’s Legal Name
(database field is Legal_name in the Organizations table) will
populate to the sections of the Export file that populate with the
Organization’s name value (sections with the prefixes of P and A
if the client opts to include the Organization’s name in the
address field in their Settings).

¢ Name — When this is selected the Organization’s Name
(database field is name in the Organizations table) will populate
to the sections of the Export file that populate with the
Organization’s name value (sections with the prefixes of P and A
if the client opts to include the Organization’s name in the
address field in their Settings). This is the default selected option.

Include Payment ID in Memo
Field (required for import)

This selection determines the default client setting for the field
in the Export form when the user has selected Quicken as their
export format. Users can override this default setting in the
Export form. It is selected by default.

Include Project Title in Memo
field

This determines whether the Project Title will be included in the
Memo field of the Quicken export file. It is deselected by default.

Include Organization’s Name as
the first line of the address
block

This selection determines whether the first line of section A of
the export will contain the Organization’s name. This is
deselected by default.
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Quicken Export Options
When the Quicken file format is selected on the Export to A/P form, then following options
become available:
-

Export to AP
File Name @ Browse o
- ¥ Settings

N

Filz Format = Quicken
(*) Mark Payments 'Paid’ as of:

+) Export Date | 4/29/2014 |15l
() Schedule Date
i) Do not mark Payments "Paid’
Include Payment 1D in Memeo Field (required for import)

-

[ | Group Payments by Request Payee

Category

2 Payments worth $233,500.00.
[ ] Ready (1) Warnings (1) Errors (0)

T

IO & Status

T

M 772 This payment has already been marked as 'Paid’.

Cancel

8

Payment Date Options
Mark Payments ‘Paid’ as of: Select if you want to have the payments successfully exported

marked as ‘Paid’ in GIFTS Online. The date options to allow you to set the date to use as the Paid
Date when the payment is marked as Paid in GIFTS Online.

o Export Date: Default selected and is followed by a date formatted field with the current

date populated. Users can edit the Date.
e Schedule Date: When selected, the payment’s Scheduled Date from its record will be

used as the Paid Date.
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e Both Export and Schedule Date radio buttons are disabled if Mark Payments ‘Paid’ as of
is not selected.

Other Options
Do not mark Payments ‘Paid’: When selected, the Payments included in the export will not be
marked as ‘Paid’ in GIFTS Online.

Include Payment ID in Memo Field (required for import)

When selected, the Payment ID is populated to the M field in the export file. This is required if
you intend to import back into GIFTS Online from Quicken as this ID will indicate which GIFTS
Online record to update.

Group Payments by Request Payee
This new optional field is specific for Quicken exports.
NOTE: The default setting is determined by the client’s preferences set up in the Admin.exe.

When selected, the export record will group first by grants, then by payees and then by
payment address any grants for which more than one Payment has been included in the export
so that the payments are combined into a single check in Quicken.

So if a request has four payments included in the export and the user elects to group them, if
they have a common payee and address, they are grouped into one record in the export but if
any have different payees or addresses they will be grouped separately in the payment file so
there will be separate records for each of the request’s payees with distinct payment addresses.
If this option is not selected, individual checks are generated for each specific Payment, even if
those Payments are attached to the same grant.

Quicken Category
This new optional field is specific for Quicken exports.
The default value comes from what is defined in the Quicken settings.

The value here should be the Quicken Category to which the payments should be assigned in
Quicken. Users should be sure to type the Category name exactly as it appears in Quicken. If
users are exporting a batch of payments, all payments will be assigned to the category entered
here. Payments to be assigned to different categories should be processed in separate batches.

Export Information Section
The section at the bottom of the page gives information about the export.

A summary of the value of the export will show reading “[# of Payment files being exported]
Payments worth S[Total value of all Payments being exported].”

Check boxes showing how many payment records are Ready for Export, Have Warnings
(warnings will appear in the payment export process monitor at the bottom of the page), and
have Errors (Errors will appear in the payment export process monitor at the bottom of the

page.
Export button

It is disabled when there is no value in the File Name field.

Clicking it initiates the Export process which includes:
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e Checking for errors
e If no errors the export file is created and the payment record is updated.

Cancel button

Clicking it closes the Export Form and cancels any export action.

Quicken AP Export Layout

This section details the ASCII file that is created by GIFTS Online when payments are exported.
Quicken uses the .QIF file extension to recognize the ASCII file as a Quicken data file.

e The .QIF file begins with the following single line header: !Type:Bank

e Each transaction consists of the following — each row contains a Prefix and Data (no space
separation). If the data is static, it is contained in quotation marks.

e Transactions in the file end with the character ~ in the last row.

Prefix Data

D If the user is not grouping payments, and the user has chosen to mark the payments
as ‘Paid’ based on a specified Export Date, this date appears here; otherwise, the
current date is used (mm/dd/yyyy format).

T The Payment Amount or sum of all the Payment Amounts in the group, if grouping
by organization. The amount is formatted to two decimal places and preceded by a
hyphen.

N Print

P The first 40 characters of the Organization Name. If the Organization name is greater

than 40 characters, the name should be truncated (in the same manner that is done
in the Standard and QuickBooks export for this field).

M This field will include the Project Title if the client’s preference is set to include that
in the Memo field and the Payment ID if they have chosen to include on the Export
form. The Project Title, if present, directly follows the M and is followed by the
Payment ID in parentheses (if included). Neither value is required. If the user has not
chosen to include the Payment ID or the Project Title in the Memo field, there will
be no value following the M. If the user has chosen to group payments by Requests
and to include the Payment ID in the Memo field, this field contains the
Transaction_ID from the grouped payment records that was added upon export
followed by a comma and the first Payment ID included in this group. Note that this
is true even if they only have one payment selected for the group.

A Payment Address. The address consists of as many as five lines, each preceded by
the indicated prefix. If the user has chosen to include the Organization name as the
first line of the address is the Organization name, populate the first line or Legal
Name depending on the Client’s preference setting. This allows as many as three
lines for the street address, while the last line should consist of the City, State, and
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Prefix Data

Postal Code. Note that even for grouped payments in the export record, the address
populates with the payment address from the first payment address (payment with
the lowest ID).

L The entry from the Category text box from the export form.

Sample .QIF Export file:
IType:Bank

D01/16/2014

T-87500.00

NPrint

PRyan School of Medicine
M203

ARyan School of Medicine
A142 Pennington Ave.
AOlin Hall

Alos Angeles, CA 34253
LGrants

A

D01/16/2014

T-87500.00

NPrint

PRyan School of Medicine
M204

ARyan School of Medicine
Al142 Pennington Ave.
AOlin Hall

Alos Angeles, CA 34253
LGrants

A
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Importing Payment Data

After a check has been cut, you can use the Payment Import feature to import check number
and check date information from your accounting system into GIFTS Online. The Payment
Import updates existing Payment records with the imported check number and check date
information; it does not create Payment records.

In order to use this feature, your accounting system must be able to generate a standard GIFTS
Online ASCII file; this format is defined in “Standard Payment Import File Layout”.

CAUTION: Before performing any import, make sure that you have a backup of your GIFTS
Online database. In case of problems, it may become necessary to restore the backup in order
to continue working.

To import payment information from an ASCI| file:

1. From the GIFTS Online Launch menu, select Import A/P Data.

Import A/P Data
File Name @ Browse..
[] Mark Payments "Paid' Summary
Date
Time
# of Checks
Total Amount

[ ] Ready (D) Warnings (0) Errors (0)

& ID & Status

Cancel

T

2. Click the Browse button and select the file you wish to import.

3. Click Open to return to the Import A/P Data window. The system will automatically check
the data in the import file to make sure the payment ID, Dates and Amounts match
existing Payment records.

4. Once all warnings and errors are cleared, click the Import button to continue.

5. The Import A/P Data window will display a Payment successfully imported message for
each record.

6. Click OK to complete the process.
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The following will be updated depending on the import file type:
Standard A/P Import File:

e The date, time will be taken from the header lines of the import file and displayed.
e The # of checks and total amount will be taken from the footer line of the import file and
displayed.

QuickBooks A/P Import File:

e The date range will be taken from the second header line of the import file and displayed.

e Time will be hidden and its label suppressed.

e The # of checks will be calculated by counting the number of transactions in the import
file and displayed.

e Total amount will be calculated from the detail section of the import file by adding up the
AMOUNT fields and displaying the sum as a positive number.

Standard A/P Import File Layout

The standard Import file consists of the following sections in a text file.

Header
The header section includes the following fields:
Field Description
Title The following text: CHECKS IMPORT FILE
Current Date mm/dd/yyyy.
Current Time hh:mm:ss format (military time).
Details
For each Payment, the details section includes the following fields:
Field Description
Payment_ID The ID of the payment that was exported from the GIFTS Online
system.
Payment Amount Amount, including decimal point.
Check # The check number.
Payment Date mm/dd/yyyy format.
Organization Vendor # If the Organization associated with a Payment does not have a Vendor
Number in GIFTS Online, this optional field is used to update the
Organization’s Vendor Number with the number assigned by your
accounting department.
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Footer
The footer section includes the following fields:
Field Description
Label The following text: END OF FILE
Number of Payments Total number of payments included in the file.
Total Payment Amount The sum total of the amount of the payments included in the file.

Example Import File

CHECKS 02/21/2012 11:47:04

IMPORT

FILE

32097 1260.00 0015587 02/19/2012 91564
32096 300.00 0015588 02/19/2012 13870
END OF 2 1560.00

FILE

QuickBooks A/P Import File Layout

This section details the ASCII file generated by the “GIFTS Export” report that users create in
QuickBooks.

The Import file consists of a two-line header section, a detail section that lists each payment on
a separate line, followed by a single-line footer section. Each line in the file is separated by a CR
(carriage return) and LF (line feed). The fields within each line are separated by tabs.

Header Rows

The first line of the file is a header that consists of an empty field followed by fields containing
the name of each field in the transaction records. The following is the exact format of this first
line:

TYPEDATENUMNAMEMEMOACCOUNTCLRSPLITAMOUNT

The second line consists of the date range selected in the QuickBooks report, followed by ten
blank fields. The date range in the header is not required. The format for the date range is
mm/dd/yyyy-mm/dd/yyyy. The following is an example of the second line:

01/01/2012-12/31/2012

Detail Rows
For each Payment, the detail section includes the following fields:

Field Description Sample Data
Name
[left Blank.
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margin]

TYPE

NOTE: This field is not used during import.

Indicates the transaction type.

CHECK

DATE

Check date, in mm/dd/yyyy format. If the Payment is marked
as Paid during the import, this is imported to GIFTS Online as
the Payment Date.

10/13/2012

NUM

The Check Number, which is imported into the appropriate
Payment record or records.

0006454

NAME

NOTE: This field is not used during import.

The legal name of the payee Organization. If the name in GIFTS
Online was longer than 40 characters, it was truncated when it
was exported to Quick Books.

Jeter College of
Dentistry

MEMO

NOTE: This field is only used to get the Payment ID, otherwise
it is not imported.

The values in this field populate based on the ‘Include
Payment ID in Memo Field (required for import)’ setting that
was set on the export dialog.

If set to checked (true) - This field is preceded by
“(*GFW=[Payment ID])”. The Project Title of the Request with
which the Payment or Payments are associated.

If set to unchecked (false) this value will be blank and the
records will error out.

(*GFW=345)General
Operating Support

ACCOUNT

NOTE: This field is not used during import.

The QuickBooks Account Number entered into the A/P
Module preferences.

1234-567-8

CLR

NOTE: This field is not used during import.

Can indicate whether the check has cleared.

SPLIT

NOTE: This field is not used during import.
Identical to the ACCOUNT

1234-567-8

AMOUNT

The Payment Amount, prefixed by a minus sign (-). For
Payments grouped by Request, this is the total amount of the
Payments in the group.

-30000.00
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Footer Row

The last line is identical to the second line of the header. As with the date range in the header
row, the date range is not required in the footer row but if there is a date range in the header,
there must be one here as well because the two rows need to match exactly.

Example Import File
TYPEDATENUMNAMEMEMOACCOUNTCLRSPLITAMOUNT

01/01/2012-12/31/2012

CHECK10/13/20120006454])eter College of Dentistry(*GFW=345)General Operating
Support1234-567-8-30000.00

CHECK11/10/20120006487lJeter College of Dentistry(*GFW=345)General Operating
Support1234-567-8-30000.00

01/01/2012-12/31/2012

Verifying a Quickbooks Import File

When a file is selected, GIFTS Online must detect the import file type and confirm all lines in the
file match the appropriate layout and that the data is correct and can be used to update the
appropriate field in Payment records.

If any errors are found, a process log opens detailing each line in error.

GIFTS Online reads the first line of the import file to decide on the file format. If the first line
exactly matches the QuickBooks header first line format, then import process proceeds to parse
it as a QuickBooks A/P import file layout.

The QB header is specified in QuickBooks Header Row section of this document.
The exact text to match is below:
TYPEDATENUMNAMEMEMOACCOUNTCLRSPLITAMOUNT

If the first line does not exactly match the text above, the import process assumes a standard
A/P import file format.

Quicken AP Import File Layout

The following section describes the Quicken Import process.
Import Form

GIFTS Online will recognize that the file is from Quicken when it parses the file and will attempt
to import the file and will expect it to be in the format as outlined in section below.

