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CONTACTS

In this chapter, we will show you how PastPerfect can help you manage your
contacts, patrons, donors, membership, and fund-raising campaigns. PastPer-
fect’s contact management features can be used to track current and prospective
museum members, employees, volunteers, and docents. As a contact management
system, it can produce mailing labels, e-mails, and mail-merge letters, and sched-
ule appointments and phone calls.

The Campaigns section allows you to create, manage, and track capital campaigns
and fund raising events for your organization. PastPerfect will help you manage
pledges and donations, making it fast and easy to generate thank you letters, and
pledge reminders.

Spend your development time more productively than ever with a fully integrated
fund raising package at the heart of your data management system.

CONTACTS SCREEN

Contacts has four components: Contacts, Lists & Labels, Campaigns, and
Pledges/Receipts. In this chapter we will explore every aspect of contact and
campaign management. To begin, select Contacts from the main menu.

Figure 16-1 .
Contacts & Contacts < Campaigns }
Campaign T ¢

_ ) \ms\ From the PastPerfect main
main menu Lists & Labels | Pledges/Recel menu, select the Contacts but-
buttons - - ton to begin.
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As you can see, Contacts is like an electronic Rolodex geared specifically for
museums. So not only does it give you a place to store names, addresses, phone
numbers and e-mail addresses, but it lets you record campaign pledges, dona-
tions, membership dues, and volunteer hours. It also allows you to view that

Figure 16.2 | ® Comtacts
4 3 i} koS h ¥ I
ContaCtS Briov | Dext | Add |Browss| Deets | Edt | End | gpen | Pt |}
Screen Member, Donor k|27 Phone Mumbers ALt 7
Blist |
First name | Henry Dear (formal) Mr. Hanover Hame 212/555-TB87 Docert |
Lastname | Hanover Dear (casusl) Henry wark 212i555-6767 Employes |
Tiile President & CEO Group Friends of Museumn j Fax 212i555-8300 Studert [
Spouse /68| Eloise = Otherdt CelliPager 212/555-8000 Vountser [
Stop Mail [ Image WManagemert |
Mailing Address 1 Primary " secondary From 05115 Ta 0715

Mame & Title Henry T. Hanover
Company Caliber Software, Inc.
Address 1254 Pormeroy Ave

City 3t Zip. Pastiille
Courtry

Lists & llotes | Pledges | Donations

=

PA 13345

Address change date 051 2/2004 | 2

Membership Volunteer Gifts In Kind

E-mail Hanover@museumsofware.com
Website. caliversoftware.com

Fieldd 1
Fiele 2

Figled 3

Planned Giving

Send e-mail
Wisw Webste
Field 4 [/

Field §
Field 6

Biography Information | Mail & Cortact Log | Accessions | Loans

Mailing Lists

Ativity, programs and events attendert

A

Hates

Annual Volunteer Picnic List,
Christmas Party List
Directar's Circle Dinner [Ast
Exhibit Opening List
Senior Field Trips

~| capital Campaign 2000 - Wailing Campaign

The Contact Function Tabs
are located at center left of the
screen.

Wr. & Mrs. Hfnover are atthe Jersey Shore from June 15~ |
through Ayl 15 every year. See secondary address

s Lists By

The Additional Information Sub-
Screen buttons are located at
center right of the screen.

El

Unknown | Updste History

person’s accessions and loan history.

You should already be familiar with the command buttons at the top of the screen.
They operate in much the same manner as the other catalogs. The command but-
tons are discussed in detail in Chapter 2, The Basics.

In the middle left of the screen you will notice seven tabs that provide access to
the functions associated with contacts. These are: Lists & Notes, Pledges, Dona-
tions, Membership, Volunteer, Gifts in Kind, and Planned Giving. Each of these
functions will be discussed in detail in this chapter.

In the middle right of the screen there are four buttons that give you Additional
Information Sub-Screens. These are: Biography Information, Mail & Contact Log,

Accessions, and Loans.
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Throughout the program, when fields within Additional Information Screens are
populated, the button will appear green. When there is no additional data, the but-
ton will remain gray. For more information about Additional Information Screens,
see page 273.

CONTACTS SETUP

It is recommended that you perform Contacts Setup before beginning to enter data
in the Contacts screen. This is where you will define your membership types and
sub-types, compose mail-merge and e-mail letters, setup pledge thank you and
reminder letters, and name and define volunteer projects.

To access the Setup Contacts screen, press Setup on the main menu. Choose Con-
tacts from the Setup Fly-up menu.

Figure 16-3 [ B Setup Contacts -\
Contacts
Setup Screen

Contact Groups lDonation Funds & Pledoes ] Mail-merge Letters l Membership types | Memb sub-types l Projects ] E-mail

Contact Groups J

Fotential Member To edit & group name, click on
the name.

Current Member
Exacutive Club
Friends of Museum

Mew Wember

Experts &
Organizations Add
Vendors

Define your donor levels by entering
a dollar amount in each category.

Define your donor levels

Gold Donor has total donations = or = 10,000
Silver Donor has total donstions = or = 2,500
Bronze Donor has total donations = or = 100

There are seven tabs at the top of the screen: Contact Groups, Donation Funds &
Pledges, Mail-merge Letters, Membership types, Membership sub-types, Projects,
and E-mail. Each one is used to define or create data that you will use throughout
Contact and Campaign Management.
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Contact Groups

Use this tab to create or delete contact groups, which are then available in the
Group pull-down menu on the contacts screen. Contact Groups may be used to
define the relationship between your organization and the contact.

To add a contact group, click Add, then type a group name in the Add box. Click
Ok. To Delete an existing contact group, click a group name to select it. Click
Delete and Yes.

Donation Funds & Pledges

This tab has two functions. The first is to create the names of the various funds
for pledges and donations. The donation funds created here will then be avail-
able in the Fund pull-down menus when entering a pledge or donation receipt.
This is also where you set up default letters for Donation Funds, the Pledge
Thank You Letter, and the Pledge Reminder Letter.

Figure 16-4 B Setup Contacts
Donation
Cortact Groups ~ Donation Funds: & Pledges l Mail-merge Letters | Membership types | Memb subtypes | Projects | E-mail
Funds & f o | o i yhes | Projects |
P|edgeS Donation Funds Code = To edit & fund name, click on the name.
Am.fa.ctAcqmsmnh Fund 100 PNy |
Building Renovation Fund 200
Endowment Fund 200 ; |
Restoration Fund S00 Setup Defautt Donation Fund Letter
&
Al
x
Delete

Setup Default Plecye Letters
Drefault Pledge Thank you Letter |

Default Pledge Payment Reminder Letter |

Con't send remindsr [

5

To create a new fund, click Add. Type your text in the Add dialogue box and
click OK. To create a code for the fund, simply click in the code field to the
right of the fund and enter a code.
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Fund codes are optional and can be used to group multiple funds for accounting
purposes.

For each fund you can compose a thank you letter that can be mailed to donors
who contribute to that fund. You should compose a default donation fund letter
that can be used as a template for creating each of these fund letters. To compose
this default letter, click on the Setup Default Donation Fund Letter command and
compose the letter in the WordRite word processor. For more information about
WordRite, see Chapter 17. Once you have a default letter and fund names added

to your list, select a fund and press Compose Donation Fund Letter. Your default
letter will appear and can then be modified to better suit the selected fund.

To compose a default letter for either the Pledge Thank you Letter or the Pledge
Payment Reminder Letter, click on the appropriate command button. Compose
your letter in the WordRite word processor. These letters will be discussed later in
this chapter.

Mail-merge Letters

Use this tab to compose mail-merge letters to be sent to various lists selected
from your contacts database. To compose a new letter, click on the Add com-
mand. Type the letter’s name in the box and press Ok. The letter name will be

Figure 16-5 B Setup Contacts
Mail-merge
l hembership types l hemb sub-types l Project= ] E-mail

Letters

Letters J To edit & letter name, click on

Annual Meeting Announcement Letter the name.

Become a member

mMembership Renewal Letter Cotmpase Letter

Inactive Member Renewal Letter
Thanks for Membership Payment

Al

o

Delete

Setup Default Letter |
When adding a new letter, use the default /

letter to prefill mail-merge fields, such as
date, name, address, and dear field. 3]

I . Exit
| L

)
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added to the list.

To save time composing each letter you may want to create a default letter by
pressing Setup Default Letter. Now when you compose each mail-merge letter it
will start with the default letter template.

