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INTRODUCTION

E.L.E.C.T. Fundraising is a campaign contribution tracking tool that allows you to:
» Track contributors and their donations
« Track other types of receipts (e.g., loans, in-kind contributions)
« Track payees and their expenses
¢ Quickly send Thank You letters for donations received

« Generate reports detailing amounts received and spent

Quickly generate D-2 reports to submit to the State both printed and electronically

E.L.E.C.T. Fundraising is designed for maximum ease of use while providing critical
information and tools to track campaign receipts and expenditures.

For options to: See:
Getting started Chapter 1
Select activities from the Main Screen Chapter 1
Enter Contributor information Chapter 2
Enter and edit pledges Chapter 3
Enter and edit receipts; convert pledges to receipts Chapter 4
Enter and edit payees Chapter 5
Enter and edit expenditures Chapter 6
View repayments of loans Chapter 7
View the status of your funds; enter Committee information Chapter 8
Send Thank You letters; send out mailings Chapter 9
Print Contributor lists, expenditures, deposits, D-2 reports, Schedule A-1 | Chapter 10
Enter and edit events, contributor types, payee types, expense types, Chapter 11
user-defined fields; change your password; change print setup for

reports; add and edit committees, salespeople, beneficiaries

Back up and compact the database Appendix 1
Read helpful tips Appendix 2
Learn about printing and previewing Appendix 3
See field descriptions Appendix 4
INSTALLATION

1. Insert E.L.E.C.T. Fundraising - Disk 1 into your floppy drive (or the CD-ROM into your
CD-ROM Drive).

2. In Program Manager, select File then select Run. (In Windows 95, select Start and
then Run.)




3. Type a:setup (or b:setup if the disk is in drive b). For CD-ROM type d:setup (or
replace d with the letter of your CD-ROM drive).

4. Use all the default settings that E.L.E.C.T. Fundraising suggests to you during the
setup. If you put the files in some other location, the program will not run.

If you cannot use the defaults, please contact ELECT, Inc. at 773-281-9512.
5. Insert the next diskette when the setup program asks for it.

The setup program will build a group of icons for E.L.E.C.T. Fundraising. Some of them
are used only for maintenance (See Appendix 1.)

If you need to place the data file (funddata.mdb) anywhere except c:\elect (the default
directory during installation), please add the following line to the [Run-Time Options]
section in the c:\windows\fund.ini file: Funddata=<path> with no spaces and no ending
backslash. (Replace <path> with your path.) In addition, you must change the path of
the funddata.mdb file in the Compact_Restore funddata.mdb icon. (Call 773-281-9512 if

you need help with this.) If you have moved the data file from c:\elect, delete it from the
c:\elect directory.

ENHANCING PERFORMANCE

There are some settings you can change on your computer to speed up the
performance of E.L.E.C.T. Fundraising.

The minimum requirements to run E.L.E.C.T. Fundraising are a 486/66 computer with
8MB of RAM. Anything faster than this will cause the program to run more quickly.

Set up a permanent swap file. To do this in windows 3.1, or 3.11,
1. Open the Main program group in Program Manager.
2. Double-click on Control Panel.
3. Double-click on 386 Enhanced icon.
4. Click on Virtual Memory.
5. Click on Change.
6. Under New Swapfile Settings, select Permanent.
7. In the New Size box, type in the Recommended Size.

8. Click both 32-bit access boxes at the bottom of the screen. (Your computer may
not support 32-bit access, if so the boxes will be dimmed.)



9. Click OK.

10. Click the button to re-start Windows for the changes to take effect.
If you have a line for smartdrv.exe in your autoexec.bat or config.sys file, make the
following change to the second number at or near the end of the line. It probably reads
something like 2048 1024.

« If you have 8MB of RAM, change the second number (e.g., 1024) to 128.

* If you have 12MB of RAM, change the second number to 256.

» If you have 16MB of RAM, change the second number to 512.

RUNNING E.L.E.C.T. FUNDRAISING

To start E.L.E.C.T. Fundraising, double-click on the E.L.E.C.T. Fundraising icon:

ELELT

wialigh
i asal

ELELCT.
Fundraizing

You will then be asked for a Logon Name and a Password.
1. Type MANAGER for the Logon Name.

2. Type MANAGER (case-sensitive) for the Password. You can change your password
inside the program (see Chapter 11 - Maintenance ).



CHAPTER 1 -- GETTING STARTED

This chapter briefly describes the capabilities of E.L.E.C.T. Fundraising and the first steps you
should take when starting the program.

MAIN SCREEN
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FUNDRAISING
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Fig. 1

Maintenance
Click the Maintenance button (Fig.1 - A) and the Maintenance Selection screen (Fig.2) appears.
From this screen, you can can

« Enter a list of events that will populate drop-down lists on the screens. For more
information, refer to the Events section in Chapter 11 -- Maintenance.

« Enter a list of contributor types that will populate drop-down lists on the screens. For more
information, refer to the Contributor Types section in Chapter 11 -- Maintenance.

« Enter a list of payee types that will populate drop-down lists on the screens. For more
information, refer to the Payee Types section in Chapter 11 -- Maintenance.

« Enter a list of expense types that will populate drop-down lists on the screens. For more
information, refer to the Expense Types section in Chapter 11 -- Maintenance.