Once you attempt to import, a process log in the Import Form displays the progress of the
import, listing the status of each payment and explaining why any individual payments were not
imported.

When the import is complete, the Check Number field of each Payment record will have been
updated with the Check Number from the Quicken transaction record.
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If you chose to mark the payments as ‘Paid’, GIFTS Online will have also changed the Status of
each payment to ‘Paid’ and updated the Payment Date with the date of the Quicken transaction.

Quicken QIF Import File

This section details the format expected for a .QIF file from Quicken to be imported into GIFTS

Online.

e The first line of the file is: Type:Bank

e The file consists of one or more Quicken transactions and each transaction consists of
multiple data elements. Each data element appears on a separate line, preceded by a
single character that indicates the nature of the data.

e Each transaction with in a file ends with the

“upn

character on a separate line.

e Each transaction must consist of at least one of the following data elements:

Prefix Data

D Payment Date. The date of the transaction, in mm/dd/yy format for years prior to
2000, and in mm/dd’yy format for year 2000 or later.

T Payment Amount. The amount of the transaction, preceded by a hyphen.

N Check Number (the check number of the transaction). The value here should update
in the Payment record (payments.check_number). If payments were grouped all
payments in the group should update with this number.

M The Payment ID which matches up to the Payment ID when exported from GIFTS

Online. Used to match this transaction to the GIFTS Online Payment or Payments
that were originally used to create the transaction. The system should check this
field for a value in parentheses with a comma (like “(84,21)” as this will indicate that
this was a group of payments rather than an individual payment. If there were
grouped payments, the Transaction_ID will be the first number in parentheses in this
field (following the title if that was included). The system should find all payments
with this ID in the Transaction_ID field of their payment records in order to
determine which records are updated upon import.

If any transaction has less than the above data, or if the transaction’s Payment Amount is not
preceded by a hyphen, the transaction is ignored by the GIFTS Online import. Note that the .QIF
file may include additional data for each transaction that is not used by GIFTS Online. The
extraneous data is ignored and does not affect the import.

486



GIFTS Online 5.1 User’s Guide

Sample .QIF Import File

NOTE: There is extra information in this file that would be ignored during the import. Rows
preceded by U, P, and L will be ignored.

IType:Bank

D1/16’14

U-87,500.00

T-87,500.00

N1003

PRyan School of Medicine
M203

LCategory

A

D1/16’14

U-82,000.00

T-82,000.00

N1004

PRyan School of Medicine
M204

LCategory

N
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Check Writer

The Check Writer option in the Accounts Payable Module allows you to print Payment data in
the right places on your own check stock.

The Check Writer feature will update Payment records with their new Paid status and a check
number reference.

Since checks must ID the bank account from which the funds will be drawn, the system also
includes bank account records, each with a check register listing checks printed.

Check Writer customers will therefore have access to the following:

Bank Accounts
The system will allow you to add multiple bank accounts, capturing basic information like name,
account number, bank routing number, and so on.

GIFTS Online will maintain a check register for each Bank Account that details the checks that
have been issued from the account. The register also indicates which checks have been voided,
providing a complete record of the activity on the account.

NOTE: This function is for historical tracking only and in no way interacts directly with your
financial institutions.

Check Templates

Through the use of Check Templates in the Document Template Manager, you will be able to
arrange Payment merge fields on a page and then configure settings like margins, fonts, and
font size so your checks will turn out perfectly.

To make sure all elements are nicely aligned, an option to test print is available.

Roles and Preferences

Access to Bank Accounts and the ability to print checks will be restricted in GIFTS Online to those
in the Grants Manager role, as they are responsible for processing Payments.

Enabling the Check Writer Feature

To enable the Check Writer feature, you must email a request to MicroEdge at
services@microedge.com.

Current Accounts Payable (A/P) module clients will have the option of choosing between using
the A/P Link or Check Writer option.

As part of implementation, MicroEdge will set up the A/P module for new clients to use either
Check Writer or the A/P link.
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Bank Accounts

To print checks, you will need to create the bank account(s) from which your checks will be
drawn. GIFTS Online will maintain a sort of “check register” for each account, which will detail
the checks that have been issued from the account. The register also indicates which checks are
void, providing a complete record of the activity on the account.

You will be able to access Bank Accounts using a new Manage Bank Accounts option on the
Admin menu.

Mew Launch Admin Actions

=2

Classifications | Manage Bank
Accounts
r -
Bank Accounts X
021000021-025458751354
816005054-78410540
201923813-3540879238
OK
| ¥ ¥ |

This window provides access into all the functions of Bank Account maintenance:
e Bank Accounts are listed in alphabetical order by Description.

¢ Clicking the Description (left column, in blue) navigates to the Bank Account Edit Form where
you can edit the Bank Account details and view the check register.

¢ The right column shows the account number for the Bank Account.
¢ The Add Bank Account link opens a new Bank Account Edit Form.

e Clicking the Printer-friendly Version link displays the bank accounts list in new browser
window which can be easily printed.

The Bank Account Edit Form

The Bank Account Edit form will look similar to the form below and allow you to enter/modify
the following settings:

Setting Description

Related List Located on the left panel, this area will list all Payments or Checks for
the currently displayed bank account.

Description A short name for the bank account. (50 chars max)
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Account Number The account number printed on the check stock. (50 chars max)

Routing Number The bank routing number printed on the check stock. (50 chars max)

Bank Name The name of the bank. (50 chars max)

Default Check
Template

The check template to use for this bank account.

Next Check Number The next check number to start with.

Inactive Checkbox Check this box to make the bank account inactive.

Save & Close Save your changes and close the edit form.
Save Save your changes.
Cancel Close the edit form without saving changes.

@ Bank Account - Chase Main Fund

DETAIL Bank Account

Description Chase Main Fund

Bank Account
Account Number 025458751354

Routing Number 021000021

RELATED

=@ Payments

Edl Checks

&= Chase Main Fund

Bank Name

Default Check
Template

Next Check Number

Chase

Trans Union Checks

51011

Inactive [

Deleting Bank Accounts
NOTE: If you are creating a new bank account, this option will not be available.

To delete an existing bank account:

1. Open the bank account’s edit form.

2. Click the Delete menu option.

Cancel

3. A prompt will ask you to confirm the deletion. Click Yes to continue.

4. If transactions have been process for this bank account, another prompt will be displayed.

5. Click Yes again to confirm the deletion or No to cancel out of the process.
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r |
Please Respond b

LF_a\ Checks exist for this BankAccount.
' If you wish to preserve this account history but do not wish to
use this account in the future, you may flag the account as

inactive.

Do you still wish to delete this account?

Yes No
'8 |

Related Lists on Bank Account Edit Forms
The following Related records will be available on the Bank Account Edit Form:

e Payments — will display the standard Related Payments grid

e Checks — click to display the check register list with the following columns:
o Date

Status

Amount

Check #

Payment ID

Organization/Contact

O O O O O

Printing the Check Register

When viewing the Related Checks list, you can generate a view for printing by clicking the
Printer-friendly Version button in the Actions menu. This will open a new browser window from
where you can easily print the list.

Check Register for Account [025458751354] at Chase

10/10/2012

Date Status Amount Check # Payment ID Organization/Contact
1012012 Void $1,000.00 51007 949 Deadspin Org Rivers
1012012 Produced $1,000.00 51008 9449 Deadspin Org Rivers
10102012 Produced $20,000.00 51009 9bG JP Chase

Community Center
Mr. JP Sanguancheu

1012012 Produced $5,000.00 51010 955 JP Chase
Community Center
Mr. JP Sanguancheu

10112012 Produced $15,000.00 51006 762 Ryan Schoal of
Medicine Mr. Jack K.
Ryan
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Check Templates

A new correspondence category called Check Templates will available in the Document
Template Manager. Multiple check templates can be created in the Document Template
Manager.

[ GIFTS Online Document Templ... EI@
New Actions
&
MNew Template | Mew Template from Default
i Template Name E-mail Printed Description File Name Audit
o 3 Check Template for Created: 9/26/2012 by ADMIN
HITELIETS ABC Bank Check Template B2 pgCBank Accouny  28044417L.doc Changed: 5/26/2012 by ADMIN
Application Write-up - e Default Great Plains Created: 9/26/2012 by ADMIN
HZY Checks = Template 26045453 L.doc Changed: 9/26/2012 by ADMIN
Approval

ault O ated: 9/26/ ,
Default Quickbooks 260459541 doc Created: 9/26/2012 by ADMIN

Trans Union Check iz
rans Unien Lhecks b= Pro Template Changed: 9/26/2012 by ADMIN

Check Templates
Considered Applications
Contacts

Declination

Creating a New Check Template
To create a new check template:

1. Select the Check Templates category on the left pane.
2. Use the New > New Template menu option.

NOTE: You may also use the New Template from Default option if you would like to start
from a Great Plains or Quickbooks Pro default template.

-
New Template b

Template Name ABC Bank Check Template

Description | Check Template for ABC Bank
Account

Checks Per Page 1

OK Cancel

w

Enter a Template Name, Description, and verify the number of Checks Per Page.
4. Click OK to move on to the Merge Fields: Check Templates form.

NOTE: If you chose a default template, the Merge Fields selection form will be skipped.
Jump to step 8.
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Merge Fields: Check Templates

Select available fields from:

Payment E

Available Fields:

Find- [t
Field Name .
Address

Alert Flag

Alert Text ;
Amount in Units
AP Invoice
Book Value
Branch

Chanage Date
Change User ID

Check Cleared Date N

OK

Include these fields in the Template:

Find- [ ]
Field Name

Payment:Payment Date

Payee Organization:Name

Payment:Amount in Words

Include ==
Payment:Amount

Remove

Payment:Notes

Field - Mone Selected

Cancel

Select a category from the drop-down menu in the upper left corner and then locate the
fields you wish to have available as merge fields on the template.
Select a field and click Include to move it to the list on the right.

Repeat steps 4 and 5 as necessary.

The categories of merge fields available for check templates are the same as for

Payments including all the related record types.

In addition, the following merge fields will be available once the template is opened in

Word:
e Account Number
e Bank Name
e Description

¢ Routing Number
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8. Click OK when done and Microsoft Word will open your new template.

9. You can now set up/modify the check template to fit your check stock. Issues to keep in
mind include dimensions, margins, which fields to merge in, customized text, images, and
position of all those elements.

US East Foundation
2311 Eagle Way
Rye, NY 10085
(646)333-4500

«Payee_0Org_Name_1» «Payment_Amount_1»
«Payment_Amount_in_Words_1»

«Payment_Notes_1»

«Bank_Name» «Check_Number_1»
123 Finance Road
Pricetown, PA10002

«Payment_Payment_Date 1»

10. Save the template when done and close Word. Your new templates will be listed on the
main Document Template Manage page.

Modifying Existing Check Templates
There are several ways to modify existing check templates:

Action

Description

Double-click a listed
template

This action will directly open the template in Word for editing.

Select a template and
then click Open
Template

Same response as above.

Select a template and
then click Open
Merge Fields

This will open the Merge Fields: Check Template form with the merge fields
for the selected template listed and allow you to add or delete fields as
needed.

Select a template and
then click Copy
Template

This action will open the Copy Template form which allows you to copy the
existing template and save with a new name. You will have the option to
include Header Only or Header and Text.

Select a template and
then click Rename
Template

This action will open the Rename Template form which allows you to modify
the Name or Description.

Recreate Headers

Delete Template

This action will delete the selected template after you select Yes at the
confirmation prompt.
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To print the payment checks, the following must be done:

1. Perform a search for Scheduled Payments.
Select one or more Payments from the search results page(s).

2.
3. Go to Actions > Produce Checks.

£¥ MicroEdge GIFTS

New Launch Admin Actions
Full search

Welcome, John

s Pmduce Checks

=

5" Payments
Payment Quick Find for 'Ip'

Change this search | Save this search

View |<Se|ect>

E Options |<Select>
Selectall | Clearall 2 items salected
D Status/Date Amount Payse/Reference
Scheduled

Scheduled: 221102012

Scheduled
Scheduled: 22102012

5,000 JP Chase Community Center
Request [316]

20,000 JP Chase Community Center
Request [315]

100 [=] W 4 | Page|t of1 b B % Displaying 1 to 2 of 2items

FundiMotes D Audit
Foundation 855 Created: 10710/2012 by JB
Foundation 856 Created: 10710/2012 by JB

4. On the Produce Checks form:

a. Select the Bank Account.

b. Modify the Check Date if necessary. (defaults to the current date)

c. Select a different Check Template if necessary.

d. Check the box if you want to Test template alignment.

i. If printing on blank paper, leave on Do not update next check number.

ii. If using actual check stock for the test, select Test on check stock.

e. Enter the Next Check Number according to your current check stock.

f. If your template accommodates multiple check positions, enter the number of the First

Check Position you wish to start printing on.

g. Note any Warnings or Errors listed at the bottom.

i. To remove invalid payments, click the Remove Invalid Payments link at the

bottom of the list.

h. Click Produce Checks to continue or Cancel to close the form.
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F . |
Produce Checks b4
Bank Account |Chase Main Fund v
Check Date |10f10f2012 |
Check Template Trans Union Checks v

[] Testtemplate alignment
Do not update next check number

Test on check stock {update next check number)

Mext Check Number 51009

First Check Position 1

2 Payments worth $25,000.00.
[ ) Ready (2) Warnings (0) Errors (0)

i Status

Remove Invalid Payments

Pmduoechecksﬂ | Cancel |
. ull

5. A prompt will popup asking “Are you sure you want to proceed?” Click Yes to continue or
No to cancel the process.

F |
Please Respond b

| Are you sure you want to procesd?