Press the Compose Letter command button and the WordRite word processor will
appear. Compose your letter in the WordRite word processor. Mail-merge fields,
that will be replaced with information from each contact’s record when printed,
can be added with the Insert field command.

Figure 16-6 B Pastime WordRite
WordRite Compose Letter »|Annual Meeting Announcerant Letter restiod b [Name s Tie v insertimage i | e |
DEESR| s [Amaaa|lem O] [ el 06l ]
screen [1ormal ]| Times Mew Foman [v][12 [v| B 7 g‘ ===
------- o s e 7 s manen

PasTPERFECT MUSEUM

300 North Pottstown Pilke Suite #200, Exton, Pennsylvanial9341
Voice: 010.363. 7844 Fax: 610-303.7845 Toll-free: 800.562-6080

<Date>

<Mame & Title=
<Company>
<Addressl>
<Address2>

<City>, <State> <Zip>

Dear <Dear=

The PasiPerfect Museum of History will be holding its annual planning meeting on December
10th at 545 P M. We will discuss long-range plans for the future of our museum. As a
member, your ideas and concems are imp ortant. Don't miss this opportunity to be heard,

Before the annual meeting you will have an opportunity to shop in our Holiday Gift Boutique.

Membership Types/Membership Sub-Types

Use these tabs to create membership types and sub-types, that are then available
in the corresponding fields on the membership tab on the Contacts screen. Add-
ing and deleting membership types and sub-types is identical to creating and
adding contact groups and funds.

Each type and sub-type can be assigned a code. By assigning multiple types and
sub-types to a single code you can group them together for accounting purposes.
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It is recommended that you set up membership types and sub-types before assign-
ing contacts to memberships through the Contacts screen.

Figure 16-7 B Setup Contacts
Membership
Contact Groups l Conation Funds & Pledges l tail-merge Letters Memb sub-types l Projects l E-mail
types and sub-
types Membership Types Code | Dues J i it & et s
Benefactor 1000 200.00 niame, click on the name.
Corporate 2000 75.00
Couple 3000 40.00
Family 4000 50.00
Individual 5000 30.00
Patron G000 100.00 &=
Senior 7000 125.00 Add
Student 2000 20.00
Sustaining 000 150.00
Memhbership SubTypes Code J I, \\
Director's Circle 100
Explorer's Club 200
Honorary 300
Jdr. Explorer's Club 400
Fioneer Donor Club 400
Retired 500 1
Mone N i g(‘:
N\
Membership types and sub-types should
1 be defined before beginning to assign
contacts to memberships through the
Contacts screen.
Projects

Use this tab to create volunteer project names, which are then available in the
Project pull-down menu when entering volunteer hours. Adding and deleting
Projects is identical to creating Contact Groups and Funds. There is no limit to
the number of projects that you may create.

To add a Project, click Add, then type a project name and project code and click
Ok. Each project must be assigned a project code. Multiple projects may be
assigned to a single code for accounting purposes.

To Delete an existing project, click a project name to select it. Click Delete and
Yes.
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Figure 16-8
Volunteer
Projects

Parks & Statue Cleanup
Museurn Garden Club
Farking Lot Improvement
Food & Beverage Setvers
Elementary School Tours
Junior High School Tours
High School Tours
Director's Pet Project

Computer Education
Ethnaobotanical Garden

Old-timers Talks

E-mail

Use this tab to compose e-mail letters that can be sent to a single contact or
group of contacts on mailing lists. To compose an e-mail letter, press the Add

Figure 16-9
E-mail Screen

Email - Become a Member
Email - Membership Renewal #1
E-mail - Membership Renew #2 Campase E-mail
E-rnail - Thanks for Membership Payment
E-mail - Annual Meeting Announcement

kd

el A

Click here to enter or edit // *
the text of an e-mail Delete

g E-mail Setup

Ity

Exit

Click here to setup
your e-mail account
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command button. Enter a name for the e-mail letter and press Ok. The new e-
mail letter will be added to the list. Press the Compose E-mail command and
the e-mail editor screen will appear.

To send e-mails, you must have an active account with an SMTP /POP e-mail
server. Information about your account must be entered on the Setup E-mail
screen. To access this screen press the command E-mail Setup at the bottom of the
screen. This will open the E-mail Setup screen shown below.

p= =

Figure 16-10 B Setup E-mail
Setup E-mail ) E-rnails can be sentto one or all -
P E-mail Setup TS B & selEwE [ T Hostnarme qrthe SMTF server used to send email .
Screen forthe e-mail can be selected fram [ smtp.garthlink net * Renuirerd
any of the E-mail Letters. Example: smtp.earthlink.net

o g | Al i . Return email address
0 send emails you must have an active account with an + Required
SMTRIFOP email server. Enter information ahout that server to |sandra@n’1.useumsoﬂware.com 4
the right. The infarmation may be different for each PastPerfect Example: bill@museumsoftware.com
user.
Return narme for replies
| 5andra Horowitz

Example: Bill John=on

E-rnail signature

Sandra@museumsoftware.com The lagin far logaing into the SMTP server. Uge this anly it
Sandra Horowitz your SMTF server requires authentication.
FPastPerfect Museum |
The password for logging into the SMTP server, Use this
J only ifyour SMTF server requires authentication

IV Include signature st bottom of all e-mails
The port number of the SMTP server used to send email.
*0nly needs to be set ifthe SMTP serveris running on a
non-standard port (defauli=25)

=3

Each PastPerfect user may have different setup information which includes; the
host name of your SMTP server, your return e-mail address, and your return name
for replies. For most e-mail servers that is all the information required to send e-
mails. For others you may need to enter a user name, password and port number.
If you have questions about these entries, your e-mail service provider can help.

On the left of the screen is a box where you can enter an e-mail signature. Text
entered there will be appended to the bottom of each e-mail you send.
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WORKING WITH CONTACTS

Once you have completed the Contacts setup screens you are ready to start
entering your contacts. Return to the main menu and press Contacts.

ADD NEW CONTACT

Let’s begin by adding a new contact. Press Add at the top of the Contacts
screen. The Add New Contact screen shown below will appear.

Figure 16-11 B Add Mew Contact
Add New Con-
tact screen Ertet names and press Add
Salutation
| Frofessar hd
First name fliciclle
| Sarah | Wy
Change Default Data
Laszt name
| Haward Check for existing individusls
Title Browwse Contact File |
PhD. \

Matme & Title

Select a salutation from the

Sarah W Howard, PhD. L N
pull-down authority file. This

will create a formal greeting for
letters and e-mails.

Company
|ru1iddlesex County College

it

s

"p]
Cancel

Al ‘

Default Data

PastPerfect allows you to create “Default Data” to simplify data-entry. This is
especially helpful if you have many contacts with similar information. Default
Data fields include: mailing lists, primary and secondary addresses, phone num-
bers, fax numbers, and groups.

To alter default data, click Change Default Data in the Add New Contact Win-
dow. Click in the field you want to change and type your text. If you have already
created user-defined mailing lists as described on page 277, the list names will
appear at the bottom of the screen. Click on the box for one or more list names, to
have newly adding contacts appear on those lists.
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Once default data has been created, you can apply it when adding any contact by
selecting the Fill With Default Data option.

Browse Contact File

This feature is helpful when you are not sure if a Contact has already been
entered into PastPerfect. Simply click the Browse Contact File button and scroll
through the list of contacts. You may change the browse sort order by clicking
on the column heading. This will sort the list alphabetically according to the
column that you select.

After completing the screen press the Add command. The new contact will be
appended and you will be returned to the main Contacts screen.

THE TOP OF THE CONTACTS SCREEN EXAMINED

Figure 16-12 ® Contacts
Contact < N X |8 | M| ¥|S
ontacts Prior Hext add | Browse | Delee | Edlt End | Spel | Prnt || Ed
Screen - Top Member, Donor id# 27 Fhene Nbers
Firstrama  Henty Dear (formal) Mr. Hanaver Home 212/555-T68T
Lastname Hanaver Dear (casual) Henry Work 212/955-6767
Ttk President & CEQ Grow Friends ofMuseum - | Fax 212556-5000
Spouse /1% Eloise | o CallPager 212/555-9000
Maling Adcress  Prinary (" 'Secondary From  05/15 To 07415
Name & Tille Henry T. Hanaver E-mail Hanover@museumsofivare. com
Company Caliber Software, Inc. = Wehsite caliversoftware.com
Address 1254 Pomeroy Ave
Field 1 Field 4 ¥ ¥
City St Zip. Pastrille PA 19345 Field 2 Fiekd 5
Courtry Adchess change date 05/12/2004 | [ Field 3 Field 6
e ——— = e e .

