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Why use Donations in Tracks?

You can track donations by GL Account,
Item, and Donor.

Tax credit for school donations.

Capture information in organized reports.
Help plan your budget for the coming year.
Send thank you letters to donors.

* Donations are also supported on your Web
Store.
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School Settings

)+ Management / Customize / School
Settings - Work Screen Tab.

* Assign Next Donation Number.
* Assign Next Donor Number.

« Specify a Form Letter to print at time of
sale.

Mext Donation Mo, 10083

Mext Donor Mo, 10356
Donation F Letter | RECEIPT L:*‘k::.




Donation ltems

T Item Maintenance - Play School High School

temMo.  |DONSPT @) Type Donation /|
I y p e — Dezcription | Donation - Sparts | Lazt Activity 08/ 708
1. Main ] 2 Leveks ] 3 Additional ] 4'w/eh Stare ]

Donation
Cust Reqd =
Department [DON [

N Grouping | [,

Checks OK | ... 5

. Cuszt Reqd |:| Cazh Only
]
]

Grade Limits | |

]

Sundry

T axable

Checks DK with Mo Cust
W/ N O C u St - Prirtt extra receipt with no price [
Include in Physical Count [mm]
Special Functionality []

Prompt for

Prompt for Price Frompt GL 7 |:|
Price |7_| GL Account
Cost | 0.00] || |2250-00-00 EN|
LastCast | 000 || | Athletic Club |
Prarnpt for Quantity ]
Qluantity Lirnit | 0 |

Reorder Level

L

Mormal Stock

[ty On Hand

1

Prompt for Categaory

Q

Category |

[V Accept ll.:?\ Cancel l“ Delete

020108

Prompt for GL or provide

Set up as many as you need

default -




Receipting Donations

w ¢ Sell ltem as usual.
* When you click F9, you are prompted to

¢

enter DOnOr- T Donor Maintenance - Play Scho
» Use lookup for existing —
Donor. . ——
City | San Diego
» Select # for New Donor. | = o
® " I Fhone |(425) 561-2321
Enter How Paid Information. | ™
* Complete as usual. K<Bhl @2
* |In addition to standard receipt, Tracks will
print form letter receipt, if selected. BLUE

CONNECTIONS 2008




Donation Letter — Maintenance

T Donation Form Letter Maintenance - Play School High School

Letter Code | RECEIPT %] | Copy |nfarmation from other 5 chool Chooze a field from the drop down,
pozition curzar in the letter, right
mouze click and PASTE.

Or zimply tppe the field ke <Bal:.
Fields

Descripion | Donation Beceip

.
<SCHOOL> B

<DATE>

‘ <DOHOR>

Dear Donor:

Thank you so much for your generous donetion to our achoonl. 23 you know, in these

dayas of budgetary constraints, supplementsl finencisl support for our student

programs is bkecoming incressing importent. With the help and support of concerned
citizens like you, we can continue to offer gquelity programs to our students. This
document serves a3 your receipt for funds receiwved. Ll -
K| €[> ][] & éccept |19 Cancel [ 88 Delete [ 2] 7 gﬁ

Form letter description £PLAY 02401403




Donation Letter — Printing

) * Printing Options:
* Print letter when donation is receipted.

* Print letters by range of, donor name,
date range, and/or NEW! item range.

-
T Donation Form Letter Printing - Play School High School

Form Letter Code | RECEIPT Q|
Selection Al Starting Ending
Donor Marne Qa] Q«“:J
Date Range i 0707 02/01/08
[term R ange I‘“}Q:.] Q«“&]

Remember Settings
HP Deskjet F4100 series on USEO0Z2 |‘g Frirt | A Preview | A Cancel |V;i Setup | o |

ZPLAY 02400 08




Donation Form Letter

Flay 3chool High 3chool

13240 Evening Creek Drive Jouth
3an Diego, CA, 92128
B00-954-2583

ozf 01708

Banu, Bill
3144 Grape 3t
3Dh, CA 52101

Dear Donor:

Thank you =soc much for your generous domation to our school. A=s you know, in these days of budgetary

constraints, supplemental financial support for our student programs is becoming increasing

important. With the help and support of concerned citizens like you, we can coontinue to offer
guality programs to our students. This document serves azs your receipt for funds received.
Beceipt Ho. Date Item Ho. Item Description Amount

B000004 10/10/07 DONFEA Donation - Fine Arts 15.00

Husical Theater
BO000005S 1o0/10/07 DON3IPT Donation - Sports 50.00
Athletic Club

Total Amount of this Beceipt &5.00

On behalf of the faculty, =taff, and students here, thanks again for your domation. Tou are helping

to make our school a better place!