Yes | | No |

6. When complete, a Produce Checks progress log will be displayed.
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r n |
Produce Checks b
Please open the check document and print your checks now.

Produce Checks succeeded. 2 Checks produced for a total of $25,000.00.
Successes (5) Warnings (2) Errors (0)
1D Result I/}
i 956  Mew check record [5] created for Payment [956] - Check Mumber [51009]
i 855  New check record [6] created for Payment [955] - Check Number [51010]
i 956  Payment exported successfully.
i 856  Mark as paid completed successfully.
P 956 The payment date of 10/10/2012 falls in a different fiscal year than 2012. This issue
may effect your financial reporting.
i 955  Payment exported successfully.
i 855 Mark as paid completed successfully.
P 955 The payment date of 10/10/2012 falls in a different fiscal year than 2012, This issue
may effact your financial reporting.
OK Reprint Checks
M =il

7. Note any Warnings or Errors which may be listed. Don’t click OK yet.

NOTE: The Reprint Checks button will be discussed on the next page.

8. On the bottom of the screen, you will note an orange popup message asking if you would
like to open the new check document. Click Open to see the merged Payments on the
check template you selected.

Do you want to open or save CheckTemplate_121010152757.doc (20.5 KB) from lucas325.gogiftsonline.com?

Open l} Save | ¥ Cancel

9. The produced check document will be opened in Word where you can then print to your
check stock.
10. If the checks printed correctly, you can now close the check document and click OK on
the Produce Checks log.
11. Notice your Payments now have a status of Paid and a Check No referenced in the Payee
column.
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5 Payments
Payment Quick Find for 'Ip'

Change this search | Save this search

View |<Select> |Z| Options |<Select> |z|

Selectall | Clearall 0 items selected

|:| Status/Date Amount  Payee/Reference

FundiMotes 1o} Audit
|:| Paid 5,000 JP Chase Community Center Foundation 955 Created: 10/10/2012 by JB
Scheduled: 22/10/2012 Request [818]
Paid: 10102012 -- Check No: 51010
|:| Paid 20,000 JP Chase Community Center Foundation 956 Created: 10/10/2012 by JB
Scheduled: 22/10/2012 Request [815]
Paid: 10102012

-- Check No: 51009

100 =] 4 4  Pagel of1 b Ml 4% Displaying 11e2 of 2 tems

Reprint Checks

1. If a problem occurred during the printing process, you have the option to use the Reprint
Checks button on the Produce Checks log form.

2. Clicking Reprint Checks will display following the fields on top:

a. First Failed Check — enter the number for the first check that you want to reprint.
b. First Check Position

c. Reuse Check Numbers — check this box if you caught an error before printing on the

check stock and want to regenerate the merged check document. Checking this box will
disable the Next Check Number field below.

d. Next Check Number — if some or all of the actual check stock were used in the initial
printing, you can enter a new starting check number here.
I

Produce Checks

First Failed Check sio09
First Check Position 1
Reuse Check Mumbers

Mext Check Mumber 51011

3. Fill in the fields as needed and then click the Print button to regenerate the check document.
4. Open the new document and Print it on the check stock.
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About the GIFTS Online Blueprint
Module

GIFTS Online Blueprint is a comprehensive set of tools which have been built using the new
GIFTS Online interface to help create custom fields and forms which can be used to personalize
your GIFTS Online system using your own language and terminology through the system and
tailoring of the experience of each of your users.

You can access the Blueprint tools by going to the Admin menu and clicking Blueprint. A
submenu will be displayed allowing you to access each specific tool.

NOTE: This option will only be available to Grant Managers.

Mew Launch Admin

|,|'w|

B o=
==

Template Manage Manage Classifications |Bluepnnt| Report Settings -
Manager Dashboards Watchlists

Last refreshed 7:18:15 PM |

o 3

Blueprint X

Custom Fields "““‘\
Fields Library \

Forms Library |
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The Custom Fields Manager

The Custom Fields Manager is the tool used to create and modify custom fields, custom
calculated fields, and URL links.

This tool can be launched from the Admin > Blueprint > Custom Fields from the ribbon menu.

The Custom Fields page will open and look similar to the following:

o Custom Fields - Requests

Harss s Tree @ s Langth | walses
i Rusmsts - ’ou
g — .
2 Contarts )

P
i+ Paymerts
£ o
a Reqsrements
& o
4 Rasuras
ol Al &, X
&1 Afiabom , x
& o
£ o
& u
& o
& o
£ o
£ ou
£ o
£ o
Chirka
52 Dashbcors i Amzort Wanager 0, Alequests Guick Find e g " revw) | 50 Custos Fiekds - Argue

The left panel lists all the Record Types you may choose from. Simply click on a record type to
see a list of existing custom fields for that specific Record Type on the main area to the right.

Adding a Field

IMPORTANT: Please note there is a limit of 500 custom fields per record type. It is
recommended, however, to keep your custom fields to under 250 per record type as higher
numbers may impact form loading performance for your applicants and users.

To add a new field, go to New > Field on the upper right menu to open the Adding Field form.

Adding Field - [new) "
Record Type  Reguests -
Field Mame |Test_1
Standard Label & new Regquest fisld
Type @ Text -

Maximum |50

Sawe and New L} Sawe and Close Cancel
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The table below describes the various types of fields which can be created:

Field Type Description

Text Holds any text information up to a limit of 255 characters. If you
want, you can make the character limit smaller.

Long Text Holds any text information up to a very high limit. (The precise limit

varies among different client/server and file server systems, but in
every case it is many tens of thousands of characters.) If you want,
you can designate a specific character limit.

Small number, no decimal

Permits integers between zero and 255.

Medium number, no decimal

Permits integers between -32,768 and 32,767.

Large number, no decimal

Permits integers between -2,147,483,647 and 2,147,483,647.

NOTE: Please do not use Small, Medium, Large number types if the
field is to be used for currency values as an error can occur if a
currency symbol is entered.

Currency

Permits numbers with two decimal places and a currency symbol.

Number, with decimal

Permits numbers with as many as four decimal places.

Date

Permits dates in the following format: mm/dd/yyyy)

Values

Holds a value from a list that you define. During data entry, users can
choose from the values you enter, much in the same way that users
choose from lists of classifications in coded fields like Request Status
and Request Type.

If you choose this field type, you must also enter the available values.

NOTE: This type field can only hold a maximum of 255 characters.
Anything over 255 characters will be truncated when you save. For a
longer list of values, it is recommended to use a code table instead.

True/False

Permits a “Yes/No” or “True/False” response. On the data entry
screen, it appears as a check box. A selected check box indicates
“True”; a cleared check box “False.”
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Adding a Calculation Field

IMPORTANT: Please note there is a limit of 500 custom fields per record type. It is
recommended, however, to keep your custom fields to under 250 per record type as higher
numbers may impact form loading performance for your applicants and users.

To add a new field, go to New > Calculation on the upper right menu to open the New
Calculation form.

Adding Calculation - (mew)
Recaord Type
Fiedd Name J
Standard Label 9
Formula =
J

[esplay resull a8 Mumber, with Decimal

Decimal places 4
Desplay % symbol

Cancel

Clicking the Insert Field link will display a list of all the current Currency, Date, or Number fields
which can be added to the formula.

NOTE: You will need to add mathematical symbols (+, -, *, or /) between field variables
manually. SUM and AVG functions are also allowed but must be in all CAPS. SUM() or AVG()
Example: SUM(Field1, Field2, Field 3) or AVG(Field1, Field 2, Field 3)

Alternatively, you may also use the Add operator instead of SUM.
Example: {Field_1}+{Field_2}+{Field_3}

Adding a URL Link

IMPORTANT: Please note there is a limit of 500 custom fields per record type. It is
recommended, however, to keep your custom fields to under 250 per record type as higher
numbers may impact form loading performance for your applicants and users.

To add a new field, go to New > URL on the upper right menu to open the Adding URL (New)
form.
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Adding URL - [new) X

Record Type |Requests

Field Name ]
Standard Label ]
URL J

Cancel

The Insert Field link will display a list of all fields for the selected Record Type and allow you to
add one or more to the URL.

Editing and Deleting a Custom Field, Calculation, or URL

All custom fields, calculations, or URLs are listed with an Edit pencil icon and Delete icon in the
right side of the grid.

hire

& Custom Fields - Requesis

Fesg Calcuiases URL

PECLAD THES
- [y 3 Trpe & Has Length 1 wekigs i
E R P —— - Edil i =
[T S— P rE—— . Dalste > El
2 Contach S . . P
& Pagrents
& ®
W Reguinessnts
& ®
T) Flavbiws
o Actabuc - & m
£} Affkatiors ®
=
]
P
P
P
P
....... P
& om
i
Cliss
22 Dashboard | % Cusiom Fiokts - Ruguat

503



GIFTS Online 5.1 User’s Guide

If clicked, the pencil opens the Editing Field form:
r 5
Editing Field - (Admin_Budget_Amount) X

Record Type Requests -
Field Name  Admin_Budget
Standard Label Admin Budget Amount

Type @  Number, with Decimal -

OK [:l( Cancel

D r

Notice the field name is displayed in parenthesis on top and only OK and Cancel buttons are
available.

CAUTION:

e Changing the data type of a field may cause loss of data if the data types are
incompatible.

o Deleting a custom field will remove the field and all of the historical data stored in the
field from the system. There is no undo.
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The Fields Library

The Fields Library allows you to access a list of all fields currently available in the system (both
Standard and Custom)for all record types in order to manage custom labels, help text, and make
certain fields hidden or required.

This tool can be opened from the Admin > Blueprint > Fields Library.

=& Fields Library - Requesis

Wakdan 8 Starcard Label @ Costom Label i himlg Taxt & Reguined? @ Ressy
[ Fogust T o
Y — )
2 Contacts
& Paymanis -
@ Roqurmens Apvimart & & o
T8 Fiavaras 1 <
Dreaivmasits
~ - r. ol
W Acbiies
# Lo
£} AFiErbon
& [
# L
P
# g
P
# i
& [
Enghen {Liniad Stabar)
Cancel -
52 Dashboors B Rmport Wanager ), Aequests Duick Find o " frew) 0 Custom Fiakds - Aecues | 80 Frakds Libeary - Asquest

Selecting the Labels to Personalize
In order to personalize field labels to match your organization’s terminology, do the following:

1. Select the Record Type on the left panel for the field you wish to customize.

2. Optionally, the Region menu can be used to set this session’s changes for a specific
region of the world.

3. Scroll down the list until you find the standard label for the field you wish to change.
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4. Enter your desired custom label in the Custom Label entry field.

o Fields Library - Requesis

Heddan? Hevderd Labe Curizm Lexd Faip Tew Froymed Rmei? ©
[ Psqurais
a Oagarirations
= Cosiis
& Payrssnia *
& Requriments Bppkoant & 4 o
4 B r
Dot win i
- o ln this Rsguset corplats’ rd
(S ]
&
K Afbealons
&
&
&
& o
F o
# o
&
&
Regen
Ergiih [l Bates)
Cancel {2y
22 Dushimad | & Fesigs Libvary - Rngsi

5. Click the Save button at the bottom of the screen.
6. Repeat this process as necessary for other fields.

Configuring Different Region Sets

The Region menu in the lower left panel allows you to configure custom labels and settings for
users who have their Windows Operating System set to a specific region.

Response Keotes Moles de Réponss ,

Sxatus 4

Starhs Date Date de Statut i
Ragion \ Susggested Amount r i
French (France) - Save & Close Save . Cancel

All regions currently available in the Windows Region settings will be available on this menu.

o When first accessed, the user’s current region will be the selected Region.
e On subsequent visits, the system will remember the last Region used.

Example: This can allow GIFTS Online users of the same organization in the United States, Spain,
France, and the UK to see four different sets of custom labels for various fields.
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Hiding a Field
You can hide some fields in the system using the Hidden checkbox to the left of the standard
field label.

RECORD TYPES Hidden?  Stasdaed Label Cuuslos Late Hiedp Tea Reguired!  Reset]
L] Feousm Adrin Actusl Amoust , -
4 Orpaeimors fidmin Budget Amoent ri o
& Conizcis bge Geop ’

o Papmeris Complets >,

B Feawemems of Complets Nobe F i

Simply check the Hidden checkbox and click Save.
NOTES:

e |[f the field is currently flagged as Hidden, the Custom Label entry field will be disabled.
e If the field is made Hidden in the future, all other settings for that field will be reset.

The following field types cannot be made hidden and will have a disabled checkbox:

e System Required
e Coding Sheet Codes

Adding Tool Tip Style Help Text

Tool Tip style help text can also be assigned to specific fields using the Help Text entry field.

Hadden?  Standard Label Custom Lakssl Help Text Regured!  Resel?
Onsite Parking Flag 4
Pledoe Is Tz & Pecge? ’
Prpulation Semved Fd

This will display a blue © icon next to the field when used in a form.

Placing the mouse cursor over this icon will display the Help Text.