Spouse/Id# - You may want to create a separate record for each individual, then
link them by typing their unique spouse contact Id# in this field. If a record has
already been created for the spouse, you can select it from the list of Contacts by
clicking the folder icon. Once a link has been established, you can click the folder
icon to view the spouse’s record.

Primary and Secondary Address - For contacts with summer and winter
addresses, you may enter a primary address and secondary address. Enter the
month/day range when the contact wishes to receive his or her mail at the second-
ary address.

Address Change Date/Address History - This field is automatically filled when
you change the address for the contact. Click the associated file folder Icon to view
the contact’s address history.
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Image Management - Use this feature to display a picture of the contact. If your
PastPerfect system is equipped with the optional Multi-media Upgrade you may
attach and display an image through Image Management.

Company - Note the file folder icon next to the Company Name field. This indi-
cates that there is additional information about the company. Click on the file
folder icon to enter or view the information.

Custom Fields - You may create custom fields for Contacts. There are three char-
acter fields, one date field, and two numeric fields. To create your own field names
for these fields, go to the Main Menu. Select Setup | Custom Fields | Contacts.

Send E-Mail - Be sure your E-Mail parameters are set up as described earlier
before trying to send e-mail. An e-mail address must be provided in the E-Mail
field to send e-mail. To send the contact an e-mail:

1. Click Send E-Mail. The recipient’s address will be entered automatically in
the Sent To field, and the salutation will be provided from the informa-
tion in the Dear (Formal) field from the contact screen.

2. Click anywhere inside the Subject box to type a subject.

3. Click inside the Message field to type your message.

4. If you would like to include a personal signature, make sure the Include
Signature box is checked. If you do not want to include a signature, click
the box to uncheck it.

5. Click Send. (Note that you must be connected to the internet before press-
ing Send)

View Web site - You must be connected to the internet to view web pages. Use
this field to record the web address of the contact’s web page. To view a con-
tact’s personal web page, click View Web site.

CONTACT MANAGEMENT TAB FUNCTIONS

In the middle left of the screen you will notice seven tabs that provide access to
the functions described below.

Lists & Notes

Lists & Notes is the default tab that is showing when you first enter a contact.
Use these fields to add the contact to a mailing list, view the activities, pro-
grams, and events the contact has attended, and record any miscellaneous notes.



Contacts 259

The Lists & Notes Tab is divided into three sections:

Figure 16-13

Lists & llotes | Pledges | Donations | Membership

Volunteer

Jorareiry e
Biography Information | Mail & ContactLog | Accessions | Loans:

Gifts In Kind | Planned Giving

Maiing Lists

Activiy, programs and everts attended Netes

Lists & Notes .
Annual Yolunteer Picnic List
Christmas Party List
Director's Cirele Dinner List
Exhibit Opening List

Senior Field Trips

A this Cortactto aList [

‘iewr Lists

= | Capital Campaign 2000 - Mailing Campaign

Use the Add this Contact to a
List and View Lists commands
to place the contact on a mailing
list.

;I Mr. & hirs. Hanover are atthe Jersey Shore from June 15 ;I
through Aug. 15 every year. See secondary address

| E

Uptdetsd "13/2004 0112 Pl | Updetsci by, Unknown | Update History

Campaign Activities and Events will
be entered automatically when a
pledge or donation is attributed to a
Campaign.

Mailing Lists - The first section is Mailing Lists. Placing the contact on your vari-
ous mailing lists will be important when you are ready to create and send letters
and e-mails to your contacts and members through the Lists & Labels Section of
Contact Management. There are two command buttons at the bottom of the Mail-
ing Lists field. These are Add This Contact To A List, and View Lists.

To add the contact to a list:
1. Click Add This Contact To A List

2. Click the box to the left of the list name to select it.
3. Click Save.

View List Command - This function allows you to view only those contacts that
belong to a particular mailing list or fixed list. This is helpful when you have a
large database. (For more information on creating and modifying lists, see section
on Lists & Labels later in this chapter.)

To view only those contacts that belong to a particular list, click View Lists. Select
the list you wish to view by clicking the button to the left of the list name. When
viewing select records, a yellow information box will be visible in the upper right-
hand corner of the contacts screen. The box will tell you which records you are
viewing, and how many records meet the criteria.
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To view all records: Click Return To Viewing All Contacts in the upper right-
hand corner of the contact screen.

Activities, Programs, and Events Attended - Information will be automatically
placed in this field when a pledge or donation is attributed to a campaign fund-
raising activity. This will be explained later in this chapter under Campaigns. You
may also enter information manually, by clicking the Edit command button at the
top of the screen and placing the cursor in the field.

Notes - Enter additional information about this contact.

Pledges
Use this tab to record a contact’s pledges and prospect information. To Edit the

fields under Pledge Information:
1. Click Edit at the top of the Contacts screen.

2. Enter information in the appropriate fields.
3. Click Save in the top left-hand corner of the Contacts screen.

F|gu|’e 16-14 Lists & lotes | Pledges Dnrlil.inmal Membership Volunteer | Gifts In Kind | Planned Giving Biography Information | Mai & Cortact Log ADGESS‘”“' Losns I
Pledge Information Pledges  Double-click on pledge 1o visw details or edi
Pledges Tab T e ————
Income level $50K-FT5K j [0 2312004 300,00 0.00 Single paymert Capital Campaign 2004 Mary L. Parr
Potertizl Pledge Amourt 5,000 H :01 1232004 500.00 000 Single paymert Carter Homestead Restoration Project  Mary L. Parr
Original Solicitor  Mary L. Parr 3 H
Currert Solictor  Mancy Patterson j :
Followe up ciste 0371072006 .
Follow uptype Meeting =l i
Last maied or cortected 07/08/2004 10:23 AM [
Total Pledged 1,100.00 H i
Uprdeted 132004 12:30 PM | Updatert by Unknam | Updets History
Enter information about the contact’s poten- A list of the pledges made by the contact
tial for donations, as well as the name of the will appear in this grid. They are orga-
person in your organization responsible for nized from most recent to least recent
making solicitations to this contact. with the latest pledge on the top line.

To enter a pledge:
1. Click Enter New Pledge
2. Select a Campaign, Fund, Activity and Solicitor from the pull-down menus.
(For more information on creating Campaigns and Campaign Activities,
see Campaigns Pages 274-276 later in this chapter.)
3. Enter a Pledge Date. Today’s date is entered automatically, but you may
enter any date you like.
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4. Enter pledge amount and the date the first payment is expected. A value
must be entered into these fields for the pledge to be posted. You may
also enter the number of payments that can be expected, as well as the
expected payment interval.

5. If you do not wish to send a reminder letter, select the Don’t Send
Reminder box. Otherwise, leave it empty.

6. Click Post.
Figure 16-15

= Enter a new pledge x|
Enter New Campaign | Capital Campaign 2004 ~|
Pledge
Campaign Activity |FundraiserDinner&Dance j
Fund |End0wmentFund j

Salicitar | Arthur A, Allen - Pledge date | 0771752004

Smourt £00.00 Mo. of payments 12 3:
1st payment date | 0250112004 Payment Interval | Monthly -

In memory of | Mel Hanower

In honaor of |
Motes J
Don't zend Reminder [
| | ew

After a pledge has been posted, the Thank you letter and Reminder letter options
become activated.

The Evolution of Pledge Letters

The Pledge Thank you letter should be sent to the donor thanking them for the

pledge. Reminder letters can be of a different form and text and function much

like an invoice or gentle reminder that a pledge was made and is due on a spe-

cific date. For each pledge there is only one Thank you letter, but there could be
multiple Reminder letters, one for each payment.

To better understand how pledge letters are created, let’s start at their beginning.
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Pledge Thank you Letter - This letter evolves over three steps.

1. It begins on the Setup Contacts screen. Press Setup on the main menu and then
select Contacts. Under the Donation Funds and Pledges tab, click Default
Pledge Thank you Letter to compose a generic template letter.

2. Next on the Campaign screen (which will be discussed later in this chapter)
there is a command Setup Pledge Thank you Letter. Clicking here will reveal
the default letter from step 1 which you can modify with language for the spe-
cific Campaign. Use mail-merge fields for text about a specific pledge that will
be replaced later with data.

