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Agenda
• Donation Processing 
• School Settings for Donations
• Donation Items
• Receipting Donations
• Donation Letters
• Donor Maintenance
• Donation Maintenance
• Reports
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Why use Donations in Tracks?
• You can track donations by GL Account, Item 

and Donor.
• Tax credit for school donations (AZ).
• Capture information in organized reports.
• Help plan your budget for the coming year.
• Send thank you letters to benefactors.
• Send letters requesting donations.
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School Settings

• Assign Next Donation #.
• Assign Next Donor #.
• Specify a Form Letter to 

print at time of sale.
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Donation Items
• Assign Item Number.
• Type = Donation.
• Cust Reqd = NO
• Checks OK w/No Cust.
• Prompt for Price.
• Prompt for GL or 

provide default.

• Set up as many Items 
as you need.
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Receipting Donations
• Sell Item as usual.
• When you click F9, you are 

prompted to enter Donor.
• Use lookup for existing Donor.
• Select # for New Donor.

• Enter How Paid Information.
• Complete as usual.
• In addition to standard receipt, 

Tracks will print form letter 
receipt, if selected.
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Donation Letter – Maintenance

Donation Form Letters access 
data in the donation files.
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Donation Letter – Printing
Printing Options:
• Print letter when donation is receipted.
• Print letters by donor name or a date range.
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Donation Form Letter
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Donor Maintenance
• Add New Donors.
• Correct/Update Existing Donor Information.
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Donation Maintenance
• Record Donations not originally receipted in Tracks.
• Select      to start a new record.
• Select      to lookup an existing donation.
• Select      to lookup an old receipt that should have been a donation. 
• Select       to add a new line to the receipt.
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Donation Reports

Reports by GL Account, by Item, by Donor.
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Donations by GL Report
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Donations by Item Report



CONNECTIONS 2007

Donor Listing Report
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Let’s Walk Through It!
Or

Questions & Answers


