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T3: Getting the Most from Fundraisers

Agenda:
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What is the FundRaiser module?
Set up a FundRaiser Item in Item Maintenance.

Setting up a new Fundraiser

Selling Fundraisers on the Work Screen

Completing a Fundraiser
FundRaiser reports
Closing a FundRaiser
FundRaiser History Purge

1. FundRaiser — \What does it do?
a. Tracks FundRaiser Module in Modules\FundRaiser.
1. FundRaiser with a big “R” is the name of the module in Tracks.

([l

2. Fundraiser with a little “r” like a candy sale is what it tracks.

b. What does FundRaiser do?
1. Tracks fundraiser transactions in detail.
2. Tracks both expenses and revenue for a fundraiser.
3. Creates a Revenue Potential Report showing profit or loss.
4. Allows you to report on multiple clubs for a particular fundraising item.
5. Allows you to sell multiple items for the same FundRaiser.
6. Creates and prints custom reports.
2. Setting up a new Fundraiser - Set up the Item in the Item Maintenance.
a. The ltem Type should be “F” P
FundRaiser. ltemNo. | CANDY [N Type FundRaissr v
b. Enter a price on the Levels Description | FR CAND'Y SALES Lastéctivity | 03/22/08
tab. LMan | zlevek | 3 Addiional |
c. GL Account is left blank ConOy [T || Pomrice [ 0
because the program gets sundy [ Price 2m B
the GL Account from Tasble [ Cost 0.00 M)
FundRaiser Maintenance, Bt liv Last Cost 0.00
NOT Item Maintenance. Deparment Prompt Oty
d. |f Several ClUbS are USing Grouping FLIM Quantity Limit 1} Prompt FundR aizer |:|
the fundraiser item, check St o :mdl;k' E L:';YFA;
the bOX ,to P"rompt E::::i’:;::p:q:i;u:; price g Gty On Hand 20 CAMDY SALE - Fall 2005
FundRaiser.” The program o 5
. Include in Physical Count Categary Q)
will then prompt you for the
correct FundRaiser at the
time of sale. el [ (1) | scoept | 19 Cancel | 8 Delete
e. If the fundraiser item is | I LT 72

being sold for only one FundRaiser, select the default FundRaiser Code.
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Setting up a new Fundraiser - Set up the Fundraiser in FundRaiser Maintenance.

A. Database Management tab.

Set up a separate FundRaiser for
each Fundraising effort (one GL
Account & Item for each).

Enter the total Quantity purchased
and the total cost for this quantity.
If you intend to sell this item for
several fundraisers, enter the
quantity for this FundRaiser only.

Gross Profit tab.

Enter any additional expenses, like
shipping charges.
Potential income

i.  Enter the unit price.

i.  Amount Over/Short — Enter
this quantity and amount if
your final inventory is off at
the end.

iii.  The Profit Calculation is
updated automatically so
you can view results
immediately on the screen
and on reports.

T FundRaiser Maintenance - Play School High School - |I:I|i|
Fundraiser Mo | CANDYFALL [0
Description CAMDY SALE - Fall 2005
Database Management I Gross Profit ]
ltem being seld | CANDY ] |FRCANDY SALES
Advizor M5, SMITH
GLAccount | 2210-00-00 ) [LaTNOCLUB
D ates - from 039./01./05 to 10431405 Status  |Open ||
Iterz purchazed Cluantity Amourit
Purchased at cast 500 500,00 Type
(e
Less returns at cost i} 0.00 W Seniee
Avallable for sale 500 500.00

[IRIENED

[V Accept Il:f‘ Cancel _[R Delete

| |CH |ZPL&Y |0as2z/08
T FundRaiser Maintenance - Play School High School — |EI|5|
Fundhaiser No | CANDYFALL (4]
Description CANDY SALE - Fall 2005
[ atabasze Management ] Grazs Prafit I
— PROFIT CALCULATION
Other expenses: Description ------------w----- Amaunt
Tatal Sales 420,00
35.00
000 Plus: inv oh hand 580.00
o Lesgs: inv at cost 500.00
Potential income | 500 % 2| = 1.000.00
Lezs: expenze 35.00
Sales to date 210 420.00
Adjust: oversshort 0.00
Amount aver/zhort 0.0o
Estirmated net 4E5.00
Irventory an hand 240 580.00 profit/lass