Pledge %

Grant Amoun |2 this a Pledge? |

The Help Text entry field allows for short help information. For a larger area to type in, click the

Edit 4 icon to open an entry form popup.

& W i Pt
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Making Specific Fields Required
To make specific fields required, check the Required box to the right of the Standard Field Label.

Hiddgn? Sandard Lakel Cutgm Label
Program Area
Project Budget

Project Description

Project Erd Date

Halg Text

Erfier the project’s estmated budget hene

Rigpared? Rt
4 c
e
’ h C
' c

The following field types cannot be made required:

e System Required — these fields will be checked but disabled.

e Boolean (True/False)
e Web Clippings
e Calculated Custom Fields

e Coding Sheet Codes - Coding Sheet codes can be made required by contacting

services@microedge.com

Resetting One or All Fields

Don’t like the changes you made to a field? Simply click the Reset icon to return to the last saved

state.
Hiddn? Standand Label Cusiodm Laksl Hilp Tt Regquined? Ragit?
Erogram Ares » =
Fraject Budget Enter the project’s esimaled budget here ra o Q
Frajict D rip s Fa f_'l Rronel
Praject Ered Date 4 o138

To reset all fields back to the last saved state, click the Reset All icon in the lower right corner.

&= Fields Library - fequesis

ragder s Sweed b T L
13 Reguan
il Orgamraiora
& Comait
& Payreni
& Feqmwrmrn
4 Aemmy
¥ Cosirwni [T S p——
[F -

L} Ay

Brasnm bor dorirerg

Regar,

gl [umasd Swm Save b Ciome

55 Duibbowd | = Frakd Liboary - g

i T i Fmgarad!
rl
ri
#

[ —r— rl
ri
#
&

=
&
&
v Lancmt

o Fmew
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The Forms Library

The Forms Library is where you will create new Record Forms (Data Entry Forms) or modify
existing forms.

Custom Record Forms can be created and assigned to individual users, groups of users, or for
different giving programs (Request Types), allowing the data entry/processing experience to be
personalized to meet each user’s needs.

This tool will be launched from the Admin > Blueprint ribbon menu item.

After selecting Blueprint, select Forms Library from the popup menu displayed to open the
Forms Library.

Acions Opbom:
=]

Hew Fome

# MicroEdge GIFTS

Wi ome. Andrew 1 Troug

=i Forms Library
Y —— Foimn Typec Raquasts
0 ibwrn smbecterd
il Deganitaben
. M Mama 1 Actva i Aamgnes Grougs fangnas Lsary Faguast Typa B
& Contacts
Board Member Form rax B Mamize: Cath Grants Cramed
& Paymants hanged
I Poguiromens & Tist Forme {tom, sa Cach Granks Cramad:
: Changed.
1 Rarvarws
# Dotumanis
wd Arirabas
&} AFikabons
100 Fage 1 o1 C Rt Dinplaying 1 1o 2 of 2 items
Cleas
53 Cushboord . Fmport Wanager O, Aequests Quick Find for 5% frew) % Custom Fiekds - Aeques | O Forms Libeary - Anguey

Ribbon Menu Options

The Actions menu will vary depending on whether a form is selected or not.

Menu option Description

New Form This option is always visible.

Will open the new form selection popup asking for a Name, Record Type,
Request Type (if Request record type is selected), and a form to base the initial
design on.

System-default forms are available as an option when creating a new form to
use as a base.

NOTE: Modifications to system forms must be saved to a new form name.
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Your other options are to start with a Blank form or another existing custom
form as a base.

Open If one or more forms are selected, this option will be visible.

Click this will open the form(s) selected in edit mode.

Assign To If one form is selected, this option is visible.

This option allows you to assign the form to specific users or groups of users.

There are several selections available in the Options menu:

Menu option Description
Export or Print Export the currently displayed columns on the screen to an Excel spreadsheet.
Print Displays the currently displayed columns in a new browser window which can

then be printed.

Add to Dashboard | Set the form to be displayed on a specific dashboard.

Report Takes you to the Report Designer with the current columns from the screen
already defaulted into the report.
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The Forms List

The main area of the Forms Library displays a list of existing forms dependent on the Record
Type selected:

Hew Fome

# MicroEdge GIFTS Ful Seareh

Wi ome. Andrew 1 Troug

=i Forms Library

T — Fosimm Typec Raquasts
D e sabeched.
il Oeganitabeis
e = i Mam Aciva i angned Grouss Sangnas Lsary Sayine: Typa Buski
ST Boand Hember Form - Fad Mamize Cah, Girnis Creabed; 3/1RIE3 by AOMIN
ik Paymants. Chawgedi SUSI0LY By ADMIN
& Fegurements 4 Pisew Flaguet Form Ma Caah Granin S LR b o
oY Foeras
& Dovuiasis
& Asiwitias
&} ARkons
1 Page 1 o1 C Rt Cinplaying 1 1o 2 of 7 i
Cloas
52 Dashboord | O, Forme Librry - Reques!| [ (new]  [§ Mew Reguest Fom {4
Column Description
Select Box Check the box to select the form.
ID Displays the form’s ID number.
Name Displays the name of the form.
Active Displays the form’s status. Inactive forms will state No.
Assigned Displays the groups assigned to the form.
Groups

Assigned Users | Displays the individual users assigned to the form.

Request Type Only displayed if the Request record type is selected.

Review Stage Only displayed if the Review record type is selected.

Audit Displays the Created and Last Changed Date along with the username.
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How Do | Modify an Existing Form?
To modify an existing form, do the following:

Go to the Blueprint Forms Library. (Blueprint > Forms)

Click on the Record Type for the form.

Locate the form you wish to modify in the main list and select it.

Double-click the form listed or go to Actions>Open to open the form in edit mode.
Make the modifications necessary and click Save and Close.

ukhwnN e

The Form Design Window
The form window includes all of the options available for creating or modifying a data entry
form.

= Reguests Form - (new) {inactiva)

Ganeral Al Disposition)

o =
Tt E Branch 14 desersl (8] Dispestans]
Comng Srau = Dedination (Dedined
VP
e Apprzsl (Aperoved]
Stals P ———
Avis Bt Reveni el mganes (Ferdg]
Adrim Burbput: et [ —r— Ampues (Dedner
Aga Group . Sequest {Rpzroved]
. 5
—— ] . Codirg (Al Dupoaisons
Sp— Secondary St sigating (Al Diepoationg]
Flas
Comeate e
Coemgiats Bzt Appboam Acooent =
Chclruon obet Tncinatinn |Decined] L
Dol vutn MERsas
Difiararce Do et e
Cufararce Diechrarion Dale m
Ot
s Ciechirutticn Moles
Cheret Prosent Budgel trvn
Cormct Progect Eap dctunl &=
Elspasition Dsle Approusl (Approved)
Chackus Fasmizar
Btbrstity Cirant Armeent
Esabuion ——— -
Eenk Artra
Eweni Date
suren & Clids Savi Cantil
Esgrd Detply
22 Duwshboard O, Foome Library - Feques " inew] [ Mew Reguest Form 4, 1| [ = (ness) iinazive)

Header Information
The header area in the upper left shows the following information:

e Record Type
Name of Form — will say (new) if the new form has not been saved yet.

[ )

e Status of form — Active or Inactive

e Request Type —only on Request forms
e Assigned Groups/Users
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Actions Menu Description

Details Clicking on this will open a form displaying the name of the form. It will
allow you to change the name if necessary.

Activate To make the form usable by other users, you must Activate the form.

Deactivate You can also Deactivate a form if you wish to take it off-line.

Assign To Assign the form to one or more Users or one or more Groups.

Report Generates a report for the currently open form showing all fields,
custom labels, and standard labels used.

Delete Deletes the form if the popup confirmation is accepted.

The Add Fields List

On the right side of the form edit page is the Add Fields List.

To limit the fields which are listed, you can uncheck one or more of the three filter checkboxes
at the top. Default is for all three to be selected.

ADD FIELDS
Standard
Custom
Coding Sheet
Find

The Find field can be used to quickly find a field you want to add to the form.

Once a desired field is found, simply drag it from the list to the main form area and drop iton a

designated drop point or gold |
more details.

The Main Form Area

ine underneath an existing field. See Moving a Field section for

The main form area in the middle displays your form exactly as it will appear to users in GIFTS

Online.

In this area, you can:

e Add new fields from the

fields list

e Modify existing labels and fields on the form
e Move existing fields as needed

e Remove existing fields from the form

e Expand or Collapse fields
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NOTE: The Wire Transfer section that is available on the Request, Organization, and Payment
forms includes special functionality and has to be maintained as an entire block. The field labels
and prompts cannot be modified in this section.

The Sections List

The right panel contains options for adding new sections, editing existing sections, moving
sections up or down, and removing sections.

Apprgval (Ap) " 4 ¥
Request (Pending)

Request (Approved)

Coding (All Dispositions)
Meeting (A&ll Dispositions)
Evaluation {&ll Dispositions)
Renewal (All Dispositions)

Wire Transfer (All Dispositio

SECTIONS Add

Adding a Section

Use the +Add button to add a new section to your form.

Section Action Icons

Each section listed will have the following action icons next to it.

Ilcon | Name

Description

F Edit Section

Click this icon to open the section’s edit form.

4 ¥| Move Section
Up/Down

Sections can be re—ordered by clicking the up or down arrows
associated with the section.

The up arrow is disabled for the first section on the form; likewise, the
down arrow is disabled for the last.

x Delete Section

You can remove a section at any time. All Labels and Prompts are
removed along with the section.

You will be required to confirm your intentions and will be warned
that there is no undo for this action.
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The Edit Section Form

e The Disposition Type menu allows you to designate specific sections on Request Forms
for a specific disposition or all dispositions.
e Instructional text can be included at the top of each section.

| & . |
Edit Section X

Saction Name General Information

Disposition Type (All Dispositions) -

[l

Instructions The general information section is used to tracked....

Cancel

Adjusting the Field Width

The default number of columns in GIFTS Online is one column. This means each field is displayed
on its own row.

With a Blueprint custom form, this can be modified so that a specific row has multiple fields on
it.

Additional columns are useful when you want to include more than one entry field on the same
row.

For example: Project Start and End Dates or City, State, Zip Code
NOTE: It is recommended to have a maximum of three fields in a row.

The width of a field can be adjusted by moving your mouse cursor over the double line between
two fields. When the cursor turns into a double arrow, click and hold the left mouse button and
drag the column side to the desired width.

Approval (Approved)

Grant Amount rant Date ﬁﬂ Fiscal Year

Term (Manths)

NOTE: The actions of adding and removing fields will change the widths of the fields remaining
to distribute them evenly, so a good tip is to make manually adjusting the column widths the
last thing done.
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Moving a Field

Existing fields can be moved by dragging and dropping. Simply click on a field and slowly drag it
to the desired location.

As you start to drag a field away from its current location the form displays drop location
markers &4 to the left and right of all the current fields on the form.

General (All Dispositions)

[+] Branch Id
[+] Type
[ +| Status [+]
[+] Reference No : l: &
-r_l. Staff | ﬂﬂ]
If you drop the field onto one of these markers, the field will be placed in that location on the
same row.
In the example below, Reference No was placed to the right side of the Status field.
General (All Dispositions)
Branch Id -
Type
Status = Raferanca No
Staff -
Secondary Staff
To move a field so it takes up an entire new row by itself, drag the field to the space between
two existing rows. A gold bar will become visible to show where the field will be placed.
In the example below, the Status field is being moved between Branch ID and Type.
General (Al Dispositions)
[+ Branch Id
+ Type [}4
+ Status
[+ Reference No
4] Staff -
B Secondary Staff - +|
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Removing a Field from a Form
To delete a field, simply click on the field and then press the Delete button on your keyboard.

A confirmation message will be displayed. Click Yes and the field is removed.

Please Respond

Q; Remove field "Secondary Staff™?

Yos HNo

Editing a Field
Editing a field with Blueprint is easy.

Simply select the field in the form and all of the related settings are displayed for modification
on the lower right panel.

+ Regquests Form - Cash Gran Requasts (5, Inacive
e = Term [Monise)
sl [= _ Ampest (Dedned)
_— = Propect Stan Diate ';I_ Bporzyl {Aparoyed)
Pl Project Eed Caie m| aquas (Fardrgl
T a— . Comgleis O Rgunst {hpgroaed]
Acimes Budgat Amaurt Compitn Moles Cibre) (I Desgeninind)
A Grosp Mphi=g (40 Cmzcwtiz=a)
Applians Aocnt Esmbuntion {4l Dispaston]
—— PRSP P op———
Al &
1 Fem SELECTED FIELD: B

Comgets
. " Sage 2 Foarm Labsl
Compiats Kota

- Dwfauit | Crvarcia
[y Apemnend Ppprend Progect Erd Cuce
s Resas Grant Amiant Grant Data G2 0 Fiseal Vear Labal Pesigan
- Lok

Term (Maonise)

Cutararce Risquinid Seming
Oererce Frogect Saan Daie | o sl [ Orverric
ot Prpent Budgel s Project EBrd Clate: = e
Chrmct Progect Bap Actunl A= hacpsent (Pameling] ) mnst vk
Cumzcashias Dats i s =
[ Feanyisast Dialie |
Sty Project By
Ewabuntion = Help Text

- Dwfacit | Crvarcla
Ewart dstra
Eward Cabe

S & Gl S Caneil

P —— .
52 Deshboard  Cl, Fore Library - Reques  [E" (e [ Mew Reguest Fom 44,1 | [5] = Cash Grani Reguists.