3. Now when you add a new pledge, the modified Thank you letter for the Cam-
paign will be attached to that pledge record. Mail-merge fields that you setup
on the campaign screen for <pledge date>, <pledge amount>, <name & title>,
<address1>, etc. will be replaced with the exact text for the new pledge. Once a
pledge is posted the Thank you letter can be reviewed, modified further if nec-
essary and printed. You can reprint thank you letters from the Contacts screen,
the Pledges/Receipts screen or the Reports screen.

Pledge Payment Reminder Letters - these letters evolve over four steps:

1. They begin on the Contacts Setup screen. Under the Donation Funds and
Pledges tab, click Default Pledge Payment Reminder Letter to compose a
generic template letter.

2. Next on the Campaign screen there is a command Setup Pledge Payment
Reminder Letter. Clicking here will reveal the default letter from step 1 which
you can modify with language for the specific Campaign. Use mail-merge
tields for text about a specific pledge that will be replaced later.

3. Now when you add a new pledge the modified Reminder letter for the Cam-
paign will be attached to that pledge record. Mail-merge fields that you setup
on the campaign screen for <pledge date>, <pledge amount>, <name & title>,
<address1>, etc. will be replaced with the exact text for the new pledge. Once a
pledge is posted the Reminder letter can be reviewed. Some merge fields such
as <Payment amount> and <Payment date> still appear in brackets. They will
be replaced in the next step.

4. The final step is to preview and print letters for each payment. Since a pledge
may be for multiple payments over time, a separate reminder letter is created
for each payment. To view these reminder letters from the Contacts screen
select the Pledges Tab. If a pledge has been recorded it will appear on the
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list at the bottom right of the screen. Double-click on the pledge to open the
Pledge Details screen.

Figure 16-16 B Pledge Detail
1 Schedule of Payments
Pledge Detalls First astnaime ‘Lennnx Rombaugh Due | Amount | Paid [ Balance <]
Compary ‘Rombaugh Auction Ltd. | W O7/06/2004 100.00 100.00 0.00
0B8/062004 100.00 000 100.00
G CarterH tead Restoration Pi t —
AmpEign ‘ arter Homestead Restoration Projec J [oseranns 100,00 0.00 100.00
Campaign Activity ‘F’\Dneer Days J | |10/06/2004 100.00 000 100.00
Furw | Restoration Fung ]| [ 182004 100.00 0.00 100.00
| |12/06/2004 100.00 0.oo 100.00
Funa cod [ 2000 Group | Bxperts [ |o1/0812008 100.00 0.00 100.00
Saolicitor | Mancy Patter: Pledge date | 07/06/2004 | [02/06/2005 100.00 0.00 100.00
03/06/2005 100.00 0.oo 100.00
Payment information can only be changed by editing the Schedule of Paymerts on [ 04/062005 100.00 0.00 100.00
the right of this screen. H
| |05/06/2005 100.00 0.oo 100.00
Amaurt 1200.00 .ot payments| 12 =] | [ososrz005 100.00 0.00 100.00
Collected 100.00 15t payment date| 07/06/2004 [
write: oft amourt Payment Interval | Monthly —
Balance 1100.00 Wite off date| § f Il
In memoary of ‘ 1
In honor of ‘ Il j
Motes: J
Totsis 120000 | 10000 [ 110000
Al payment | ‘ ‘
Edit | Delete | Thank you letter Reminder Letter | Ext ‘ Selected Payment Reminder Letter | [ Dont send remincer letter

From the Pledge Details screen select a pledge payment from the list on the right
and then press the command Selected Payment Reminder Letter. The letter will
display in WordRite where it can be printed.

You can also print all pledge payment reminder letters for any pledges due within
a specified date range from the Reports menu. From the main menu click on
Reports | Dues & Donations | Pledge Reminder Letters | and Run Report.

Pledge Detail - In addition to printing letters, the Pledge Detail screen also gives
you access to every detail associated with a single pledge, including: the contact’s
name, company, campaign, solicitor, schedule of payments, etc. To view or edit
the details of a pledge, double click on it from the Contacts screen Pledge Tab.

On the right side of the Pledge Detail screen, is a spreadsheet with the Schedule Of
Payments where you can view the amount promised, the date the payment is due,
the amount paid, and the remaining balance. PastPerfect automatically calculates
the totals at the foot of each column.
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To add a payment:
1. Click Add Payment

2. In the Add Pledge Payment window, click on a field to type your text.

3. Click Add This Payment To Schedule.

Donations

Donations are any payments made to your museum or organization that are not
membership dues. Donations may be the result of solicitations by your staff as
part of a Campaign Activity. Donations may also be unsolicited gifts to your
organization. Use the Donations Tab of the Contacts screen to enter and edit
donations, and view a contact’s donation history, including a ten-year summary.

FI ure 1 6-1 7 r— = . Biography Information | Mail & Contact Log [ Accessions | Loans
Lists & liotes | Pledges |fionationsi| Membership | Volunteer | GiftsinKind | Planned Giving

Donations Tab | tentien nfermation Danstien History Doube-cick t view detals oredt
Date Amourt Reference Campaign Fund [ solickor  [-] 10 Vear Summary
12007 (2004 300,00 56432 Cepital Campaign 2004 Endlawment Fund Nancy Patterson 1985 oo
Enter & donstion receint 01,01 r2000 100000 5789 Capital Campaign 2000 Endowment Fund Nancy Patterson 1308 oo
031141399 10000.00 7654 Certer Homestead RestorsrBuiding Fund Jeanie Tandka 1507 500000
ey 041250997 500000 9576 Carter Homestea Restars Endowment Fund Jeanie Tanaka 1598 oo
1339 10,000.00
Print donction history 2000 1,000.00
2001 000
2002 000
2003 000
— 2004 30000

( PastPerfect Message X

When you press the Enter a el g o0

donation receipt command
the following prompt screen
may appear. Answer Yes or

‘Yes

\".’r) Do you want to apply this receipt to the 06/15/2000 pledgs of 1000.007

No to apply the donation to a
particular pledge.

To Enter a donation receipt:
1. Click Enter a Donation Receipt.

Notice that a 10 year history
of donations is maintained.

2. Click a field to enter text. Today’s date is entered automatically, but you can

type any date you choose.

3. Select a payment type from the pull-down menu, and enter an amount and
reference number. A date, amount, and reference number must be pro-

vided to enter a receipt.

4. Click on the Post command button to finish the transaction. Press Exit to

return to the Contact screen.
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Figure 16-18 B Enter Donation Receipts
Entel’ DOr]a- Campiaign |Capita| Carnpaign 2004
tion Receipt

Campaign Activity |Fundraiser Dinner & Dance

Fung |Enduwment Fund

el

Salicitor | Arthur A Aller v | Notes

Date | 071712004
Amourt 100.00
Type | Check -

Reference | 2378 J
In memary of |
In honor of |
Exit [+ ‘

After the donation receipt has
been posted, the Thank you
Letter command button will
be activated.

If a donation is entered for a contact who has made a pledge, you will be asked in
step 1 if you want to apply the donation to the outstanding pledge.

After a donation has been posted, the Thank You Letter command button becomes
active. To send a thank you letter, click Thank You Letter to open the letter in
WordRite. For more information on printing and composing letters, see Chapter
17, WordRite.

Preview donation history and print donation history command buttons - There
are two additional command buttons on the Donations Tab screen. They allow
you to preview and print a report that details the donation history for this contact.

Membership

Offering membership in your museum or history organization gives the people
of your community an opportunity to participate in the preservation of history
through programs, events, and activities. Membership also provides a source of
revenue for the museum.

Use this tab to create, view, and edit membership information, including mem-
bership name, type, billing information, dues receipts, past-due reminder letters,
and more.
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Figure 16-19

To Become a new member or
to Join an existing member-
Become & newy memker Jioin existing membetship .
} ship, press one of these com-
T L eERm———— mand buttons

Membership

Biography Information

Mail & Cortact Log | Accessions

Lists & lotes | Pledges | Donations | Membership Volunteer Gifts In Kind | Planned Giving

Losns I

Membership Information Dues Payment Information Dues Payment History Double-click on ertry to view details or edit. 10 year summary (5%

Membership Mame First Interstate Savings and Loan Date Joned | 01/02/2002 ot Amourt | Type | Reference | Pamtu |-
- I J 0242112004 75.00 Check 4567 022002005
Type Corporats I T B, ! 0100272003 75,00 Check 6876 011022004
SuaType Director's Circle | @ves Cro | Dues ament § 7500 01022002 75.00 Check 76999 011022003

Total Psici § 22500

Last Paict 02/21/2004
Cortacts in this Memiership B e A A ] - 272002005
10| Cortactreme / [B] - =

24 lan Smithson First Interstate Savings ang/Lozn v Enter Duss Recepts
4 Jean Johnson First Interstate Savings #nd Loan N
OverdueRenewal List & Letters

| mnclude on Dvendug list i+ Yes (Ko =

Erter or Chenge Alternate *ng Address |

Updiated /1 3(2004 01:12 Pl | Updates by Unknawn | Update History

When you Join an existing membership, you may
be designated as the Billing Member. Only the Billing
Member receives a membership invoice.