Very truly yours, BLUE

PLAY 3CHOODOL HIGH 3CHOOL A7 d -

h_actl‘ WA NETWORK




Donor Maintenance

* Add New Donors.
» Update Existing Donor Information.

T Donor Maintenance - Play School High School =3

Darior Mo, 0001037

First Marne Eill

Last Name B anu

Addreszs 3144 Grape St

City San Diega

State CA

Zip Code 52101

Phiore | (613] 268-3378

Soc Sec No

|K|<|>|}l| |@ gcceptltﬁgancellx Delete |‘_,3,u|‘ﬁ:'| E

BLUE

ZPLAY 02/01/08 IBEAR:




Donation Maintenance

* Record Donations not originally
receipted through Tracks.

T Donation Maintenance - Play School High School

Tranzaction Mo a0o1 003 Q‘Q,J E Seguence Mumber
Cronor Mo. Lautenzchlager, Bill
Drate 01/15/08
Custamer Murber | [QQJ
[tern Murnber DOMSPT L%J Danation - Sports
GL Accourt | 2250-00-00 (| Athletic Club
Amavint 100.00
[Kl(l}l}” [ﬂ Accept I:;?I Ear‘u:ellx Delete _[”;l?]
ZPLAY 02/01/08 i




Donation Maintenance

D - 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.




Donation Reports

* Reports by GL Account, by Item, by Donor.

gl Tracks Plus  TexTrack Modules Management Help

Sales Reports
Customer Reports
[tem Feports

Donation/Tax Credit Reports
Volunteer Hours Tracking

Ll 7 B .

Donations by GL Report
Donations by Item Report
Donations by Donor Report
Donor Listing

Form Letter Maintenance
Form Letter Printing

h_actl‘ WA NETWORK




Donations by GL Report

Play School High School

DONATIONS REPORT -BY GL ACCOUNT - DETAIL

GL Account Range: 2Z25000000000000 000000000
Date Range: T/1.2007 through 2/1/2008

Donor # Dionor Nams ltem Recsipt # Crate Amount

GL Account: 2250-00-00 Athletic Club

1036 Hodges, Sam DONSPT Q000140 OBMATAT 100.00
1037 Banu, Bill DONSPT E000005 1010007 50.00
150.00

REFPORT TOTAL 150.00

T Donations by GL Report - Play School High School

Selection All Starting Ending

GL Account [] | 22500000 ) 2250.0000 &
Date ] | o7miaor 02/01/0

Pririt D1etail

Fiemember Settings [ ]
HF Deskiet F4100 series on USE002 | (2 Bint | M Preview [ 1) Cancel | 5 Setup | % |

ZPLAY 0201408 BEﬁR




Donations by Item Report

Play School High School

DONATIONS REPORT -BY ITEM - DETAIL

[tem Mumber Range: OMNSPT
Date Range: TAM200T through 2/1/2008

Reczipt # Date Dronor # Conor GL Account Amount

Item Humber: Donation - Sports

Q000140 OBATAT 0001036 Hodges, Sam 2250-00-00 Athletic Club 10:0.00
0000160 081807 0001030 Johnson, Camie 2250-00-00 Athletic Club 4500
B000005 1010007 0001037 Banu, Bill 2250-00-00 Athletic Club 5000

185,00
Report Total 195.00
T Donations by Item Report - Play School High School
Selection Al Starting Ending
lemMumber  [] | DONSPT 2 | DONSPT EN
Date [] 070 207 020708
Print Detail ™
Remember Settings —
HP DeskJet 500 on LPT1: | [9 Print I i Preview lt‘?'l Cancel I.Eia Setup l ¥ J '
BLUE:
ZPLAY 02/04/08 BEﬁR _




Donor

Listing Report

DONOR LISTING

Play School High School

Phone
Donor Mumber Las=tMams Full Nams Address Social Bec #
1025 Anchowy Anchowy, Carol 455 Fish Lans {615} 8735300
San Diego, CA 90373- 345-38-TEES
1037 Banu Banu, Bill 3144 Graps 5t {619} 2688978
50, CA 92101- --
1034 Grimes Grimes, Robert 2709 Palm Awe {897} 5BT-505D
5an Diego, CA 51254~ 355-23-5487
1038 Hodges Hodges, Sam 150 Morth Elm W ay {B58) 5554582
San Disgo, CA 92581- 123-52-B8RE

T Donor Listing - Play 5chool High School

Selection
Dranar Mame

Fiemember Setings [

Al Starting

Ending

-oX

Q) |

Y

HF Desklet 500 on LFT1:

| [‘9 Pririt l% Fresview l@ Cancel l“%‘ Setup l ‘? J

02/04/08




Let’s Walk Through It!
Or
Questions & Answers