IMPORTANT: Changes are not permanent until you SAVE. If you don’t like the changes you’ve
made to a form, click Cancel and then select No on the prompt to Save.
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Assigning Custom Forms to Users

Once you have custom forms built for your GIFTS Online users, it is a very simple process to
assign them to specific users.

The same process is also used to remove custom forms from specific users.

To modify existing form assignments, do the following:

1.
2.
3.

Open the Forms Library.
Select the form you wish to assign to or unassign from a user.
Go to Actions>Assign To in the ribbon menu to open the Assign to Users/Groups form.

Actions  Options
£¥ MicroEdge GIFTS

Full Search
" T B
ECSS g ons EEES gymens Open New Form | Assign to
Welcome, Andrew J. Troup = 2
= Forms Library
[ Requests Form Type: Requests
| 1 items selected.

1idl Organizations,

O u & Name & Active & Assigned Groups Assigned Users. Request Type & Audit
“aa Contacts

3 Board Member Form Yes Board Member Cash Grants Created:
@ Payments Changed:
Bl Requirements 0O s Cash Grant Requests No Cash Grants Created:

Changed

= Reviews O 4 New Request Form No Cash Grants Created:
& Documents Changed;
& Activiies
&2 Affiliations

100 - Page |1 of 1 C* Refresh  Displaying 1to 3 of 3 items.

Close
&2 Dashboard | Q, Forms Library - Reques|
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4. On the Assign to Users/Groups form, select either individual users on the left side list or

7.

groups on the right side list.

g

0000000 0MEdEOO

Assign to Users/Groups

Assigned Users

Andrew J. Troup
Ben E. Factor
Board Member
Charity Ball
Colette Rogers
Daisy Grant
Grants Manager
Hope Charity
Internal Reviewer
Kelly Goldberg
Lauren Victona
Lee Williamson
Phil Anthropy
Program Officer
Sarah Sullivan

O
7
3
@
g
=

[] show selected List  Assigned Groups [] show Selected List
(] Admin

Board Member

|| Grants Manager

[ Internal Reviewer
[] Program Officer

[] View Only Privileges

Save Cancel

Optionally. you can uncheck specific users or groups that no longer need access to the
custom form.
Checking the Show Select List box on top of either panel will limit the displayed list to

only the ones chosen.

-
Assign to Users/Groups

Assigned Users

Charity Ball
Colette Rogers
Daisy Grant

Grants Manager

|| Show Selected List  Assigned Groups [[] Show Selectad List
Admin

Board Member
Grants Manager
Internal Reviewer
Program Officer
View Only Privileges

O00EEO

Save Cancel

Click Save.
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The Budget Module

If your organization works on one or more annual budgets, the optional GIFTS Online Budget
Module allows you to enter your pre-planned giving budget at the beginning of each year and
then track your actual giving against this budget as the year progresses.

NOTE: The GIFTS Online Budget module is optional; your GIFTS Online system may not include
the features described in this and the following help topics.

Each annual budget, like that of most grant makers, is arranged in a series of tiers. At the top
tier you have your total budget amount, which gradually breaks down into further and further
detail. Some grantmakers may have simple budgets with only one or two tiers; others may have
more complex budgets with five or six tiers.

If you need to take time to review key terms in managing and using Annual Budgets in
GIFTS Online, click here for definitions of key terms.

If you're ready to review the budgeting process, it is summarized below:

e Before the new fiscal year starts, you set up your annual budget according to the
allocations approved by your board or company.

e Once your allocation is complete and the fiscal year begins, you will open the budget.
Users may now appropriate funds from the budget to cover Payments.

e During the year, you can track progress toward budgetary goals right on your
GIFTS Online home page.

e Annual Budgets offer flexibility during the giving year, allowing you to review and make
changes as needed.

e Atyear's end, you can close the budget to prevent further appropriations.

Budget Module Glossary

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

GIFTS Online Annual Budgets are designed to reflect real-world budgeting processes. However,
because terminology may vary from organization to organization, we provide this glossary to
help you understand the major concepts and important terms used in GIFTS Online.

Annual Budget Stages

There are three stages in the life cycle of one year's Annual Budget. In each stage, there are
different key activities and tasks.

Planning Stage

If you are like most grant makers, you probably begin planning next year's budget two to four
months before the current fiscal year ends.
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During this time, you get estimates on how much you'll have to give, then work to determine
how that money will be distributed to different programs, geographic areas, regional offices,
and so on.

When you add a new Annual Budget, it starts in Planning stage. The main activity at this time is
called allocating the budget. By allocating, we mean specifying the amount that will go to each
division, each program, and each grant you already know you will give during the year.

We call the records which capture these specifications "budget items." More information about
the different types of budget items follows in this glossary.

Open Stage
When the allocation is complete and the fiscal year starts, you will open the Annual Budget for
the year.

Once the budget is in Open stage, GIFTS Online users can appropriate funds from the budget to
cover Payments. "Appropriate" here means taking money from a specific budget item for use to
cover a specific Payment. Those funds can no longer be used to cover a different Payment.

Budget appropriation is the main activity during the Open stage of a budget. Additional tasks
involve maintaining budget accuracy, allowing you to record the changes that often happen
during a giving year.

Closed Stage

Once the fiscal year ends and you have appropriated funds for all the Payments you have made

during the year, you will close the Annual Budget.

Once a budget is closed, no one can appropriate funds for additional Payments. This preserves
your record of how you met your budgetary and giving goals during that year.

Budget Structure Terms
In Annual Budgets, you can allocate funds to very broad categories, then further allocate each
category to more specific categories, and so on.

This creates a budget structure which we refer to as hierarchal. For example, in this budget
excerpt, we see a budget hierarchy with three levels.

& B £3 Northeast Region

E‘ M 7 New York

E| M 7 New York VPs

: M £3M. Piazza
M. Williams

: M 1S, J. Parker

E] (M (=1 Boston

(M =7 Boston VPs

Northeast Region is on the top level. The money in for that region has been further allocated to
four items on the next level: New York, New York VPs, Boston, and Boston VPs. Further, New
York VPs total has been allocated to the three vice presidents themselves.
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In addition to talking about a budget having a hierarchy and levels, GIFTS Online will refer to
child and parent items. The budget item labeled "M. Piazza" is a child of New York VPs. By the
same token, Northeast Region is the parent of the four items below it in the hierarchy.

Budget Item Types

The Annual Budget total amount is allocated to budget items during Planning stage. There are
three different types of budget items in GIFTS Online. Understanding the purpose of each is key
to using the budget.

Category

A Category is an amount of money allocated to a specific fund, program, or purpose, but not to
any specific organization.

Users do not appropriate funds directly from Categories; Categories must always have child Line
Items and Reserve Funds for that purpose.

Categories may also have child Categories. In fact, this is the main purpose of Categories; they
are how you build your budget hierarchy. In our screen shot above, all the items shown are
Categories.

It may help to think of each Category as a budget in itself. It seems in our example that each

VP gets his or her own giving budget for the year. Categories in the budget hierarchy mirror how
funds are really distributed in this corporate structure, and the total amount for each

VP Category reflects how much Piazza, Williams, and Parker have to give respectively.

Line ltem

A Line Item is a dollar amount assigned to a specific Organization. Only Payments to the Line
Item's specified Organization can be appropriated from the Line Item.

Typically, you will add a Line Item and allocate funds to it with a specific grant in mind. Many
corporate giving programs, for example, give to many of the same organizations year after year.
Adding Line Items during Planning stage sets aside budget funds for each such grant.

Reserve Fund

A Reserve Fund is often a “left over” dollar amount in a given Category that is not allocated to a
specific Organization.

Throughout the year, users appropriate these funds to cover Payments for new discretionary
grants. Reserve Funds can be added to the top level of an Annual Budget, or as the children of
Category at any level of the hierarchy.

Viewing Budgets
NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

In order to access your Annual Budgets, simply go to Launch > Budget in your GIFTS Online main
menu.
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The Annual Budgets page opens, listing all Annual Budgets and, for each budget, its top level
Categories and Reserve Funds:

Annual Budgets
Add Annual Budget B
Year  Description Status Current Paid Commined Balance &t
2012 Planning %46 350,000,00 $0.00 $0000  %46,350,000.00
Comporate HQ %4 500,000,000 £0.00 $0.00  §4,500.000.00
Foundation $10,350,000.00 $0.00 0000 %10 ,350.000.00
Northeast Region %4 500 000,00 $0.00 0000 %4 50000000
Capital Region $2,250,000,00 $0.00 $0.00  $2.250.000.00
Southeast Region %4 500 ,000,00 $0.00 $0000 %4 50000000
Midwest Region $4 500,000,00 $0.00 $000  %4,500,000.00
Morhwast Region %6 ,750,000.00 $0.00 $0.00  §6,750.000.00
Southwest Region $9 000,000,000 $0.00 $0.00 55,000 000.00
m Open $94 30500000 & $11.,111.00 $7833300 %94 21555600
Corporation $50,150,000.00 & $0.00 $36,111.00 %50,113,889.00
Foundation $43 785,000,000 & $11.111.00 $2222200 543751 BE7.00
Small Reserve Fund $20,000.00 & £0.00 $20 000,00 $0.00
CEQ Discrationary Fund $350,000.00 $0.00 £0000 $350.000.00
2010 Open §7.25.000.00 £62 500,00 $140.777.00 $521.723.00
Top Category 1 $250,000.00 & $37 500.00 $81 24400 $130.556.00
ToP Level RF $390,000.00 & $25 000.00 $25 000,00 $340.000.00
RF 3 $35,000.00 & $0.00 $33.333.00 §1.667.00
Top 2 $50,000.00 £0.00 $500.00 $49500.00
2009 Claged $200,000.00 £0.00 $0000 $200.000.00
Comaoration $60,000.00 & $0.00 $0.00 $60.000.00
Foundation $120,000.00 & $0.00 $0000 $1.20.000.00

Actions on This Page
Here you can:

e Click Add Annual Budget to set up a new Annual Budget for another fiscal year.
e C(Click the printicon & to print the list of Annual Budgets.
e View the closed, open, or planning stage budget by clicking its year in the Year in column.

Annual Budget Information
The body main body of the page provides information about all your Annual Budgets.

Year The fiscal year of the Annual Budget.

The color of the font in each year row indicates the Budget's status: Red for
closed budgets, green for open, blue for budgets in planning.

Description The Description of each top level Category or Reserve Fund in the year's Annual
Budget.
Status Indicates whether the budget is closed, open, or in planning stage.
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Current The current amount of the Annual Budgets and each top level Category and
Reserve Fund.

Hover your mouse pointer over this icon 2 to see a budget or item's original
amount. The “original” amount is the amount of the budget or Category when
the budget was initially opened; the total can change later if budget items are
adjusted or added.

Paid This is the total of Payments for approved Requests which have 1) been
appropriated from the top level item and/or its descendants and 2) have a status
of Paid, Void, or Refund.

Committed This is the total of scheduled/contingent/hold Payments for pending and
approved Requests which have had funds appropriated from the top level item
and/or its descendants.

Balance Available balance of the budget or top-level item. The formula follows:

Current — Paid — Committed = Balance
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Setting Up a Budget

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

To add a new budget, navigate to the Annual Budgets list and click the link to Add Annual
Budget. The new Annual Budget page opens:

Aniial Budgets

Fizcal Year | 2010 b
Amount 000
] Require user to confirrn before incressing budget totsl during planning =tage
[¥] Al budget item armounts to be adjusted

] Adiow mavemant of budgetl dems in the hieranchy

[ Mew reserve funds should default to allow negative balances

[l Assign authorized users?
Al wsers ane authonzed for unassigned fems
Mo wgers arg autharized for unagsigned items

Budget Appropriations

* Only Payments for grants with an incleded ™ Frorn those, only payments with an included
Request Type require appropnation fram the  Payrment Type require appropriation from the

budgat budgat:
[CJDwmnners and Events Flir-kind
Cash Grants [ Praduct

Flvalunteer Hours
[#] Charitable Contribution
[#] = Payment Type not specified >

| Create Annusl Budget || Cancel |

NOTE: During planning and open stages, you can modify some of the budget settings you enter
here.

To add the new budget, enter the settings described below and click Create Annual Budget. The
Annual Budget planning page opens.

Fiscal Year

Select the fiscal year for which you want to set up an Annual Budget.

NOTE: You can only have one Annual Budget for a fiscal year.

Amount
Enter the total of the year’s budget (required).
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Planning and Open Budget Options

The following options affect how the budget works during planning and open statuses:

Require user to confirm Select this check box if you have a firm idea what your total
before increasing budget annual budget will be. During allocation, users won't be able to
total during planning stage increase the total without first confirming the change.

This allows you to do "bottom up" budgeting; you can enter the
amounts of different Categories and have it add up to see what
the total budget is.

Allow budget item amounts Select this check box to allow budget items' amounts to be
to be adjusted adjusted during open stage. Allowing Moving Budget Items
allows the total budget amount to be increased or decreased
during the giving year.

Allow movement of budget If cleared, you cannot move budget items from one parent item
items in the hierarchy to another when the Annual Budget is open.