Become New Member/Join Existing Membership - These buttons are only avail-
able if the contact is not already associated with a membership. To create a new
membership for the contact:

1. Click Become a New Member.

2. Enter information into the appropriate fields by clicking in the field and
typing your text, and by selecting the information from the pull-down
menus.

3. Choose whether you wish to prefill the membership name with Contact’s
name or with the contact’s company’s name.

4. Click Create New Membership.
When you assign a contact to an existing membership, you may be asked to
designate the Billing Member. Only one contact can be designated as the Billing
Member and receive membership invoices. To change the Billing Member to a
selected contact, click Yes under “Bill to Member”. Other contacts” status will be
changed to No (non-billing).

If you would like to add the contact to an existing membership:
1. Click Join Existing Membership

2. Select a membership from the Membership List.
3. Click Assign.
4. Click Yes.
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Once the membership has been created, you can enter an alternate billing address,
view overdue lists and letters and dues history.

Alternate Billing Address - Occasionally, a membership may be given as a gift. In
this case you will want to have an alternate billing address. The Gift membership
is entered through the Contact Membership Tab as outlined above.

Figure 16-20 —
Alternate Bill- B Alternate Membership Billing Address

o =end membership renewal notices to an address other than the Cortact's address, check the
box above and enter the attemate name & address below just 3z wou wish it to appear on the
enwelope or mailing label.

ing Address /TV Check thiz box to zend membership kills and notices to the address belov.
screen

* Pritmary - Aternate Address for Membership Biling

Henry Hanover

4354 M. 34th Awe. Apt. C o~
Extan, PA 10342 Enter the alternate billing

address as you would like it to
appear on the mailing label or
envelope.

oo B ibess From ™ T

- L nW
Select the check box at the top of
the screen to send the invoice for
this membership to the alternate
address listed here.

Atternate Billing Contact

Af-Dear:

AR-E-mail

Ab-Phone [ - Aft-Fax | -

Save & Exit jle

To create an alternate billing address:
1. Click Enter Or Change Alternate Billing Address.

2. Check the box at the top of the Alternate Membership Billing Address win-
dow.

3. Click anywhere inside the Primary or Secondary Address fields to enter the
address.

4. Select Primary-Alternate Address For Billing Information button or Second-
ary-Alternate Address button.

5. Enter Alternate Billing Contact information.
6. Click Save & Exit.
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Enter Dues Receipts

To enter Membership Dues receipt:
1. Click Enter Dues Receipts on the Membership Tab of the Contacts screen.
2. Enter date, amount, type of payment, reference number, etc.
3. Click Post.

Figure 16-21 B Enter Membership Dues Receipts X
Enter Mem-
bership Dues Date | 07/17/2004  Motes ]

receipt Amaunt 7500
Type | Check -
Reference J
Paicl Thru | 02/20/2006

Type Corporate j SubType Director's Circle j

. | _Ext e |

Overdue/Renewal List & Letters

Click Overdue/Renewal List & Letters to see a list of everyone whose dues are
outstanding. From this screen you can also print overdue letters and mailing
labels or make a hard copy of the entire list. PastPerfect automatically updates
the overdue list according to the Paid Thru field on the Membership tab.

When a membership payment is overdue, an orange information box will be vis-
ible to the left of Dues Payment History in the Membership tab to alert you to
their overdue status. To include a contact on the overdue list, select the Yes button
to the right of Include on Overdue List.

To renew a membership, click on the Overdue Renewal List and Letters com-
mand button, select a membership name and press Renewal. Enter the dues pay-
ment date, amount, payment type, and check number and press Post.

You may also preview and print the member’s dues history by clicking History.
Double-click on any dues receipt in the History window to view, edit, or delete its
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details. You may also view the details of any dues payment by double-clicking on

it under Dues Payment History.

Volunteer Information

Almost all museums, no matter how many paid staff they have, will also use
volunteers to perform valuable, and often essential functions. Candidates for
volunteer positions should be interviewed concerning experience, abilities, and
interests. It is important to know the days and hours when a volunteer is avail-

L . oy B
Fi ure 16-22 7 " " _ " _ Biography Information, | Mail & Cotact Log | Accessions | Loans
Lists & llotes | Pledges | Donations | Membership || Volunteer | Gifts InKind | Planned Giving
Volunteer Volunteer Information Avslsble | Veltesr Hows o o G
Stetus | Active | T Dite | Code Project [ Activiy [ Hows [~
Trackin 071162004 1 fo7ms2004 400 Director's Pet Project Compuder Education 400
| g Skils & Work  Computer Knowledge = "
Preferences | Gardsning Unti 05152003200 Ethnobotarical Garden  Planting native plants n EBG 4,00
050412005
= days
tours & Saturday or Sunday 3:00 am to 3:00 pm. ;I v
v Sunday
walakilty
Details [~ Wonday
|| I Tuesday
Emergency. Eloise Hanover - B10-555-67580 | Wty
corts [~ Thursday -
[~ Friday
| Setuday Erter How Howrs & | Previen [} | i e BED

Unknown | Update History

Enter information about the contact’s
interests, hours of availability, and
emergency contact.

Use this command button to Enter New
Hours. Enter information about the vol-
unteer activity and click OK.

B Enter New Hours

Date Hours

0712002004 4.40

Project

|D|rector‘s Pet Project
Activit

| Camputer
Location

Museum Archives
hotes

Henry spent several hours working with the director = |
on the design and lavout of the auction bookletO

OK Cancel |

El

You can use the Volunteer tab to record a contact’s volunteer status, skills and
work preferences, and availability. You may also track hours worked and emer-

gency contact information.
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To view or print a report that details volunteer hours for this contact, press the
Preview or Print command buttons.

Gifts-In-Kind

Some donors are in a position to give goods and services that can be used for
charitable purposes in lieu of cash, securities, or personal property. Examples are
free printing of invitations and programs by a professional printer, decorations
and flowers from a florist, or food from a caterer. Gifts-in-kind can help reduce
the cost of staging events for your organization.

. oA .
F|g ure 1 6-23 5 5 . 5 - - Biography Information | Meil & Cortact Log Access\ons[ Loans I
Lists & llotes | Pledges |Donations | Membership | Volunteer | Gifts InKind | Planned Giving
G|ftS' I n_KInd Date Description of In-kind gifts: Value
0360312001 Printing of auction booklet :I 500.00
01/2012002 Printing services for Christmas Party invitations ;I 300.00
07i01/2003 Provided printing services for Octoberfest Invitations: =l 1,200.00
i ;I
¥ B

Use this tab to record any donations that are not monetary, such as baked goods
for a summer barbecue, building materials, legal services, or textbooks. You can
also enter the approximate or estimated value of these goods.

Planned Giving

Planned giving, sometimes called deferred giving, is a method of making a char-
itable contribution in which some or all components of the gift are only distrib-
uted, or have their ownership finally resolved, after some event or some period
has passed. A wisely established planned giving mechanism will allow chari-
table gifts to avoid estate taxes; that may apply if the gift is instead included in
the donor’s estate. Planned giving mechanisms can also provide benefits for the
donor during his or her lifetime, including tax deductions.

Obviously, planned giving involves complex legal documents that are outside
the scope of PastPerfect. The Planned Giving Tab should be used to write a brief
description of the planned giving mechanism for the contact, if any.
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ADDITIONAL INFORMATION SCREENS

In addition to the Contacts Management Tabs, the contact screen has four addi-
tional information screens available. Use these screens to record Biography Infor-
mation, Mail & Contact Log, Accessions, and Loans.

Biography Information

Use this button to record detailed biographical information for the contact.
Entries can include: birth date, marital status, maiden name, places of birth and
death, number of children and their names, etc.