* Work with user-defined fields. For more information, refer to the User-Defined Fields
section in Chapter 11 -- Maintenance.

» Change your password. For more information, refer to the Changing Your Password
section in Chapter 11 -- Maintenance.

» Enter and edit information about your political committee. For more information, refer to
the Committees section in Chapter 11 -- Maintenance.

» Enter a list of salespeople that will populate drop-down lists on the screens. For more
information, refer to the Salespeople section in Chapter 11 -- Maintenance.

» Enter a list of beneficiary types that will populate drop-down lists on the screens. For more

information, refer to the Beneficiaries section in Chapter 11 -- Maintenance.

» Backup data to delimited text files. For more information, refer to the Backup to Text
section in Chapter 11 — Maintenance.

Maintenance Selection

Done |
Ewvents | 4 Change Password
» | Contributor Types | 2 BackUp to Text
P | Payee Types P | Commitiees
P | Expense Types [ 2 Salespeople
b | UserFields P | Beneficiaries
Fig. 2

Checkbook

Click the Checkbook button (Fig.1 - B) to open a screen where you can enter information about

your political committee and view your checkbook balance. For more information, refer to
Chapter 8 -- Checkbook.



Contributors

Click the Contributors button (Fig.1 - C) to open a screen to enter information about
contributors. In addition, you can view recent donations, enter information into user-defined
fields and user-defined checkboxes, add new pledges and add new receipts for a specific
contributor. For more information, refer to Chapter 2 -- Contributors.

Receipts Selection

Done |
RBeceipts
P | Pledges
Fig. 3

Receipts
Click the Receipts button (Fig.1 - D) to open the Receipts Selection screen (Fig.3). From this
screen you can

* Review a list of receipts

* Review a list of pledges

For more information, refer to Chapter 4 -- Receipts.



Expenditures Selection B4

Payees

Expenditures List

Print Checks

MM

Align Checks

Fig. 4

Expenditures
Click the Expenditures button (Fig.1 - E) to open the Expenditures Selection screen (Fig.4).
From this screen you can

View, edit and add new payees
View and edit a list of expenditures
Print checks

Align checks in the printer

For more information, refer to Chapter 6 -- Expenditures.

Loans
Click the Loans button (Fig.1 - F) to open a screen where you can

View the balance of loans received and loans made

For more information, refer to Chapter 7 -- Loans.



Letters/M ail Labels Selection

Fig. 5
Letters
Click the Letters button (Fig.1 - G) to open the Letters/Mail Labels Selection screen (Fig.5).
From this screen, you can
» Create your own form letters

* Send Thank You letters

» Produce mailing labels, form letters, envelopes or export mailing information to a word
processor

For more information, refer to Chapter 9 -- Letters and Mail Labels.
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Reports
Click the Reports button (Fig.1 - H) to open the Report Selection screen (Fig.6). From this
screen, you can print

Contributor Lists, including Detailed Receipts, which provides a listing of detailed receipts;
Total Receipts, which provides a summary of receipts; Fundraising Call List, which
provides a list of phone numbers of your contributors

Expenditures, which provides a list of expenditures by payee

Deposits, which provides a list of receipts to check against your bank deposit slips
Income and expense reports

Custom Reports

Schedule A-1

D-2 Reports

For more information on reports, refer to Chapter 10 -- Reports.
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FIRST STEPS

The first time you enter E.L.E.C.T. Fundraising, you will get a message to enter a Committee
Name. To do this,

1. Click OK to the message. The Committees List screen (Fig.7) appears.

Fig. 7
2. Click the Add New button (Fig.7 - A). The Committees screen (Fig.8) appears.

Wt Elnction [abs

Fig. 8
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3. Enter the name of your political Committee in the Committee Name field (Fig.8 - A), the
Committee’s address in the Address and Address?2 fields (Fig.8 - B), the Committee’s city,
state and zip in the City, State Zip field (Fig.8 - C), the Committee’s state identification
number in the State ID field (Fig.8 - D) and the date of the next election in the Next
Election Date field (Fig.8 - E). This information will also be used on the D-2 reports. To
save this information, click the Save button (Fig.8 - F).

4. Click the Done button (Fig.7 - B) on the Committees List screen to return to the Main
Screen.
You should also enter information about your committee’s funds.

1. On the Main Screen, click the Checkbook button. The Checkbook screen (Fig. 9) appears.

ELELT = Aeomcile | Dewe 1,.__[;
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Fig. 9

2. Enter the Starting Date (Fig.9 - A) for the period. (This will be the day after end of the last
reporting period.) The Save Funds button (Fig.9 - C) appears.

3. Enter the the balance from the end of the last reporting period into the Amount field
(Fig.9 - B). This amount must be identical to the closing balance on your last D-2
report.

This date and this amount will be used for the start of the reporting period and the funds

available at the start of the period on the D-2 reports. (For more information on the D-2
report, refer to the D-2 Reports section in Chapter 10 -- Reports.)

13



4. To save this information, click the Save Funds button (Fig.9 - C).

5. To exit this screen, click the Done button (Fig.9 - D).

Another thing you might want to do right away is to change your password. For more
information, refer to refer to the Changing Your Password section in Chapter 11 -- Maintenance

CHAPTER 2 -- CONTRIBUTORS

A Contributor is any person, company, political committee, etc. from whom you have received
anything of cash value (e.g., donations, bank loans, in-kind contributions, interest). The
Contributor List allows you to locate any contributor in your database by typing in the
contributor’s last name, company name, or reporting name. You can then view contributor
information, edit contributor information, add contributors, delete contributors, enter and edit
other contributors for the reporting name, enter and edit donations and enter and edit receipts.