Note: Moving items around in budget tiers is always allowed
during planning stage.

Reserve Fund Allocation Setting
Each Reserve Fund in an Annual Budget can be set either to allow a negative balance or not.
During budget allocation, when "New reserve funds should default to allow negative balances"

is selected, new Reserve Funds are set to allow this. It can be changed in each case; this sets the
default.

Assign Authorized Users?

Select this check box if you want to employ authorized user permissions during the budget year.

Authorized users can be established for Categories and Reserve Funds. (Each Line Item takes its
authorized users from its parent Category.) Only authorized users assigned to a budget item will
be able to access the item for Payment appropriation and funds transfers, affording a higher
level of control and security. The Budget Summary dashboard part will only display budget items
to which the user is authorized.

If you choose to use the feature, you must then decide how it should be employed:

All users are authorized for This option works well if you have a relatively small number of
unassigned items budget items you need to restrict to certain users.

By default, new budget items you add during allocation or open
stage will be open to all users. Only if you specify authorized
users will all other users become unauthorized.

No users are authorized for If you plan to keep tight control on all or most of your budget,
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unassigned items specifying in each case who may use an item, select this option.

No one will be able to use a budget item until you add them as
authorized users.

TIP: Assign authorized users to Categories before adding child items. By default, a new Category
or Reserve Fund will take on its parent Category's authorized users. (Line Items always assume
their parent Category's authorized users.) If you have a branching budget and a clear delineation
of who may use each branch, enter the authorized users first, then allocate further.

Budget Appropriations

Many grantmakers have several giving programs, not all of which are tracked within the budget.
For instance, you may have a Cash Grants program that is part of the budget, but also an In Kind
program for non-monetary gifts that are not tracked within the budget.

GIFTS Online allows you to exclude those Payments that are not relevant to your budget. In
order for a Payment to require budget appropriation, both its Request's Type and its Payment
Type must be selected here.

1. First, select the Request Types whose Payments may hit the budget.
2. Then, of those Payments, clear any Payment Types that you do not want to hit the
budget.

Setting Authorized Users

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

Each annual budget may be set up to use the authorized users feature. The authorized users
feature allows you to establish authorized users for Categories, Line Items, and Reserve Funds.
Only authorized users assigned to a budget item will be able to access the item for Payment
appropriation and funds transfers, affording a higher level of control and security. The Budget
Summary dashboard part will only display budget items to which the user is authorized.

e Assigning authorized users for Categories is a help with data entry. By default, a new
Category or Reserve Fund will take on its parent Category's authorized users. (Line Items
always assume their parent Category's authorized users.) If you have a branching budget
and a clear delineation of who may use each branch, enter the authorized users to
Categories as you add them, then allocate further.

e Each Reserve Fund you add defaults to having the same authorized users as its parent
Category (except when adding top level Reserve Funds). However, you can add or remove
authorized users, making each Reserve Fund's list different if needed.

e Line Items take the authorized users assigned to their parent Categories. The list cannot
be modified in different Line Items.
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Assigning Users to Categories and Reserve Funds

When adding or editing a Category or Reserve Fund, click + Authorized Users to expand the
section.

The panel on the left lists GIFTS Online users with permission to appropriate funds for
Payments. To specify someone as an authorized user, select his or her user name and click Add.
The user name moves to the right panel, which lists authorized users.

You can remove someone from the list as well; select them in the right panel and click Remove.

TIP: If you have a long list of users, use the search box to narrow it down. Enter part or all of the
user name and click the binoculars icon; the list of users in the left panel is filtered to users who
match.

Effect of Adding Authorized Users

The authorized user option in the Annual Budget setup has two settings; the effect of adding a
first authorized user depends on that setting:

Setting Result

All users are authorized | By selecting authorized users, you prevent all other users from

for unassigned items appropriating or transferring the funds.
If you don't add any authorized users, everyone can appropriate these
funds.
No users are Only the authorized users you add can appropriate or transfer these
authorized for funds.

unassigned items When you use this setting in your budget setup, it's important to add

authorized users to all items.

TIP: You will probably want to make sure to add them to top-level
Categories before further allocating those Categories, to save time.

Budget Module Branch Security
NOTE: This feature is only available to Budget Module customers with Branch Security enabled.

GIFTS Online checks the group(s) the current user is assigned to in order to determine which
branches they have full or read-only access to, which in turn affects what is displayed on the
pages.

¢ When the default <All> branch menu open is selected, only categories and funds for which the
current user has full or read-only branch access will be displayed.

¢ The branch menu options will be limited as well to only those branches the current user has
full or read-only access to.

e When creating child reserve funds or line items, the branch field will be limited to the parent
sub-category.
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Budget Summary Dashboard Part

This change in how budget items are displayed is also reflected in the Budget Summary
dashboard part. Users will only be able to view the items for which they have full or read-only
branch access.

Allocating the Budget

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

Once you have created a new budget, you can distribute funds among your various Categories,
Line Items, and Reserve Funds. Categories allow you to build the hierarchy of your budget tiers.
Reserve Funds and Line Items are used to cover Payments during the budget year.

Since the GIFTS Online Annual Budget is organized into a series of tiers, you must begin
allocating funds at the top tier of your budget, and work downwards:

Annual Budgets

2013 Annual Budget - Planning

—___._-—-—'—__ i _ i ~ _ ~ -
Add Top Level Category f Reserve Fund | Son Top-Level Hems Modify Budget Setup | Delste Budget
+ =
Budgeted Allocated Unallocated
Grand Total $0.00 $0.00 $0.00

Topics in this section:

The Annual Budget Planning Page
Adding a Category

Adding a Line Item

Adding a Reserve Fund

Moving Budget Items

The Annual Budget Planning Page

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

When you first add a new budget, this page appears blank - after all, you haven't had a chance
to allocate the budget to any Categories or other budget items.

However, to understand what you see on this page, we'll start with budget allocation already in
progress:
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2012 Annual Budget - Planning

Add Top Level Category F Resere Fund | Son Top-Level tems

* =

Grand Total
=0 Corparate HQ
= e F oundation
= ¥ Adts & Culture
= ¥ Ants inthe Schools
= [¥| 3 Mew England Schools
= W 2 Comrrunity
= W 0 Education
=l [ Health
= e Mortheast Region
= ¥ (3 Capital Region
= M O Southeast Region
=¥ Midwast Region
= ¥ MNorthwest Region
=1 [¥ Southwest Region
# [¥| & CED Discretionary Fund

Open Budget | Modify Budget Setup | Delete Budget
Budgeted Allocated Unallocatad
$48,350.000.00 $48.350,000.00 $0.00
$4,500 00000 $4,500 00000 $0.00
§10.350 000,00 $3,000 000.00 $1,350,000.00
§1.350 000.00 $0.00 $1,350,000.00
§1.350 000.00 $450 000000 §500,000.00
$450 000,00 £0.00 $450 000,00
§1,500 000,00 000 $1500,000,00
$2,250 000,00 $10000 $2,249.990.00
$2 250 000,00 $1 687 500000 §562.500.00
$4.500 000000 $0.00 $4 500000.00
$2 250 00000 $0.00 $2,250,000.00
$4,500,000.00 $0.00 $4 500,000.00
$4,500,000.00 $0.00 $4 50000000
5,750 000,00 $0.00 $6,750,000.00
£5 000 00000 $0.00 §9,000,000.00
$2,000 000,00

Actions from This Page
The following actions can be taken from this screen.

Add a Top Level
Category / Reserve
Fund

You can add new top-level Categories and Reserve Funds.
NOTE: Line Items cannot be added to the top level of an Annual Budget.

To add sub-Categories, Reserve Funds, or Line Items under a particular
Category, access its Category menu and select the correct option. These
are described below.

Sort Top Level Items

Sorts top level items: First, all top level Categories are listed in alphabetical
order, followed by Reserve Funds in alphabetical order.

Open Budget

Once budget planning is complete and you have allocated the budget total
to Categories, Reserve Funds, and Line Items, you must open the budget.

Once the Annual Budget is open, users can begin appropriating funds from
it to cover the Payments scheduled for that fiscal year.

Modify Budget Setup

You can change the settings you put in place when adding the Annual
Budget.

Delete Budget

You can delete an Annual Budget while it's in planning status.

Clicking these icons will (respectively) expand or collapse all Categories in
the body of the page below.
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& Clicking this icon will export the budget to Excel.

Budget Information on This Page

The body of the page shows all Categories in the budget, showing each one's place in the budget
hierarchy. Top level Reserve Funds are also shown.

This view allows you to see the "big picture" of your Annual Budget as you plan and allocate it.
Under each Category, you can drill down to view and edit child Line Items and Reserve Funds
you've already added.

Description The Description of each Category or top level Reserve Fund.

(No label) Note that each Category can be expanded to show its child Categories. In

addition, clicking this icon IE'grants you access to the Category or Reserve
Fund actions, listed below.

Budgeted Total amount allocated to the Category (or top level Reserve Fund).

This field is editable. During planning stage , you can change the Category
or top level Reserve Fund amount without opening the budget item edit
form.

Allocated Shows the amount from the Category’s budgeted amount that has been
further allocated to Line Items, Reserve Funds, or sub-Categories.

This column (and the next) are blank for top level Reserve Funds; Reserve
Funds cannot be allocated to child items.

Unallocated Shows the amount left in the Category for child Categories, Reserve Funds,
or Line Items.

It is the Budgeted amount minus the Allocated amount.

Category Actions

You can work with Categories in a planning budget by clicking ¥ to open its menu. In the menu
you will find the following options:

Edit Opens the Category edit form.

Delete Deletes the Category (and all its child items).

Add Child Category Click to add a Category as a child of the selected Category. Moving Budget
Items

Add Child Reserve Click to add a Reserve Fund as a child of the selected Category.

Fund
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Add Child Line Item Click to add a Line Item as a child of the selected Category.

Sort Child Items Sorts the Category's child items: First, all child Categories are listed in
alphabetical order, followed by Line Items, then Reserve Funds.

View Details Opens the Category details window, allowing you to view and edit the
Category's child Line ltems and Reserve Funds.

Reserve Fund Actions

You can work with top level Reserve Funds in a planning budget by clicking M to open its menu.
In the menu you will find the following options:

Edit Opens the Reserve Fund edit form.

Delete Deletes the top level Reserve Fund.

Adding a Category

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

A Category is an amount of money allocated to a specific fund, program, or purpose, but not to
any specific organization. Categories are further allocated at the next level of the budget. Users
cannot appropriate funds from Categories to cover Payments; rather, they allow you to build the
hierarchy of your budget tiers, then add child Reserve Funds and Line Items to cover Payments.

To add a Category:
1. Open the new Category page by:

o Clicking the Add Top Level Category link on the planning or open budget page.

o Selecting the Add Child Category menu item next to the would-be parent
Category.

The new Category page opens:
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Annual Budgeis

Allocating 2012 Annual Budget | Foundation

Budgeted Allocated Unalbocated
$10,350,000.00 $9,000,)000.00 $1.350)000.00

Appropriation Filters @

" Descnption Fund [Foundation i

GIL Account bt

Program Area |Health and Hurnan Semvices| ¥

% of Parent 000 % Paymenl Type |[Chantable Contribution b
Budget Amount 50,00

+ Authorized Users ( -ﬂum_] [ Save and Add New | [ Caral

Enter a Description for the Category.
Enter either an Amount or a % of Parent Category (or budget total). GIFTS Online will
recalculate the second field when you edit the first.

NOTE: When the budget is open, a new Category amount is $0.00 and cannot be edited
here. This is because GIFTS Online does not allow unallocated amounts in open budgets.
(Unallocated amounts in an open budget can't be used to cover payments and risk being
forgotten rather than given.) If you need to add a Category to an open budget, add it with
an amount of zero and then add Reserve Funds and Line Items to it as needed. The total
of those child items will become the Category amount.

Enter Appropriation Filter codes, which default from the parent Category. When
appropriating funds for Payments, users can narrow their choices of budget items by
these filters. (Since users don't appropriate directly from Categories, these settings will
serve as the default for child Reserve Funds and Line Items you add.)

NOTE: If your GIFTS Online system employs the optional Branch Security feature and this
is a second level Category, you will be required to select a Branch. Children of the
Category will all inherit the same branch. If the Category is being added to a lower level of
the budget hierarchy, it will inherit its parent Category's branch.

Click + Authorized Users to assign authorized users to the Category. This link will not
appear if your Annual Budget was not set up to employ the authorized users feature.
Click here for more information on adding and using authorized users.

To save the new Category, you can click Add and return to the Annual Budget page. If you
want to add another sibling Category under the same parent, click Save and Add New:
The Category is saved, and the form refreshes, allowing you enter details for the next
Category.
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Adding a Reserve Fund

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

A Reserve Fund is often a “leftover” dollar amount in a given Category that is not allocated to a
specific Organization. Throughout the year, users appropriate these funds to cover Payments for
new discretionary grants. Reserve Funds can be added to the top level of a budget, or as the
children of Category at any level of the hierarchy.

To add a Reserve Fund:
1. Open the new Reserve Fund page by:

e Clicking the Add Top Level Reserve Fund link on the planning or open budget page.

o Selecting the Add Child Reserve Fund menu item next to the would-be parent
Category.