Figure 16-24 = ]
Biography Biographical Information
irthicary atital J=3 arrie ex | hWale erests | Computers, Gardening, Goalf, Hiking, Fishing
Information Bifthday | 06/231 046 Martal status | Married sex | mal nterests | Computers, Gardening, Galf, Hiking, Fishi
screen Maiden namel J
Mick names | Hank J
or Alias J Atfiistions | Elks Lodge, Pastille Chapter J
Chamber of Commerce, Pastille
Places ancd '
ot b, Lancaster, P4 j =~
and death
1989-1996 President of the Pastville Chamber of
Flaces or areas | Currently lives in Pastille, PA =] Titles and =]
of residence J honors Commetce J
Ch\ld_ren& ather 1978 Karen Cecile, daughter J Education | 1370 - Bachelor of Science Princetan University J
relationships 1981 Peter Elroy, son 1972 - MA Engineering and Computer Science,
=l University of Delaware |
Emplaver,| CEQ of Calibre Software Co.
occjpaz'ion J Publications J

Deceased [ Date | j/

Ecit

Mail & Contact Log

Use this button to view the contact history for the selected contact. The log is
automatically updated whenever a letter or mailing label is printed for the con-
tact. Also, you may make a new entry from this screen.

To make a new entry:
1. Click on the New Contact Entry command button.

2. Enter your initials in the Initials field. (Note: Initials are required to post an
entry.)

3. Select an entry from the list by clicking on the radio button on the left.
4. Hit the Enter key on your computer’s keyboard.
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If you selected <Enter Your Own Notes> a cursor will be active after your initials
in the mailing log. Simply type your notes, and click Exit & Save.

H u b8
Figure 16-25 J
. Mail & Contact Lo
Mail & Contact g
Fallov-up Date | 061 52001 Type | Meeti
Log Date Initials Motes eeling J
07/08i2004 10:21 =MLP= Entr@22, 1 Letter, Henry T. Hanower, Lir-Annual Meeting Announcermant Letter =]

061482004 11:50 =RLH= Entry#12, 11 Labels, Annual Yolunteer Picnic List, July 3, 2004,

01520/2004 11:48 =RLH= Entny@11, 16 Lahels, Ditector's Circle Dinner List, . Mailed invitations

03/09/2004 11:43 =RLH= Entn310, 25 Labels, Exhihit Opening List, mailed invitations for Carter House Grand Opening
0471172001 15:58 <MLP= Scheduled an appaointment to meet for coffee 06/ 5001

0313152001 15:40 <MLP= Entrya#3, 18 Exported, Exhibit Opening List,

031515899 1730 =MLP= Entna7 | 4 Letters, Directar's Circle List, Lir-Auction donations

Initizls
Ertter your initials and click on type of entry. | RLH

" Spoke with contact

" Left Message

" Sent e-mail message

" Mailed letter

" Requested information

" Sent Inforrmation

" Sent membership information
" Sentuse fee schedule

" Scheduled an appointment

“iewy Entire Maiing Loo 8] | Mewr contact entry [ ‘ Edlit

/

Press the New Contact Entry com-
mand. Once you select a mode of
contact from the list or press Enter
Your Own Notes, the entry will be
made on the Contact Log.

If you'd like to view the mailing log for all of your contacts, click the View Entire
Mailing Log command button. Here you can delete entries according to date, with
the Mass Delete button.

To delete entries:
1. Enter a date in the Delete All Mailing Log Entries Older Than field.

2. Click Ok.
3. Click Yes.

To delete an individual entry:
1. Highlight that entry by clicking on it.

2. Click Delete.
3. Click Yes.
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Accessions

Use the Accessions button to view any accessions donated by the contact. Con-
tacts are linked to an accession when the accession record is added, or by enter-
ing the Contact’s Id# on the Accession screen. To view a linked accession record
from the Contacts screen, double-click on the accession#.

If you have made any modification to the contact’s address, phone number, e-mail
and web site addresses, you can easily update this information in the Accession
records by clicking Update Accession Addresses.

Loans

Use this to quickly locate any objects a contact has loaned to your museum.
To view the loan information, double-click on a loan. To return to the Contacts
screen, press the Exit command.

Update History - Every time you add or edit a contact, an entry is automatically
entered into the Update History log located at the bottom right-hand corner of the
Contacts screen. The window records the username of the individual who modi-
fied the record and the date it was modified.

Printing

The print command at the top of the Contacts screen allows you to print letters
and mailing labels for the selected contact.

To print a label:
1. Choose the location of the label on a sheet. Your selection will be high-
lighted.

Select one of the six label styles.
Click Preview Label to verify the address and label’s location on the page.
Click Print Label.

Follow the prompts for your particular printer.

AN I

To print a letter:
1. Select a letter from the Letters on File list. Your selection will be high-
lighted.
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2. Select Formal for a formal salutation, or Casual for a casual salutation.
(These are taken from the Formal and Casual fields on the Contacts
screen.)

3. Click Print Letter to view the letter.
4. Click Print this Letter.

To e-mail a letter:
1. Select E-mail Letter from the Print screen.

2. Select a letter from the E-mail Letters list.
3. Click E-mail Letter to view the letter.

4. Click Send. (You must be connected to the internet before pressing send).

Add Entry To Mailing Log

After printing letters or labels, a dialog box will appear asking you if you'd like
to add an entry into the contact’s mailing log. The date and time, type of mail-
ing, recipient’s name and description fields are filled in automatically.

If you would like to add the entry to the mailing log:
1. Enter your initials in the By (Your Initials) box.

2. If you would like to add any additional notes, click anywhere in the Notes
field and begin typing and select the Include Notes In The Contact Log
Entry box.

3. Click Yes.

Sending letters to couples - You may have created a separate contact for each
spouse but don’t want to send two letters to the same household. To prevent this
from happening, select the Stop Mail option on one of the couple’s contact records.

CREATING AND MANAGING CAMPAIGNS

Planning and executing fund raising campaigns is important to the survival of
most museums and history organizations. Once you have created your databases
of contacts, you have gathered all the necessary information that can help you
identify your key supporters and turn your contacts and membership base into
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prospective donors. To access the Campaign Management screen, click Campaigns
on PastPerfect’s main menu.

Figure 16-26 B Campaign Management m
Brior et Addd Browse | Delete Ediit Print. Exit
screen
Campaign Capital Campaign 2004 Start date 01/01/2004 Last receipt 12/07/2004 Progress to Goal
Menager Allen, Arthur Enc date 01/01/2005  Last new member 03/09/2004 ‘ 100%
Ji =0t Fund =z Setup Pledge Thankyou Letter | 3
Purpoze [To raise maney for the endawment
Setup Pledge Payment Remincer Letter | =T
- Excel spreacshest for costs
%
Campaign Activities
Bctivity Meh::g;rs Cost Goal I Flecged [ Received
ili I Race for Histary 0 500.00 10,000.00 00.00
ilFundraiserDmner & Dance 0 500.00 5,000.00 600.00
ilMallmg 1} 2,500.00 10,000.00 10000
ilcalendar Sale 1} 7a0.00 4,000.00 AB0.00
5 |Mermbership Drive 3 (i)
= i 000
/il i oo
EI i 0.00
EI 2 0.00
EI 1 0.00
Miscellaneous 0 o.oo
Totals 5 4,250.00 30,000.00 ,7B0. 546000 | net 1,210.00
IW_ Updsted D30E2004 10:51 AM | Upkifited by | Update History
| )
Enter up to ten activities for each campaign. Information in the Pledged and Received col-
Click on the File Folder Icon next to the umns is entered automatically from the Pledges
activity to enter, edit, or view details about and Donations sections of the Contacts screen.
the activity.

The top of the Campaign screen has fields to record the campaign name, campaign
manager, the associated fund, the purpose of the campaign, and the start and

end date. The are two more fields for last receipt and last new member that will
be filled in automatically when donations are received or new memberships are
added as a result of the campaign.

At the bottom of the screen is information about campaign activities.

Campaign Activities

After creating the Campaign, you will need to generate a list of solicitation
activities for your fund-raising campaign. You can enter an activity name (usu-
ally a brief description), how much the activity will cost and how much you
hope to earn (Goal). The Pledged and Received fields are updated automatically



276 PastPerfect Museum Software User’s Guide

when you enter a pledge or donation payment from either the Contacts screen
or the Pledges & Receipts screen. You may view or enter additional details for
any activity by clicking the file folder icon to the left of the activity name.