To access the Contributor List option:
» Click the Contributors button on the Main Screen
(or)
* Hold down the Alt key and press the C key.

The Contributor List screen (Fig.1) appears.

Contributor List B;, A

SearchBY: & Cconyibytar Name O Reporting Name |Add New! | Done !

C' Company Name C' Reporting Address

Enter the first few letters of the Contributor's Last Name.

Add Pledge | | Add Receipt

ter

1414 Capitol Avenue The Capital Group The Capital Group (217 625-2632 -
100 Kain St Acme Medical Clinic | Acme Medical Clinic | (773)123-7864 ||
Abasi Stan and Milli 11 West Street Stan and Millie Abasi | (708)555-3932
Camel John 300 Kain ABC Printing. Inc. John Camel (534) 230-9482
Desmond Jim 222 M. Michigan Elect, Inc. Jim Desmond (312) 644-5050
Doe Jane 2323 5. Water HYZ Company Jane Doe (888) 885-0888
Doe Janet 1E Second JanetDaoe (555) 456-5952
Doe John 400 3. Michigan Elect, Inc. John Doe (312) 5551212
Dow John 1 Plaza ABC Company John Dow (219) 565-5488
Getz Faul 500 First Faul Getz (71315551212
Jackson George 1M State D & E Company D & E Company (312) 5551212
Johnson Jirnrry 7362 M. Lowell Jimrry Johnson (3121 674-6278
Johnson Tom 100 3 Main Taom Johnsaon (392) B47-9632
Jones John B Sixth St John Jones (243) 234-2342
Jones Sam 2 Second St Sam Jones (242) 342-4323
Lewin Lee 200Wall St ATET ATET (2149) 251-6165
Fhelps Jeff 787 3. Second Smith Construction, Inc. | Smith Construction, Inc. | (312) 5551212
Fubin Bill 1 First St. Bank of MY Bill Rubin (312) 432-9871
Bubin Dawid 1 Wall St Bank of MY Bank of MY (2121 222-6555 h
Fig. 1
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ADDING A CONTRIBUTOR

To add a contributor to your list,

1. Click the Add New button (Fig.1 - A) on the Contributor List screen. The Contributors
screen (Fig.2) appears.

I Inte | UserFields | Pledges | Print | Save | Done |
| Comtibutor Information —— - D

Inlaimal 5 abitatssr | R e F
| Fanmal 5 alit abic |

| [ MJ:;L

0)
< 1 | e R | M
o Ei g @ emmr—————©
— —

Fiepasting Information Er Heceipts M

B B St v i
il | [ | 7577 | —
|

41MI |
N

o B T N T T
e i Chock? [ Check 5 [ Check
B el [l [l

Fig. 2

2. Enter the appropriate information. (For more information on the fields, refer to the next
section on Contributors Screen Sections.) Be careful not to enter a contributor who is
already listed. To determine if the contributor is already in the system, perform a careful
search using the methods described in the Searching for a Contributor section in this
chapter to ensure that you are not duplicating contributors.

3. Click the Save button (Fig.2 - A) to save the record. If you do not click Save, the
contributor will not be included. After clicking Save, you will automatically be able to enter
another new contributor.

CONTRIBUTORS SCREEN SECTIONS

15



Contributor Information
The Contributor Information section (Fig.2 - B) displays hame, mailing address, company name,
telephone number, fax number, contributor type, a notes field, etc.

The Prefix (Fig.2 - C) and Suffix (Fig.2 - D) drop-down lists contain common prefixes and
suffixes. If the prefix or suffix you need is not in the list, just type in the prefix or suffix.

The First Name field is used with Prefix, Last Name and Suffix to generate names on labels and
envelopes. Therefore, if you use a prefix such as Mr. and Mrs., use only one person’s first
name (e.g., John) not both people’s first names (e.g., John and Mary) in the First Name field.
You want the labels to print as Mr. and Mrs. John Smith not Mr. and Mrs. John and Mary Smith.
(You can put John and Mary in the Informal Salutation field, so informal letters will read Dear
John and Mary.)

After you enter the First Name (Fig.2 - E) and tab out of the field, the Informal Salutation (Fig.2
- F) automatically fills in with the First Name you entered. If you did not fill in a First Name, the
Informal Salutation defaults to Friend. The Informal Salutation is used for the informal greeting
on letters in the form Dear <Informal Salutation>.

After you enter the Last Name (Fig.2 - G) and tab out of the field, the Formal Salutation (Fig.2 -
H) automatically fills in with the Prefix and Last Name you entered. If you did not fill in a Last
Name, the Formal Salutation defaults to Friend. The Formal Salutation is used for the formal
greeting on letters in the form Dear <Formal Salutation>.

If you want to enter work address information, you can enter that information starting in the
Work Address field (Fig.2 - K). If you want to enter home address information, first click the
Home button (Fig.2 - L). The Home Address fields appear. The Work/Home buttons just display
Work or Home Address so that you can enter either or both addresses.