The new Reserve Fund page opens:

Annual Budgeis

Allocating 2012 Annual Budget | Foundation | Arts in the Schools

Budgeted Allocated Unallocated
$1,350,000.00 $450,000.00 $900,000.00

¥ Parert Category hems

Appropriation Filters @

" Description Fund | Foundation b

GIL Account w

Program Asea Asts and Culiure s

% of Parent 0.00 % Payment Type Charitable Coninbution -
Budget Armount 0,00

[ Allew a negative balance

+ Authorized Users [ Add ][ Save and Add New | [ Cancel |

2. Enter a Description for the Reserve Fund.
3. Enter either an Amount or a % of Parent Category (or budget total). GIFTS Online will
recalculate the second field when you edit the first.

4. Select Allow a negative balance if you want to give users the option of appropriating
amounts for Payments greater than the Reserve Fund's available balance. This will cause
the Reserve Fund's balance to "go negative."

5. Enter Appropriation Filter codes, which default from the parent Category. When
appropriating funds for Payments, users can narrow their choices of budget items by
these filters. For example, the Reserve Fund in our example will not be available for
appropriation if the user 1) chose to filter by Program Area and 2) the Request's Program
Area (level 1) was other than Arts and Culture.
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NOTE: If your GIFTS Online system employs the optional Branch Security feature and this
is a first or second level Reserve Fund, you will be required to select a Branch. If the
Reserve Fund is being added to a lower level of the budget hierarchy, it will inherit its
parent Category's branch.

6. Click + Authorized Users to assign authorized users to the Reserve Fund. If authorized
users were set up for the parent Category, those users are set here by default, but change
be changed.

NOTE: This link will not appear if your Annual Budget was not set up to employ the
authorized users feature. Click here for more information on adding and using authorized
users.

7. To save the new Reserve Fund, you can click Add and return to the Annual Budget page. If
you want to add another sibling Category under the same parent, click Save and Add
New: The Category is saved, and the form refreshes, allowing you enter details for the
next Category.

Adding a Line ltem
NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

A Line Item is a dollar amount assigned to a specific Organization, often used for grants that are
given annually. Throughout the year, users appropriate these funds to cover Payments for those
planned grants, or even new grants for the Organization. Line Items can be added as the
children of Category at any level of the hierarchy.

To add a Line Item:

1. Select the Add Child Line Item menu item next to the would-be parent Category. The new
Line Item page opens:

Annual Budgets

Allocating 2012 Annual Budget | Foundation | Arts in the Schools | New England Schools

Budgeted Allocated Unallocated
$450 000.00 $0.00 $450 000.00

¥ Parent Category Hems

Select Drganization

" Grantes Organization | 4
* Descriplion Enter the Name, AkeA, Sor As Name, Legal Name, 1D, or Tax ID of the desired
Cirganization.
Paymeni Type [Charitable Contribution st
% of Parent 0,00 %
Budget Amount 50,00 Add || Save and Add New | | Cancel
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2. Each Line Item must be linked to single payee Organization; enter search criteria in the
Select Organization window and in the search results click the name of the payee
Organization. The Organization information appears in the form:

* Grantea Organization | Brooks Ballet [2] ¥

310 S4th St
Brooklyn, NY 11209

3. Enter a Description for the Line Item.
4. Enter either an Amount or a % of Parent Category. GIFTS Online will recalculate the
second field when you edit the first.

5. Enter Appropriation Filter codes, which default from the parent Category. When
appropriating funds for Payments, users can narrow their choices of budget items by
these filters. For example, the Line Item in our example will not be available for
appropriation if the user 1) chose to filter by Payment Type and 2) the Payment Type was
other than Charitable Contribution.

NOTE: If your GIFTS Online system employs the optional Branch Security feature and this
is a second level Line Item, you will be required to select a Branch. If the Line Item is
being added to a lower level of the budget hierarchy, it will inherit its parent Category's
branch.

6. To save the new Line Item, you can click Add and return to the budget page. If you want
to add another sibling Line Item under the same parent, click Save and Add New: The
Line Item is saved, and the form refreshes, allowing you enter details for the next Line
ltem.

NOTE: If your Annual Budget is set up to employ the authorized users feature, you may note
that there is no opportunity on Line ltems to assign those users. In GIFTS Online, Line Item
authorized users are set in the parent Category. That is, Line Items which are all children of the
same parent Category will share the same authorized users, which were set when you added the
parent Category.

NOTE: Click here for more information on adding and using authorized users.

Moving Budget Items

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

Budget Categories, Line Iltems, and Reserve Funds can be moved from one parent Category in
the budget hierarchy to another during planning stage.

When the budget is open, these same movements can be made if your budget setup allows it.
The preference to "Allow movement of budget items in the hierarchy" must be turned on or
budget items are locked into their place during open status.

NOTE: Once the Annual Budget is closed, the budget hierarchy is locked and you can no longer
move items.
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You can move budget items by dragging and dropping them. Position the mouse point over the
Category icon |, hold down the mouse button, drag it to its new location, and release the
mouse button.

If you want to move a Reserve Fund or a Line Item to a different parent Category, you will need
to view the budget item under its current parent first; then you can drag the Line Item icon £ or
Reserve Fund icon i to the a different Category. (Reserve Funds you can also drag to the top
level.)

]
Opening a Budget
NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

When your budget planning is done, you are finished allocating Categories to Line Items and
Reserve Funds, and the new fiscal year is ready to start, you will open the Annual Budget.

When the Annual Budget is open, users can appropriate funds for Payments scheduled for the
budget year.

IMPORTANT: Review your budget allocations carefully before opening the Annual Budget. You
can bring an open budget back to planning status, but only if no Payments were appropriated
from it while open.

To open the Annual Budget:

1. Onthe Annual Budget planning page, click Open Budget.

GIFTS Online checks to make sure all funds in the budget total and in all Categories is
further allocated to Reserve Funds and Line Items. (Unallocated amounts are not allowed
in open budgets: They can't be used to cover payments and risk being forgotten rather
than given.)

2. If unallocated funds in Categories or in the budget total are found, GIFTS Online will
create a Reserve Fund for the unallocated amount (within that Category, or at the top
level of the budget hierarchy). GIFTS Online first summarizes these potential changes:

] |ritn Hiu!g#l Confirmation

Open Annual Budget 2012

Frewiew the mformation below, if you agree 1o the changes summanzed and wanl to open the budget, click Open Budget, Note that the
chang[}s will b permanent and ugers can bl}gu: appropnaling fumds frarm 1he hudg[ﬂ

If you donl agree 1o these changes, click Cancel and make any needed changes before opening

Categories with Unallocated Amounts
The following Categonies have been allocated, but each still has an unallocated balance. A new Resere Fund will be created under each
Category, equal to the unallocated amount, if you proceed

New Fund:  Foundaton £ Ars & Colture [ Reserve Fund
Fund Amouint will be:  $1 350 00000

Hew Fund: Foundation £ Aris in the Schools £ New England Schools f Reserve Fund
Fund Amount will be:  $450 00000
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Review this information carefully before proceeding.

TIP: Click the & icon to print this page for further offline review. Click Cancel here if you
want to consider any changes before proceeding.

3. Click Open Budget to proceed. Any Reserve Funds summarized above are created, and
the open Annual Budget page for the year opens.

Maintaining the Open Budget

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

During the budget year, you and other GIFTS Online users are appropriating funds for Payments
and tracking progress toward giving goals. But your budget may change during the year, and to
keep an accurate record of what's happening with your giving, there are several tweaks and
changes you may need to make during the year.

The following topics are covered in this section:

The Annual Budget Open Page

Viewing Line Items and Reserve Funds

Viewing Appropriations

Editing Budget Items

Adding New Budget Items

Transferring Funds

Adjusting Budget Item Amounts

The Annual Budget Open Page

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

You can access an open budget from the Annual Budgets list by clicking the budget year.

Budget maintenance tasks during the open budget year start from this page. You can also get a
summary or detailed view of the current state of your budget, specific items, and so on.
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GIFTS Online
2011 Annual Budget - Open

Add Top Level Category / Reserve Fund | Son Top-Level lems Close Budget | Madify Budget Setup
¥ =
Current Committed Paid Balance
Grand Tatal $94,305,000.00 > $78,333.00 $#11,111.00 $94,215,556.00
= [ 2 Cosporation $50,150 D00.00 & 43611100 $0.00 $50,113 g22.00
= M D2000 §12,500,000,00 $0.00 $0.00 §12.500,000.00
A0 01000 $12.500,000.00 $25,000.00 .00 $12.475,000.00
=40 R1001 $3.125,000.00 $0.00 $0.00 $3.125 000,00
= [ O R1002 $3.125,000,00 $0.00 0.0 $3,125 000,00
¥ ) R1003 $3,125,000.00 $0.00 $0.00 $3,125 000,00
¥ R1004 $3,125,000.00 §25 000.00 $0.00 $3,100 000,00
¥ D3000 $12.500/000.00 $0.00 0.0 $12.500,000.00
= [ (0 04000 $12.500,000.00 $11.111.00 000 $12.488,689.00
= ¥ 3 Foundation $43.785 000,00 % 22020 111,00 $43 751 E&7.00
¥ Adts and Cullure $6,300000.00 &% $0.00 0,00 $6,300,000.00
¥ Education $12,500,000.00 $0.00 2000 $12,500,000.00
¥ Health and Human Serices $12.4685000.00 $0.00 W00 $12,485 000.00
=in Crac and Community $12.500000.00 frrprsdiil $11.11.00 $12.466 £67.00
= [¥] & Small Reserve Fund £20)000,00 & £20 000,00 $0.00 £0.00
= [ & CEO Discretionary Fund $350 00000 $0.00 $0.00 $350,000.00

Actions on This Page
The following actions can be taken from this screen.

Add a Top Level Category / You can add new top-level Categories and Reserve Funds
Reserve Fund during open status.
Sort Top Level Items Sorts top level items: First, all top level Categories are listed

in alphabetical order, followed by Reserve Funds in
alphabetical order.

Return to Planning An open Annual Budget can be taken back to planning
status if no Payments have appropriated funds from it.

Once a Payment has been appropriated from the budget,
this link will not appear.

Close Budget At the end of the giving year, you can close the budget to
prevent further appropriations from it.

Modify Budget Setup You can change the settings you put in place when adding
the Annual Budget.

+ - Clicking these icons will (respectively) expand or collapse all
Categories in the body of the page below.

@ Clicking this icon will export the budget to Excel.

NOTE: For each Category, there are additional actions you can take by opening the Category
menu [*l; these options are described below in Category Actions.
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Budget Information on This Page

The body of the page shows all Categories in the budget, showing each one's place in the budget
hierarchy. Top level Reserve Funds are also shown.

This view allows you to see the "big picture" of your open Annual Budget, and your progress
toward giving goals. You can drill down to the see the Line Items and Reserve Funds of any given
Category, then see the payment appropriations for each of those in turn.

Description
(No label)

The Description of each Category or top level Reserve Fund.

Note that each Category can be expanded to show its child Categories. In

addition, clicking this icon IE'grants you access to the Category actions, listed
below.

Current

The current amount of the Category (or top level Reserve Fund).

Hover your mouse pointer over this icon 5 to see a item's original amount. The
“original” amount is the amount of the Category or top level Reserve Fund when
the budget was initially opened; the total can change later if budget items are
adjusted or added.

Paid

This is the total of Payments for Requests which have 1) been appropriated from
the top level item and/or its descendants and 2) have a status of Paid, Void, or
Refund.

Committed

This is the total of scheduled/contingent/hold Payments for pending and
approved Requests which have had funds appropriated from the top level item
and/or its descendants.

Balance

Available balance of the budget or top-level item. The formula follows:

Current — Paid — Committed = Balance

Category Actions

You can work with Categories in an open budget by accessing the Category menu icon. M

Edit Opens the Category edit form.

Add Child Click to add a Category as a child of the selected Category.
Category

Add Child Click to add a Reserve Fund as a child of the selected Category.

Reserve Fund

Add Child Line
Item

Click to add a Line Item as a child of the selected Category.
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Sort Child Sorts the Category's child items: First, all child Categories are listed in

Items alphabetical order, followed by Line Items, then Reserve Funds.

View Details Opens the Category details window, allowing you to view the Category's child
Line Items and Reserve Funds.

Viewing Reserve Funds and Line ltems

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

To view a Category's child Line Items and Reserve Funds, open the Category menu (M and select
View Details. The window opens:

Fouidatai ' Health aid Higinan $¢I'\.-'||:t$. x

Camyant Comimittod Paid Balance

¥ & The Chidren's Furd - Much $6.250,000.00 $0.00 oD $6_250 000 00
oy for e CF

¥ i HEHSRF - GL Acd 2 $3,1.25)000 00 0,00 000 $3,1.25 000 00

¥ i HEHSRF - GL et 3 $3410,000.00 o 0,00 000 F3,110 00000

Hems1-3ol 3

TIP: When this window is open, you can select a different Category in the main budget page in
the background; the details window will update to show children of the newly selected

Category.

Description For Reserve Funds, the Description is listed; for Line Items, the

(No label) Orgamzat_lon Name and Description appear.
Clicking *lgrants you access to the budget item actions, listed below.

Current The current amount of the Category (or top level Reserve Fund).
Hover your mouse pointer over 5 to see a item's original amount. The
“original” amount is the amount of the item when the budget was initially
opened; the total can change later if budget items are adjusted.