Set up Pledge Thank you Letter and Pledge Reminder Letter - To modify these
letters for the campaign, click on the appropriate command button. The letter will
open in WordRite. The use of these letters was discussed earlier in the chapter.

Excel Spreadsheet - If your PastPerfect system is equipped with the optional
Multi-media Upgrade and you have MS-Excel, you will have access to an Excel
spreadsheet that you can customize to track accounting and other information
about each activity. Click on the Excel Spreadsheet For Costs command button.

-~

F|gure 1 6_27 @ Microsoft Excel - Campaign1.xls E]@‘
EXCGI Spread (€] Fle Edt  View Insert Format  Tools  Data  Window  Help Type aquestionfor help ~ - @ X
L11 - 3

sheet for cam- A [ B ] ¢ I D [ e T F T§x
. 1 |2K Race for History |
paign =
ZAdions Due by  Persons Involved Person Responsible Estimated Cost Actual Cost
| 4 |Strategy Mesting 1/26/2004 Richard Hilton, Atthur Allen, Jean Tanaka Arthur Allen $0.00 $0.00
& JCommittee Mesting 2/15/2004 Richard Hilton, Arthur Allen, Jean Tanaka Arthur Allen $0.00 $0.00
Design & Print Mailing 311572004 Gotta Go Enterprises Gary Ekran $1,250.00
hailing Sent 4/15/2004 Gotta Go Enterprises, Bethany England Bethany $675.00
Catering 51572004 Pedect Catering 610-555-4877 Patti Graham $500.00
9
/10|
11| Totals $2.425.00 $0.00 |
12| =
1

You may create an MS-Excel spreadsheet
that tracks accounting information for your
campaign activities. The spreadsheet can
have a separate page for each activity.

22
23
24
25 [
W4 v W]y Activityl £ Activity? £ Activitys { Activityd £ ActivityS £ Activityf £ Activity? £ Activit | < | i | [l
Ready UM

Print - The print function in Campaign Management allows you to select specific
campaigns to print. The choices include: This Campaign, All Campaigns, Current
Campaigns, and Past Campaigns. You can also print the details for each activity
by selecting the Include Details box.
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LISTS & LABELS

The Lists & Labels button on the main menu gives you access to a screen where
you may create, modify, or delete up to eighty user-defined lists and access the
twenty-three system defined fixed lists. You can also print letters and mailing

labels for each contact on the lists.

Figure 16-28

Lists & Labels
Screen

You may create up to eighty user-defined

lists to create targeted mailings for your

contacts database.

You may also use the system-defined

fixed lists to create

your contacts database.

B Lists & Labels
User Defined Lists Records I; Fixed Lists Records —[
Annual Volunteer Picnic List 14 All Contacts 39
Christmas Party List 28 AlList 14
Director's Circle Dinner List 16 B List 3
Docent Education Mews|etter 7 Docents 4
Exhibit Opening List 28 Employees T
Explorer's Club Dance 3] Students 1
Lunchtime Lecture Series 13 Wolunteers 18
Senior Field Trips 3] Gold Donars 3
] Silver Donors ]
0 | |Bronze Donors 16
] Donated 26
] Mever Donated 13
1] Fledge Open 22
1] Mo pledges 17
1] Contacts with membership 26
1] Contacts without memhership 13
Billing Members 20
0 Mon-hilling Members 5}
1] Memberships Overdue 1]
1] Memberships Mot Overdue 20
targeted mailings for 0 Life Members 2
1] Inactive Memherships 1]
1] Stap Mail 4
0 [ipdate Simmerifinter ] .
] H Addresses “iewy Mailing Log
0
] Click on desired list and then press Continue to
j print lists, labels, and letters or send e-mail.

sort &)

Click on desired list to
create, modify or print.

Continue

Click Sort to alphabetize
the User Defined Lists

To create a new user defined list:

1. Click in an empty list under User Defined Lists to select it.
2. Click Create or Modify User Defined List.
3. Type a list name.

4. Type a Boolean statement for adding records. (See note on Boolean State-
ments below.) Then click Add Matching Records To List Now.
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5. You may also append records from another list by clicking Append
Records From Another List, then double-clicking the list from which you
would like to append the records.

6. Use the Delete Non-Matching Records button to check the current list
against another and delete any records that do not match, thus creating
a list of only contacts that appear on both lists. Double-click on the list
you’d like to compare the current list to.

View List - Use this feature to view a list of all the contacts assigned to the list.

Boolean Statements

You may dynamically add a selected group of individuals to the list by enter-
ing a Boolean statement in the Filter Statement window and then clicking Add
Matching Records To List.

Creating a Filter Statement - A filter statement consists of a field name, a rela-
tional operator, and a comparison value, such as (Zip = “96740”). Available field
names are: Idno, Memno, Firstname, Lastname, Company, Address1, City, State,
Zip, PhoneW, PhoneH, Faxno, E-mail, and Donations.

Available relational operators are: =, #, <, >, >=, <=

All comparison values, except those for Donations, must be enclosed in quotes.
Multiple statements may be joined with words AND or OR.

Filter Statement Example:
Zip = “98026” and Donations>100

Adding contacts manually - Once a list has been created you may also add con-
tacts to the list manually. This is done from the main Contacts screen by first locat-
ing the record for the contact that you want to add and then pressing Add this
Contact to a List. Place a check mark next to the list name to complete the process.

Print, View, or E-mail Lists, Labels, Letters, or Envelopes

Click on a list and press Continue on the Lists & Labels screen to print let-
ters and mailing labels for everyone on a selected list. The list itself can also be
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printed or exported to an Excel file.
Figure 16-29 ® Select List
Select L|St Stop Mail ‘o may select field ranges below to further narrow the list Sart by
Fram | CLRRENT MEMBER o From ek " Follow up date
Grouy Field 1
SCI’een P ThrulGHEAT DONOR Thiu ’7 O Firstname  © Membership name:
mmlBRIAN From ,”7 * Lastname [ Membership type
Firstriamne Fuollowup Date: - -
Thru | RUTH Thru W Company Last paid
| " City " Paid thru
7 i
Thm GOMEZ el r;mliz " State " Ctherg
e ru
|Pase = " Zipcode ¢ Fiekdd
Type oM | CORFORATE  Group
Thd | SUSTAIMING
: . From | DIRECTOR'S CIRCLE IR
From this screen you may narrow the list Subtype  Cortacts List
YRS Thu | one
i i i (" Contacts List with hembership int
by entering modifying data in the range T ontacts List with Membership info
i Thru | 041 42004
fle|dS Prewew Pr\rﬂ
Last P From | 04112004
T pa The| pat 072004 Lakels & Ervelapes
e Fram | 13341 Paid thry Fom|04111/2005 Label Style
Thru|193?s Thru | 09/ 042005 o prewew labels
C#2 g5
= Display number of a3 (#
selected contacts -» an Jaels
Print Letters E-l mal\ Letters Expor’t to Excel file DonationDues SUmmary Envelope

¥ Include life members

I include Comacts with stopmei:

Exn

Mailing Date | 071 7/2004
Adjust to be sure correct summer, er address is yeed.

From this screen you may choose to Print
Letters, E-mail letters, Export to Excel

file, display a Donations/Dues Summary,
or Display number of selected contacts.

To print letters:

1. Select a list by clicking on it. This can be either a fixed list or a user-defined

list.

2. Click on the big Continue command button at the bottom of the screen.

3. The displayed field ranges automatically have the widest possible ranges.
You may narrow the list further by modifying the field ranges.

Click Print Letters which will open the WordRite screen.

5. At the top of the WordRite screen select a letter from the pull down list.

Choose either a formal salutation or casual salutation by clicking the appro-

priate button.

7. Click Print all letters to print a letter for everyone on the list. Or press Print
selected letters which will allow you to choose which letters to print.

8. An entry will be automatically made in the mailing log for each contact that

has a letter printed.
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To E-mail a letter:
1. Select a list by clicking on it. This can be either a fixed list or a user-defined
list.

Click on the big Continue command button at the bottom of the screen.
You may narrow the list further by modifying the field ranges.

Click E-mail Letters.

Select the letter you'd like to e-mail by clicking on it.

Click E-Mail Letter

You will then have the option to e-mail the letter to only one person, to
send one e-mail to everyone, or to send multiple e-mails to everyone.
Select one.

NSOl N

8. If you would like to include a signature, make sure the Include Signature
box is checked. (See Creating A Signature earlier in this chapter for details
on creating a custom signature.)