After you enter the address information and tab out of the Zip field (Fig.2 - M), the Reporting
Address (Fig.2 - N) automatically fills in. The information you entered for the Contributor’s
address is copied into the Reporting address. The Entity Code refers to the type of entity of the
contributor. The Reporting Name is dependent on the Entity Code chosen. If the Entity Code
is ORG, the Reporting Name will be used. If the Entity Code is IND, the Reporting First Name
and Reporting Last Name will be used. (For more information on Reporting Information, refer
to the next section on Reporting Information.)

The Mail To buttons (Fig.2 - O) determine whether mailings (letters, labels) are sent to the
home (H) or work (W) address. If you select Mail To Home, make sure there is a Home
Address. If you select Mail To Work, make sure there is a Work Address.

The Contributor Type field (Fig.2 - P) has five default values listed: Business, Grouped,
Individual, Lobbyist, PAC. This information is not required for any reports, but it helps you
categorize your contributors. If you need a value that is not one of the defaults, type it in and
press Tab. You will then be prompted to add that value to the list.

Note: The Grouped type should be used only for a contributor that is set up for grouped,
unitemized donations. Receipts from contributors of this type will never be itemized. For
example, you can use Grouped to record one hundred raffle tickets sold at $20 each.
The $2000 receipt will be reported as an unitemized receipt.

16



The No Mail checkbox (Fig.2 - Q) is used to prevent mass mailings to this contributor. However,
even if this box is checked, Thank You letters are still sent.

The Attach button (Fig.2 - R) is used to bring up another screen to enter additional contributors
for this Reporting Name. (For more information on adding additional contributors refer to the
Adding Additional Contributors to a Reporting Name section in this chapter.)

Reporting Information

The Reporting Information section (Fig.2 - S) of the Contributors screen displays the way any
receipts from this individual are reported. Make sure that the information in this section exactly
matches the top of any check you receive. If you receive a cash contribution, you must get the
Reporting information from the Contributor.

Note: You should have only one Contributor record for each Reporting Name (and address).
Multiple receipts are then associated with this one record. (For more information on
receipts see Chapter 4 -- Receipts.)

Receipts

The Receipts section (Fig.3) displays a list of all receipts (Fig.3 - A) from this Contributor. When
you are adding a new Contributor, this list is blank. Also, the Donations section (Fig.3 - B) does
not display when you add a new Contributor.

When you view a Contributor already in the database (see the section below on Viewing and
Editing Contributor Information), four fields of previous donations display. These amounts are
donations only and do not include loans received, miscellaneous receipts or in-kind
contributions. The Largest Donation field (Fig.3 - C) displays the largest single donation from
this Contributor. The Total Donations field (Fig.3 - D) displays the total of all donations from this
Contributor. The YTD Donations field (Fig.3 - E) displays the total of donations from the start of
the year trhough the current date. The Prev Yr Donations field (Fig.3 - F) displays the total of
donations in the entire previous year.

To add a new receipt for this Contributor, click the Add Receipt button (Fig.3 - G). To view the
entire receipt record of an item in the list (Fig.3 - A), either double-click on the

record or highlight it and press the Enter key. (For more information on adding and editing
receipts, refer to Chapter 4 -- Receipts.)

17



Receipts Add Receipt | « G

Double-click on a record to view or edit it

A— | 12/28/96 | $11.00 Dinner n
9/23/96 $2.00 Tennis .
9/23/96  $h0.00 Golf |
RA0/96  $5.00 Tennis n

B—qk Donations

C—_ E
(Largest| $2.000.00 | YTD| $3689.00 |«
D—_
[ TotaP| $3.744.00 | Prex Yi $55.00 L F
Fig. 3

User Check Boxes
The User Check Boxes section (Fig.4 - A) of the screen is used to designate nine categories

and mark each voter accordingly. Click on the green label (Fig.4 - B) of a checkbox to name it.
You can tracking anything, from people who sponsor a hole at your golf outing to those who
you send complimentary tickets to. After you name the Check Box, you will get the option to
delete all current data in this field. For instance, if you change the label on a check box from
Golf to Tickets, you will want to delete the records of contributors checked for Golf and start

with a clean slate for Tickets.

Reporting Information

| Name
Address Add 2
| |

[ Stae 2o |
Erpiover] [ccun |

A—=
High Dollar 8= Check 4 RS Check? B
User
Check [f=1as [ Check b = Check8 [=
B —_|Boxes
Golf Outing B EISCheckb B Checkd =
Fig. 4
User Fields

Clicking on the User Fields button (Fig.2 - T) displays the User Fields (Fig.5). On this screen,
you can enter information into your user-defined fields. (For more information on setting up
User-Defined fields, refer to the User-Defined Fields section in Chapter 11 -- Maintenance ).

18



To enter information into a field, simply click on the drop down box next to each entry (Fig.5 -
A). This will display a list of possible options for that field. If you tab into the field, the list will
automatically drop down. Either select an option from the list or type in the desired entry.

=-| Contributors
| Prev I | Next I | Info I |Qser Fieldsl | Pledgesl | Print I | Delete I | Save I | Done I
|Jim Cesmond |
A i —>{z] [ (] [ [2]
[ [ [
| (2] | 2] | (2]
| (2] | 2] | (2]
| [2] | [2] | (]
| [2] | [2] | (]
| [2] | [2] | B
Fig. 5
Buttons

The top of the Contributors screen contains a row of buttons (Fig.6).