Paid This is the total of Payments for Requests which have 1) been appropriated
from the item and 2) have a status of Paid, Void, or Refund.

Committed This is the total of scheduled/contingent/hold Payments for pending and
approved Requests which have had funds appropriated from budget item.

Balance Available balance of the budget item. The formula follows:

Current — Paid — Committed = Balance
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During open stages, actions which can be taken on Reserve Funds and Line Items are shown in
the budget item menu, accessed by clicking this icon: !/ During open stage you can:

e Edit the budget item.
e Adjust Budget Item Amount

e Transfer Funds to or from the budget item
e View Appropriations made for Payments

TIP: Line Items and Reserve Funds can also be viewed by drilling down in the Budget Summary

dashboard part.

Viewing Appropriations
NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

When the budget is open or closed, you can drill down and see individual appropriations made
against each Line Item or Reserve Fund in your budget.

1. Open the budget page for the open year.

2. Find the Category which is the parent of the Line Item or Reserve Fund you want review.
In the Category menu ¥/, select View Details to see its child budget items. The budget
details window opens.

3. Now open the menu for the budget item you want to review and click View
Appropriations. The appropriations window opens.

The following data about each appropriation is provided:

Organization

The name of the payee Organization.

Project Title

The Project Title of the Request associated with the Payment.

Amount

The appropriation amount (which equals the payment amount).

Date/Time

The date and time on which the appropriations was made.

TIP: Appropriations can also be viewed by drilling down in the Budget Summary dashboard part.
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Editing Budget Items

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

Categories, Line Items, and Reserve Funds can be edited. To access budget items for editing
during open status:

e For Categories, navigate to the planning or open budget page and select Edit from the
Category menu.

e For Line Items and Reserve Funds, you need to identify their parent Category, then open
the budget details for that Category. In the budget details window, you can then open the
menu for the item and select Edit.

Adding New Budget ltems

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

During the budget year, you may want to add new budget items. For example, you belatedly
decide to fund a particular organization this year; while waiting for their proposal, you may want
to add a new Line Item linked to their Organization record.

NOTE: Budget items cannot be deleted from an open budget.

Adding a Category, a Line Item, or a Reserve Fund works the same way during open status as
during planning.

Moving Budget Items

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

Budget Categories, Line Iltems, and Reserve Funds can be moved from one parent Category in
the budget hierarchy to another during planning stage.

When the budget is open, these same movements can be made if your budget setup allows it.
The preference to "Allow movement of budget items in the hierarchy" must be turned on or
budget items are locked into their place during open status.

NOTE: Once the Annual Budget is closed, the budget hierarchy is locked and you can no longer
move items.

You can move budget items by dragging and dropping them. Position the mouse point over the
Category icon ], hold down the mouse button, drag it to its new location, and release the
mouse button.

If you want to move a Reserve Fund or a Line Item to a different parent Category, you will need
to view the budget item under its current parent first; then you can drag the Line Item icon & or
Reserve Fund icon i to the a different Category. (Reserve Funds you can also drag to the top
level.)
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Transferring Funds

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

Even grantmakers with the strictest of budgets often have to move funds within their annual
budget during the course of a fiscal year. For instance, more or less money may be needed in a
Line Item than anticipated. To address these changes, users with access to the Annual Budgets
can transfer money between items in a budget.

NOTE: Funds can only be transferred within a budget year; you cannot transfer funds from one
year to another.

You will select two budget items - a source and destination for the funds - and the amount to
transfer. This will not affect the overall budget total; you're moving money, but within the
established total.

To transfer funds:

1. Go to open Annual Budget page for the year in which you want to transfer funds.
2. Open the budget details of the Category which is the parent of either the source
("from") budget item or the destination ("to") item.

3. Inthe budget item's menu E', select Transfer Funds. The Transfer Funds window opens:

Tianslei Fiinds W

Corporation § D4000 f D4000 Reserve Fund

Change Budget Amount by $0.000 from $12 50000000 ta $12 500 000,00 |

Transfer From

4

* Authonzed By |Admin y
MNaotes

[ Transfer Funds ” Cancel _]

4. Determine the amount to transfer by either entering the amount in the first currency
field (negative numbers are allowed) or by entering the new total you want for the first
item in the second currency field. Each field will recalculate automatically based on what
you type in the other.

5. Click the binoculars to search for the Reserve Fund you want to transfer funds from. The
Select a Reserve Fund window opens:
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. Select a Reserve Fund x

l & Top Level Fresarve Funds 5
L Corporation
:'%': ] \D2000

i 2 L 51000

# CJ R100t

= U Rrioo2

& O ri003

B r1od

= D000

J D4000
Foundation

) Artg and Culture
- Education

—H—E—a |} -

CR Al anc HUrmian e es

Selected: Foundation £ Health and Human Semices

Desctiption Budgeted Availalsle
HAHE RF - GL Acct 2 $3,125 500,00 $3,1 25 000,00
H3HS RF - GL Acct 3 $3,125,000.00 $3,125,000.00

The top panel shows the budget hierarchy. Select a Category and its child Reserve Funds
are listed in the lower panel. Click the link for the Reserve Fund or Line ltem to serve as

the second budget item. The item is then shown in the second position in the Transfer
Funds window.

Transter Funds Ll

Corporation / D4000 / D4000 Reserve Fund

Change Budget Amount by | $2,500,000.00 from $12 500 000.00 to $15,000 000.00

Transfer From
Corporation \ D1000 \ R1004 \ R1004 Reserve Fund #

Budget Amount will change by ($2 500 000 00) from $3,125 000,00 to $625 000.00

* Authorized By Admin A<
Notes

| [ Transfer Funds || Cancel |

Enter the staff person who is authorizing this transfer (your user name is the default). You
can add Notes as well.

Click Transfer Funds to complete the transfer.
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Adjusting Budget ltem Amounts

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

During planning stage, the amounts of budget items can be edited at will. When the budget is
open, increasing or decreasing a Line Item or Reserve Fund's amount needs to be audited more
carefully.

To adjust a budget item's amount during open stage:

1. Go to open budget page for the year in which you want to adjust an item.

2. Open the budget details of the Category which is the parent of the Line Item or Reserve
Fund you want to increase or decrease.

3. Inthe budget item's menu ¥/, select Adjust Budget Item Amount. The Adjust Budget Item
Amount window opens:

Adjust Budger lem Amount ™

" Amount | $12 500 000,00
Authonzed BY | Admin v

Naotes

Update |l Cancel

4. Enter the new Amount for the budget item.

NOTE: The new Amount cannot be lower than zero, or the Appropriated amount,
whichever is greater.

5. Enter the staff person who is authorizing this transfer (your user name is the default). You
can add Notes as well.

6. Click Save. GIFTS Online will ask you to confirm that you want to adjust the amount,
which it notes will affect the overall budget total. You can continue or cancel.

Closing the Budget

NOTE: This help topic describes features found in the optional Budget Module. If your
GIFTS Online system does not include the Budget, you may disregard this information.

At the end of the fiscal year, once your payout for the year is complete, you can close the
Annual Budget.

After the budget is closed, users will no longer be able to appropriate funds for payments from
it. Make sure your Payments scheduled for the fiscal year have already been appropriated
before closing the Annual Budget.

The close the budget, click the Close Budget link on the open budget page. GIFTS Online asks
you to confirm; click Yes and the closed budget page opens:
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2011 Annual Budget - Closed

Son Top-Level Rems

> -

Grand Total
= [ Corporation
= e 02000
3 ¥ D000
S ¥ 2 R1001
=30 R1002
= v RI003
= b R1004
=00 03000
2 ¥ D000
= [H Foundation
¥ Auts and Culture
=I0 Education
¥

=k Cric and Community
E & Small Resarve Fund
= @ CEO Discrationary Fund

NOTE: The screen shot above is a bit unrealistic - you will certainly have a much lower balance
left at the end of each budget year! If you do close the budget year with a balance still available,
you can re-open the budget and use the funds, but only for payments within the same budget

Health and Human Senices
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Re-open Budget
Curmrent Paid Committed Balance
$94,617,500.00 $11,111.00 §78,333.00 $94,528,056.00
$50,452 50000 & $0.00 $36,111.00 $50 425 359.00
$12,500,000.00 $0.00 $0.00 $12,500,000.00
$12,500,000.00 $0.00 $25 000,00 §12,475.000.00
$3,125,000.00 $0.00 $0.00 $3,125,000.00
$3.125,000.00 $0.00 $0.00 $3.,125,000.00
£3,125,000.00 $0.00 $0.00 $3,125,000.00
$3,125 000,00 $0.00 $25,000.00 $3,100,000.00
$12,500,000.00 $0.00 $0.00 $12 500,000.00
$12,812,500.00 % $0.00 $11,111.00 $12 501 389.00
$43.,785,000.00 & $11,111.00 5222200 $43.751 BET.00
$6,300 000,00 & .00 5000 $5,300,000.00
$12,500 00000 .00 0,00 $12.500.000.00
§12,485 000.00 % $0.00 $0.00 $12 485 000.00
$12,500,000.00 §11,111.00 $22.22200 $12 485 567 .00
$20.000.00 & .00 $20,000000 $0.00
$350 000.00 .00 0000 $350,000.00

year. Otherwise the balance will remain unused.

Actions on This Page

Sort Top Level Items

Sorts top level items: First, all top level Categories are listed in
alphabetical order, followed by Reserve Funds in alphabetical
order.

Re-open Budget

After closing the Annual Budget, you may discover Payments
schedule for the budget year which you didn't appropriate
funds for.

You can re-open the budget; the Annual Budget goes back to
open status, allowing further appropriations or changes to
appropriations.

Clicking these icons will (respectively) expand all Categories in
the body of the page below, or collapse all.

Clicking this icon will export the budget to Excel.
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Viewing Budget Details

Categories and top level Reserve Funds are displayed on the closed Annual Budget page; you

can view each Category's child Reserve Funds and Line Items by open the Category menu M and
selecting View Details.
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Settings Menu, 395
GIFTS Online
Link to Outlook, 346
Modules, 18
GIFTS Online URL, 349
Gmail for Quick Emails, 340
Google Toolbar, 340
Grantee Reporting, 386, 448
Header Area, 26
Full Search, 26
Full Search, 35
Quick Find, 26
The Action Menu, 26, 45
The Admin Menu, 26
The Admin Menu, 44
The GIFTS Logo, 26
The Launch Menu, 26
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The New Menu, 43
The User Menu, 26
The User Menu, 27
hGrant News and RSS Feeds, 298
hGrant Reporting, 294
Homepage, 26
Internal and External Reviews Modules, 22
Link to Outlook, 346
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MERECID, 349
Online Applications
Account Lockout, 402
Activating Forms, 394
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Consider Process, 444
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Exporting the Forms List, 389
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Reject Applications, 444 Percentage Coding, 113
Restoring Forms, 395 Request Coding Tables, 113
Retrieving Applications, 436, 437 Request Views, 116
Retrieving Applications, 436 Requests, 114
Save a Copy, 389, 394, 395 Printing Mailing Labels, 345
Security Questions, 401 Privacy Policy, 19
Single-Stage Applications, 385 Quick Emails, 338
Stage 2 Applications, 386, 447 Quick Find Setup, 31
The Forms Manager, 436 QuickBooks
Timeout Settings, 401 Export, 468
Two-Stage Applications, 385 Quicken Export Layout, 479
Upload Request & Payment Status, 447 Quicken Export Options, 477
View History, 436 Quicken Export Settings, 475
View URL, 389 Quicken Import Layout, 485
Online Applications and Requirements Recent Searches, 41
Module, 22, 384 Report Categories, 194
Reset Grantee Password, 433, 436 Reports
Online Requirements As of Date, 182
Retrieving Submitted Requirements, 436 Editing the Title, 183
Optional Modules, 18 Fixed Criteria, 195
Organizations, 97 Online Applications, 211
Adding, 97 Running, 184
Available Actions, 98 Requests, 102
Change Primary Contact, 99 Adding, 102
Edit Form, 98 Amending, 111
Page Parts, 55 Approving, 107
Available Page Parts, 57 Available Actions, 105
Budget Summary, 57 Change Primary Contact, 112
Chart Options, 61 Declining, 110
Charts, 60 Edit Form, 102
Custom Images, 65 Requirements, 161, 386, 448
Custom Table, 72 Adding, 162
Notes, 67 Available Actions, 165
Online Applications and Requirements, Edit Forms, 163
69 Publish to Web/Grantee, 162
Summary, 71 Publish to Web/Grantee, 448
Web Clipping, 74 Received Page Part, 450
Payments, 134 Retrieving Submitted Requirements, 449
Adding, 135 Reviews, 121
Available Actions, 137 Assigning Proposals, 122
Budget Appropriation, 145 Changing the Review Sequence, 125
Cancelling a Payment, 150 Completing Reviews, 126
Change Payee, 137 Entering Feedback, 128
Edit Form, 136 External Reviewers, 124
Exceeding the Request Balance, 135 External Reviewers, 131
Paying, 139 Internal Reviewers, 122
Reissue a Payment, 141 Page Parts, 126
Voiding a Payment, 140 Review Sequences, 125
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Technical Support, 16, 17
Timeout Warning, 20
Transferring Accounts, 460
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Transferring Requirements, 459
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