Export To Excel File - Use this feature to export the selected list to an Excel file.

Donations/Dues Summary - Use this button to print a ten-year summary of dues
and donations for the selected list.

Display Number of Selected Individuals - Click this button to see how many
people are associated with the selected list.

Print List - Use the print lists feature to print a list of everyone on the selected
list. If the Contacts List button is selected, only first name, last name, company,
addresses and phone numbers will be printed.

If you would like to print membership information as well, select Contact List
With Membership Info.

Labels & Envelopes - To print labels or envelopes for everyone on the selected
list:

1. Select a label style, or Envelope.

2. Click Print Labels.

3. If you would like to add an entry into the mailing log, enter your initials
in the Add Entry To Mailing Log window, and any notes, and click Yes.
Otherwise, click No.
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Include Contacts with stop mail - Generally you will not want to print letters or
labels for contacts with stop mail checked on their contact screen. To override this
setting, place a check mark in this box before printing letters or labels.

Include life members - Contacts with a membership payment interval set to
Life are not required to make membership payments. Place a check in this box to
include these members when printing letters and labels.

View Mailing Log - This option on the Lists & Labels screen is identical to the
View Mailing Log function found in the Contact screen. Click on any entry to edit
its details. (See View Mailing Log earlier in this chapter for more information.)

Update Summer/Winter Addresses - This List & Labels screen option allows

you to update any addresses according to the dates entered into the Secondary
Address date range in the Contacts screen. If you have contacts with seasonal
addresses, you should always perform this function before printing labels and let-
ters. The addesses will be selected based on the date range setting and the date on
your computer.

PLEDGES/RECEIPTS

This main menu command allows you to view pledges and receipts for an entire
year. The Pledges & Receipts screen is divided into three sections: Pledges, Dona-
tions, and Membership Dues. PastPerfect allows you to view an entire year or
view data month by month.

You can view receipts for any given month or for the entire year by selecting the
tabs at the top of the Pledges/Receipts screen.

To select the year you would like to view, click Year in the bottom right-hand
corner of the Pledges/Receipts screen. Select a year by typing it or clicking the up
and down arrows. When the appropriate year is showing in the window, click Ok.

You can view the details of a pledge, donation, or dues payment by double-click-
ing it. (See Pledge Detail earlier in this chapter for more information on editing
pledge details and printing thank you letters.)
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F|gure 1 6-30 B Receipts for the year 2004

Pledges & January I February I March I Al I May 1 June I July 1 August I September I October 1 Mavember I December Entire
Rece| pts edges Donations Membership Dues
Date | / From [ amourt[ ][ pate | From [ amourt[ [ pate ] From [ Amount
Screen 12002/2004 TuckerMauise 10000 || [12:07/2004 Smithson, lan 30000 |[|09A0/2004 Hatian Art Company 7500
124172004 Fitzgfibon, Barbara 10000 |||12M03/2004 Fitzyisbon, Barbars 10000 |f|o7i02/2004 Blsine, Fiona 200,00
1152172004 BAGiand, Bethany L 10000 ||[11/22/2004 England, Bethany L 10000 |[|06i05/2004 Griffin, Jennifer 150,00
1141572009/ Margalis, Barbara 5000 |||114562004 Margolis, Barbara 5000 |||o6im 2004 Holmes tamiy 100.00
11097904 Washington, Alfred 30000 |[[11A15/2004 Kramer, Harcing 20000 |[|04n14/2004 Parr Famiy 50.00
1192004 Smithzon, lan 30000 |[[10:22/2004 Tucker, Erwin 20000 |[|04n1/2004 Gomez Family 40,00
g1 272004 Kramer, Harding 20000 |[|o7A7/2004 Hanover, Henry 300000 ||6344/2004 Hoses, Paul 100.00
/0072004 Tucker, Erwin 20000 ||{07M06/2004 Rombaugh, Lennox 10000 |[|03i09/2004 Spencer Family 50.00
(70672004 Hiton, Richard L 30000 |[|ovi06200d Meyers, Pamela 10000 |f|0307/2004 Tucker, Erwin 4000
0710672004 Rombaugh, Lennox 120000 | |07/06/2004 Tucker, Loise 30000 |[|02e8/2004 Carter, Rose 30.00
- |07.0612004 Mevers, Pamela 10000 |(|0823/2004 Hosea, Paul 10000 |[|0221/2004 First Interstete Savings and Loan | 75.00
: 30000 |||06AS2004 Hiton, Earl 12500 |[|o2e1/2004 Packweood Famiy 5000
Click on the 'month tab at the tOp of 10000 |[|0501/2004 Carter, Rose 10000 |[{0221/2004 Carter Family 30.00
the screen to view information by 2000000 | |04A6/2004 Gomez, Erian 30000 0112372004 Fezsibison Farmily 200,00
100000 | |0315/2004 Gomez, Brian 30000 |f|oA5/2004 Hatian Ant Company 75.00
month. 50000 (|03M08/2004 Kramer, Harcing 2000000 —||01/02/2004 Hiton, Richard 20000
1200000 ||D30AZ004 Tucker, Louise 10000 ({02004 Baker, Kate a0.00
(310572004 | Carter, Rose 10000 ([0307/2004 Holmes, Margaret 50000 (|o10272004 Kilpatrick, George 25.00
03052004 Kilpstrick, George 500,00 0310572004 Ekrom, Gary 500,00 0110272004 Hanover, Henry 40.00
130372004 Blsine, Fiona 150000  |||[03i0572004 | Carter, Rose 30000 4
Total pledges:  £1980.00 Totsl donstions:  29585.00 Tolsldues: 156000

Erter Plecige Pri Pledge | Enler Receipt | Print RE:E\MS‘L Print list ‘ Erter Receipt ‘ i et Print list
\ .
Changs year Year \ Double-Click on ertry for u%\ \ Exit i

To view a different year, click on Each section has command buttons below the column
the Year command button. that perform functions for that section. Use the com-
mand buttons to enter receipts, view, edit or print.

Enter and print pledges, dues and donation receipts

Enter Pledge - To enter a new pledge:
Click Enter Pledge

Double-click a contact on the list to select that person.

w N

Choose a campaign, activity, etc., from the pull-down menus.

>

Enter an amount and date of first payment (Note: A value must be entered
into these fields before a pledge can be posted.)

5. Click Post.

You can also create or print a reminder letter after a pledge has been posted. (See
Enter A New Pledge earlier in this chapter for information on printing a reminder
letter.)

Enter Donation Receipt - To enter a donation receipt:
1. Click Enter Donation Receipt.



Contacts 283

2. Double-click a contact to select that person.
3. Select a campaign, activity, fund, etc. from the pull-down menus.

4. Enter an amount, payment type, and a reference number. (Note: These
fields must be entered before a receipt can be posted.)

5. Click Post.

After a contact has been selected, you can view their donation history by clicking
the History button.

Print Pledge/Print Donations - You can print pledges and donations by campaign
or date range. To do so:
1. Select a year.

2. Select a month or entire year by clicking its tab at the top of the Pledges/
Receipts screen.

3. Click Print Pledge or Print Donations.

4. Select a campaign or AllL

5. The date range will be filled in automatically according to the year and
month you selected prior to clicking Print. But you can fine-tune the date
range by clicking in date fields and typing a different date.

6. Select the Sub-total by campaign box to have PastPerfect automatically
insert the sub-total.

7. Pledges or donations can be sorted numerically by date, id#, and amount,
or alphabetically by name. Select the appropriate box.

8. Click Print.

Print Dues Receipts - To print membership dues receipts:
1. Click Print Dues Receipts

2. Select membership type and sub-type (or all, if you would like to print by
date range.)

3. Choose whether you would like to sort dues by date, name, amount, or
membership type by clicking the appropriate button.

4. The date range is entered automatically according to the month and year
selected before clicking Print Dues Receipts, but you can fine-tune the
date range by clicking the date fields and amending it.
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5. Select the Sub-total by membership type box if you'd like PastPerfect to
provide the sub-total automatically.

6. Click Print.

Print Lists - Use the Print Lists command button to print the donations and dues
receipts for a selected year and month, or for an entire year.
1. Choose the month or year you’d like to print by clicking its tab.

2. Choose how you would like the list sorted (i.e. Date, ID#, Name, Amount,
etc.)

3. Click Print under Donations to print donations receipts, or under Dues for
membership dues receipts.

4. Click Exit to return to the Pledges/Receipts screen