Contributors

| Elcvl |Hc>d| | Info | |Qscr FicIdBI | I"It:dgcsl | r"[intl | Lclctc | | Save I | Donc |

Fig. 6

Takes you to the previous Contributor record (does not display when adding

Takes you to the next Contributor record (does not display when adding a

Takes you to the Contributor Information screen when you are on the
Contributor User Fields screen

Prev

a new contributor)
Next

new contributor)
Info
User Fields

Contributor Information screen
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Pledges Takes you to a screen to enter and view pledges for this contributor (For
more information on entering and editing pledges, refer to Chapter 3 --

Pledges.)

Print Prints the current contributor’s record

Delete Deletes the current contributor (does not display when adding a new
contributor)

Save Saves the current contributor record

Done Closes this screen and returns you to the Contributor List screen

SEARCHING FOR A CONTRIBUTOR

On the Contributor List screen (Fig.1), determine how you wish to find the contributor:
« by last name
e by company name
« by reporting name
By Contributor Name
This feature allows you to look up contributors by their last name.
1. Click on the small circle in the “Search By” section next to Contributor Name (Fig.7 - A).
Contributor Name is the default setting and is automatically selected when you access this
feature.

2. Begin typing in the last name (Fig.7 - B).

As you type the last name, the system highlights the first record in the list that contains a
last name with the entered letter or letters.

For example, if you type A the system highlights the first record in your list that contains a

last name that begins with A. If you type AS, the system highlights the first record in your
list that contains a last name that begins with AS.
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Contributor List

A SearchBy: | @ conyibutor Name C' Reporting Mame
C' Company Narme C' Repoting Address
Enter the first few lefters of the Contributor's Last Name.
B—> |

Fig. 7

By Company Name
This feature allows you to look up contributors by their company name.

1. Click on the small circle in the “Search By” section next to Company Name (Fig.8 - A).
2. Begin typing in the company name (Fig.8 - B).

As you type the company name, the system highlights the first record in the list that
contains a company name with the entered letter or letters.

For example, if you type A the system highlights the first record in your list that contains a

company name that begins with A. If you type AS, the system highlights the first record in
your list that contains a company name that begins with AS.

Search By T Contributar Narne T Reporting Narme
A > ® Company Mame C' Reporing Address

Enter the first few letters of the Company.

™

B

Fig. 8
By Reporting Name
This feature allows you to look up contributors by their reporting name. This is the name on
their check, though not always their name or their mailing information.
1. Click on the small circle in the “Search By” section next to Reporting Name (Fig.9 - A).
2. Begin typing in the reporting name (Fig.9- B).
As you type the reporting name, the system highlights the first record in the list that

contains a reporting name with the entered letter or letters.
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For example, if you type A the system highlights the first record in your list that contains a
reporting name that begins with A. If you type AS, the system highlights the first record in
your list that contains a reporting name that begins with AS.

Contributor List
A

Search By:

S
C' Contributor Name ®  Reporing Name

C' Company Marme T Reporting Address

Enter the first few letters of the Reporting Name.

i

Fig. 9
By Reporting Address
This feature allows you to look up contributors by their reporting address. This is the address on
their check, though not always the address in their mailing information.
1. Click on the small circle in the “Search By” section next to Reporting Address (Fig.10 - A).
2. Begin typing in the reporting address (Fig.10- B).

As you type the reporting adress, the system highlights the first record in the list that
contains a reporting address with the entered letters or numbers.

For example, if you type 9 the system highlights the first record in your list that contains a
reporting address that begins with 91. If you type 91, the system highlights the first record
in your list that contains a reporting address that begins with 91.

Search By:

dtor Name T Reporting MName

T Company Narme ® Reporing Address

Enter the first few numbers of the Reporting Address.

T

Fig. 10
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VIEWING AND EDITING CONTRIBUTOR INFORMATION

After you use the Search option, the Contributor List screen brings you to the place in the list of
contributors who best match what you have typed in. This screen only provides limited data
about each contributor.

HINT - You can add a new contributor by clicking Add New (Fig. 11 - A). For more
information, refer to the Adding a Contributor section in this chapter.

To see more information about the contributor, you can

» Double-click anywhere in the line (Fig.11 - B) where the contributor is displayed
(or)
» Select (highlight) the contributor either by clicking with the mouse or using the t or | keys,
and then pressing the ENTER key.