K< (2]

[V Accept Il"j\ Canicel lﬂ Delete

|E:-:pense one description

|CM |ZPLay |03s22/08
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4. Selling Fundraisers on the Work Screen
a. Who to sell to — your choice:
1. Customer — when you want to track the results by individual student.
2. Club — when you only want to track the results by a group.
b. How to sell — your choice:
1. On Account — when you issue the CANDY first and then they bring you
money later.
2. For Cash or Check — when you only record the activity once the money is
received.
5. Completing a Fundraiser
a. Print reports to see who still owes money.
1. Balance Due Report - Reports\Customer Reports.
i. Shows all receivable amounts due for Customer or ltems — is not
FundRaiser specific.

Play School High Schoaol
BALANCE DUE REFORT -DETAIL BY ITEM
Customer Range: All
ltem Range: CANDY to CANDY
L=ast Pt Arnourt Balznce
Date Receipt No. Hame Amount  Date Faid Due
ftem No: CANDY - FR CANDY SALES
08/27/05 0000145 Cho, Stephanie 40,00 1040505 10.00 30.00
03722/06 00001498 Cho, Stephanie 90.00 0.00 90.00
0927605 0000146 Davis, Heidi 120,00 10/05/05 40,00 a0.00
10/05/05 0000152 Gomez, Andy g0.00  10/045/05 2000 60.00
0322006 0000199 Madison, Marjie 160.00 0.oo 160.00
0372206 0000200 M artin, Caralyn 90.00 0.00 40.00
0927605 0000147 Meyers, Sally 100.00 0.oo 100.00
10/05/05 0000154 Meyers, Sally 40.00 0.00 40.00
0927605 0000148 Smith, Sally 40.00 1005105 20000 20.00
Total Due T 67000
Grand Total 670.00

2. FundRaiser Breakdown Report — Modules\FundRaiser\Reports
i. Shows receivables for this FundRaiser.

b. Print and send Form Letters requesting funds due or return unsold items.
1. Where is it? Reports\Customer Reports.
2. Create your Form Letter in Form Letter Maintenance.
3. Print or e-mail the letter in Form Letter Printing.
4. Referto T2: Recording and Collecting Student Debts for more
information.

c. Process “returns” for any unsold items that are returned to you — if you allow
returns.
1. On the Work Screen bring up the student returning CANDY.
2. Select the item CANDY and enter the amount of the return (in positive
numbers).
3. Click on the “R” Return button to turn the quantity to a negative.

T3: Getting the Most from Fundraisers Page 3



4. F9 to go to the payment screen and choose 6 — Credit to Account.
5. Choose the Payment button and offset the two lines (one positive, one
negative) equaling a zero balance.

d. Updating FundRaiser Maintenance.
1. Go to Modules\FundRaiser\Maintenance.
2. Record any additional expenses.
3. Record any Over/Short inventory count.

e. Print FundRaiser reports as needed.

6. FundRaiser reports - Modules\FundRaiser\Reports
a. FundRaiser Breakdown Report — Two page report:
1. Revenue by GL Account.
2. Revenue by student with balances due.
b. Revenue Potential Report
1. Estimated Revenue Potential — Net Profit.
2. Compare Sales Potential — Difference.
3. Net Profit Summary — Actual less projected = difference.
c. Custom Reports
1. Create and print custom reports.
2. Insert fields from a list.
3. Customize the field width.

7. Closing a FundRaiser — Change Status to Closed in FundRaiser Maintenance.

8. FundRaiser History Purge (Management/Customize/Special Functions).
1. Removes old fundraiser history from your files.
2. Select the FundRaiser ending date.
3. Tracks will remove records up to and including that date.
4. The date must be no earlier that 6/30 of the current fiscal year.

T Fund Raiser History Purge - Play School High 5S¢ - |EI|5|

Pleaze make zure you have a backup before proceeding with thiz utility.

t'ou will nat be able ta recover the purged recards later.
Thiz utility rermoves FundB aizer histon ransactions on or before the Ending Date below,
[t will ok remove any transactions for the current school pear.

Enter an Ending Date and click to Proceed. Ending Date | 12/31/04

Ilfﬂ Cancel
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NOTES:

T3: Getting the Most from Fundraisers Page 5




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