A
SeachBY @ CombuoMare O Repoing Hane | Add Mew | | Done |
[ Conpary Mame [ Beporing Aot
Entpr the fined Fow leblere of the Contribuboa's Lash Nemn,
I—
) Add Pledge | | Add Beceipt|
Dnubli-chck on a iscmd o beghlight ared necz Enler 1o wdil @
Last Hames  Firsl Hams
100 K. W= ARC Comvjsanr ABLC Conijaars |
Capinl deprus Thes Capinl Giosp Thes Capand [674) 555532
100 Ksin 5t Ao Medios Ciric Aore Medicsl Cinic N B
berreetad Sinall Donatioe Genial ol Donatoe y e
HMHE Marn Cilghird: 1o Rl Jon Dl & R Jon
fubas Sy and WSl 11 "Wzt Shesi Sien and Milbs iban
D B TUT 5. Secorad ABC Company Daker Dl
Carmad JaFi AN H s o L
Diazmond lirs 22 W Wechigan Elasl, Ine Jer Daiveersd 317 E&4-5080
Nos Jare ZITTE e N Company sy [igen L e i o
Dos Jarest 1 E Secord Adanet Dos 555 45252
v JaFii 400 5. M cFwegar £, e ks Dhoat [FI] 85122
Dlow lokn 1 Flaza ARC Compary Johey Ciomes 1315| SEE-SBS
Gtz Faul S0 Fiest Pyl stz MHEE1HE
e i Genage T W Shsie ABC Comnpang George.Jackson [FHEEE12
Jeod i J v T2 M. Laviesied R T e 2| eFd-BZTE
deohreon Tom 00 5 W an Tiomi Jpheron
o Jon % Bedh St Jobwr doras -
Fig.11

The Contributors screen (Fig.12) appears. You can edit contributor information, edit reporting
information, enter user field information, attach other contributors to this contributor record,
enter pledges, enter receipts, print the contributor record, view other contributors, or delete the
contributor record from this screen.

For more information on the fields and buttons on this screen, refer to the section on
Contributors Screen Sections above.

23



To change the contributor’s current information,
1. Tab to the field (or click in it).
2. Type the new information.
3. Click the Save button (Fig.12 - A). If you do not click the Save button, the changes will
not be recorded.
To cancel changes made to a record (before they are saved),
1. Click the Done button (Fig.12 - B).
2. Respond Yes, you do want to leave the record without saving your changes.
To delete a contributor, click on the Delete button (Fig.12 - C). Once a contributor is deleted,
he or she is permanently removed from your list. You cannot delete a contributor who has

made a donation or pledge. To remove a contributor who has made a pledge, first delete the
pledge and then delete the contributor.

A
Prev | Mest| e | userFields | Pledges | P | D Save MJ\B
[ Conlibuie: Informatan Iﬁ
st
[ Profes [0 = At | EEEEFT C
Farzt Hame | =T R i Todz
Lazt Hame |TI.IH
[ELECT Ine ) cnt Hnm.lWI
[2735 Mo Preguove Tw e [Exin |
K| o @

| o | === | (S = § SO ¢ -+ |
| Coninbutoe Type |[TENICY (N Hc Mai QR Note: ||
EOEH[TRE ] Aepostiog infomaton - Reessi _Add Riocept |
[Daganization Hame | ETEEES o a record Eo wiew o adil it

A S0 [t srl & Migve

oy Stte 2o | T —

Donaliong
T ) i i [ sl _e )
e e o | tewl SSE] Ren] DU
Chackl r r ml. French ol Jos Donshes
Fig.12
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ADDING ADDITIONAL CONTRIBUTORS TO A REPORTING NAME

Sometimes you have more than one contributor for a single Reporting Name. For example, a
Reporting Name might be Acme Medical Clinic. But, there might be five different doctors there
who are contributing. E.L.E.C.T. Fundraising will allow you to set up the Acme Medical Clinic as
the Reporting Name and list the five doctors as contributors who will receive Thank You letters.

HINT: If you want to send a Thank You letter to all additional contributors plus one to the
Reporting Name, do not enter a person’s name on the Contributors screen. Instead,
enter all of the people on the Attached Contributors screen. If you only want to send
Thank You letters to the additional contributors, then enter one of the contributors on the
Contributors screen and the rest on the Attached Contributors screen.

To add additional contributors,

1. Go to the Contributors screen as described in the Viewing and Editing Contributors
section.

2. Click the Attach button (Fig.2 - R). The Attached Contributors screen (Fig.13) appears. A
list (Fig.13 - A) diplays attached contributors previously entered for this Reporting Name.

Attached Contributors

Other Contributors for Acme Medical Clinic
A [ | Looper, &

Click on a record ta view and edit it.

Fig. 13

3. Click the Add button (Fig.13 - B). The Contributor Information section (Fig.14 - A)
displays.

4. Enter the information for the new contributor. (For more information on the fields, refer to
the Adding a Contributor section above.)
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5. Click the Save button (Fig.14 - B) to save the record.

Cooper, Al

ERl E [Sutfix | IIEY
| First Name | I | Informal Salutation | I
| Last Name N I | Formal Salutation | I
LT Jecme Medical Clnic | Phone || IR
| Address| N I | Extn | I
| Address 2 | I | Fax | I

Fig. 14

EDITING ADDITIONAL CONTRIBUTORS FOR A REPORTING NAME

To edit the additional contributors for a Reporting Name,
1. Go to the Attached Contributors screen as described in the section above.

2. Highlight a name in the list (Fig.15 - A). The Contributor Information section (Fig.15 - B)
displays.

3. Make your changes.

4. Click the Save button (Fig.15 - C) to save your changes.
(or)
Click the Delete button (Fig.15 - D) to delete the record.

You can print the current record by clicking the Print button (Fig.15 - E).
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BE@l [
| First Name | YR | Informal Salutation § (- I

EE Cooper | Formal S alutation N DT
LT Jecme Medical Clnic | Phone || NN
| Address| N I  Extn | I
| Address 2 | I | Fax | I

Fig. 15
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CHAPTER 3 -- PLEDGES

The Pledges section is used to track pledges from contributors. These pledges can later be
converted into receipts or deleted if the pledge is not fulfilled.

ADDING PLEDGES

Pledges must be added through the Contributors screen to ensure the correct contributor
information is kept with each pledge. For more information on accessing pledges through the
Contributors screen, refer to Chapter 2 -- Contributors.

I Pledges I
A \ | EaVB I | QDI'IE I
John Dow \.
1 Plaza [~ H
Mew ark, MY 12211
|l D
C /
H| 12721798 | Amount | $0.00
[Event | 3 | 0 ciioon |
1 F

El

Pledges For John Dow

Date Amount

B 12421498 | $60.00 Golf

Fig. 1
Once you have reached the Pledges screen (Fig.1), the name of the Contributor (Fig.1 - A) and
a list (Fig.1 - B) of all donations for this Contributor display. To enter information about the
pledge,
1. Enter the date of the pledge in the Date field (Fig.1 - C).
2. Enter the amount of the pledge in the Amount field (Fig.1 - D).

3. If the pledge is for a specific event, select that event from the Event drop-down list
(Fig.1 - E). If the event is not in the list, type in the name of the event. Tab out of the field.
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You will then be prompted to save the new event. You must save the new event if you
want to include it in this pledge record.

4. If there a description you need to save with this pledge, enter that in the Description field
(Fig.1-F).

5. Optionally, select a salesperson from the Salesperson drop-down list (Fig.1 - G). If the
Salesperson is not listed, type the new name and hit the Tab key. The program asks if
you want to add this person to the Salespeople list.

5. Click the Save button (Fig.1 - H) to save the record and exit the screen.

VIEWING AND EDITING PLEDGES

To view and edit pledges,

1. On the Main Screen, click the Receipts button or hold down the Alt key and press the R
key. The Receipts Selection screen (Fig. 2) appears.

Main Screen

Receipts Selection

Receipts

Mainten

Checkb|

Fig. 2

2. Click the Pledges button (Fig.2 - A) on the Receipts Selection screen. The Pledges List
screen (Fig.3) appears.
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Pledges List

Enter the first few letters of the Name. ‘ Print I ‘ Done I
A Double-click on a record or highlight and press Enter to edit it.
MName Date Amount Ewent
\\ Joe Blow R/22496 | $B0.00 Golf
Faul Getz RA22/96 3B2.00 Second Event
Tom Johhzon /31496 | $452.00 Golf

To enter pledges. go to the Contributors screen.

Fig. 3

3. The pledges you have received will be listed on the screen (Fig.3 - A). To find a pledge

from a specific contributor, type the first few letters of the name (Fig.3 - B). If your entry
matches a name in the list, that record will be highlighted.

4. To view and edit the details of the pledge,

a. Select a record by clicking on it and then pressing the Enter key

(or)

b. Double-click on a record

5. The Pledges screen (Fig.4) appears. This screen displays Contributor information
(Fig.4 - A), the date of the pledge (Fig.4 - B), the amount of the pledge (Fig.4 - C), the

event the pledge was for (Fig.4 - D), a description (Fig.4 - E), the salesperson (Fig.4 - F)
and a list of all pledges from this Contributor (Fig.4 - G).
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lPegges =

J
 * | Convert to Receipt I | Delete I ‘ Save I | Done I
A
\ T Do
1 Plaza

B\ Mew York, MY 12211

{Date N IRPALEE | Amount $50.00 | *—

[Event I B I Descrption | -

[Salesperson | B
D

Pledges for John Dow
Date Amount
F 12/21/98  $60.00 Golf -
Fig. 4

6. Edit any field that needs to be changed.
7. Click the Save button (Fig.4 - H) to save the changes and exit the screen.

To delete the pledge, click the Delete button (Fig.4 - I).

CONVERTING PLEDGES TO RECEIPTS

When a donation is received, the pledge (if there was one) can be converted into a receipt.
There are two places to do this conversion: through the Pledges screen and through the
Receipts screen.

Converting Pledges Through the Pledges Screen
To convert pledges through the Pledges screen,

1. Go to the specific pledge as described above in Viewing and Editing Pledges.
2. Click the Convert to Receipt button (Fig.4 - J).

3. The Receipts screen appears. (For more information detailing appropriate data entry,
refer to Chapter 4 -- Receipts.)
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4. You must click the Save button on the Receipts screen to save the record.

Converting Pledges Through the Receipts Screen
To convert a pledge through the Receipts screen,

1.

2.

Go to the Contributor’s record as described in Chapter 2 -- Contributors.

Click the Add Receipt button to bring up the Receipts screen (Fig.5). You will see a list
(Fig.5 - A) of pledges for this Contributor. (Alternatively, you can go to the Receipts screen
through the Receipts List screen. Refer to the Viewing and Editing Receipts section in
Chapter 4 -- Receipts).

. Click the Convert button (Fig.5 - B) to copy the pledge information into the fields on the

current Receipts screen. For more information on the fields on the Receipts screen, refer
to the Adding Receipts section in Chapter 4 -- Receipts.

. Make any needed modifications and click the Save button (Fig.1 - C).

Heceipts
| Save I ‘ Done I
Reporting Category ok Doy
Individual Contnbutions 1 Flaza C

Mew ork, MY 11211
Transzlerz In

(0]
C
(@ oan: Beceived
C
C

Thank You Sent [ ]
ml 10/21/96 m I $0.00 Check # I
[Event | 5 Desciiption
‘_——
Receipts for John Dow Pledgesz B
Categomp
7196 | $2.500.00 Loans Received n 7196 | $8.00 First Everts <*——— A
FM9E $1.000.00 Golf Individual Cu:untrib 7196 $65.00 Dinner
/13496 | $300.00 Loans Received
BA11/36  $700.00 Qther Receipts .
51896 $0.00 In-Kind L+
Fig. 5
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PRINTING A LIST OF PLEDGES

The Pledges report will print the Contributor’s name, company, address, city, state, zip, phone,
date of the pledge and amount of the pledge. To print a list of pledges for an event,

1. Click the Print button (Fig.3 - C) on the Pledges List screen. The Event Selection screen
(Fig.6) appears.

Pledges List
Enter the first few letterr——"—* I Print I | Done I
B Q_\ Ewvent Selection
— [

Double-chck on a recor
Joe Blow Select an event to print pledges for:
John Dow
John Dow Dirner ]
Paul Getz First Events A
Tom Johngon Golf “

Second Event

Tennis

Fig. 6

3. Select an event from the list (Fig.6 - A) that you want to print pledges for.

4. Click the OK button (Fig.6 - B).
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The Receipts section is used to track receipts from Contributors. Receipts include donations

CHAPTER 4 -- RECEIPTS

from individuals or businesses, contributions from political committees, loans received,
miscellaneous receipts (e.g., interest on bank accounts) and in-kind contributions.

ADDING RECEIP

Receipts must be added through the Contributors screen to ensure the receipt is associated

TS

with the proper contributor. To add a receipt,

1. On the Main Screen, click the Contributors button or hold down the Alt key and press the

R key. The Contributor List screen (Fig.1) appears.

Search By:

® Contibutar Name
' Company Mame

' Reporting Mame
(' Reporting Address

Enter the firzst few letterz of the Contributor's Last Mame.

Double-click on a record or highlight and press Enter to edit it

Contributor List 5] I

| Add New I | Done I

| Add Pledge | [Add Receipt| — B

Last Name Fust Hame Address Company Heporting Mame Phone
100 M. Main St ABC Company ABC Company -
Capitol Avenue The Capitol Group The Capital [674]525-2532 ||
100 Main St Acme Medical Clinic | Acme Medizal Clinic
A General Small Donatior General Small D onatior
5454 E. Main Citizens to Reelect Jon. Citizens to Reelect Jon.
Abasi Stan and Mill] 11 'West Street Stan and Millie Abaszi
Bille Baker 787 5. Second ABC Company Baker Bille (3125581212
Camel John 300 M ain John Camel
Desmond Jirm 222 M. Michigan Elect, Inc. Jirn Dezmond [312] E44-5080
Doe Jane 2323 5. Water #vZ Company Jane Doe (883 888-8888
Doe Janet 1E Second Janet Doe [B5R] 4568952
Doe Jahn 400 5. Michigan Elect, Inc. John Doe [312]BER1292
Do Jahn 1 Plaza ABC Company Jahn Daw [219] BER-R4E8
Getz Faul RO First Faul Getz [F13]BER-112
Jackszon George 1 M State ABC Company Gearge Jackson [312] BRI 2
Johnzan Jimmy 7382 M. Lowell Jirmmy Johnzan [312) E74-6278
Johnzan Tom 100 5 kain Tom Johhzon
Jones John E Siuth 5t. John Jones -
Fig. 1

2. You can add receipts either from this screen or from the Contributors screen.

To add a receipt from the Contributors screen,
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a. Highlight a Contributor in the list (Fig.1 - A) and either double-click on it or press Enter.
The Contributors screen appears (Fig.2).

b. Click the Add Receipt button (Fig.2 - A).

c. The Receipts screen (Fig.3) appears.

To add a receipt from the Contributor List screen,

a. Highlight a Contributor in the list (Fig.1- A).
b. Click the Add Receipt button (Fig.1 - B).
c. The Receipts screen (Fig.3) appears.

Brev| Mest| _imo | UserFieds| Pedges| Print| Delete | Save | Done |

| First Mame | S Framal 5abulstion m
| Laxt H.ams
L o T _
Company | (3188

Wk Addeeas | e IRTE SEEE | i _
| ail Ta P {w |

Work, Addwers 2

RN

Comirbutor Type | H||I|-|'|'
I‘rlllll.I ke ml X A

Ho Mai

Owganization Hame || 3L
Ll Amount Ewvenl

17470 | $500.00 Dinner and & o

P IZE
Cibp, Stabe: Jp

Fig. 2
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Receipts >

ELECT. Inc. | Save I | Done I
E\\ Reporting Category John D ow | §
O | lezs —
o Mew ork, Y 11211 LD
(@M Loans Received /’ G
(@ Other Receipts Thank You Sent [
C

F— i - H
[Dote | WEEZEZ N Anoun: | IEESLY lﬁé
B

[Event | [Descrpton | - ;

[—]

Salesperson| e -
Pledges

Receipts from John Dow

Date Amount Category Date Amount
330/92 | $987.00 Tenniz Tranzfers In 12421498 | $60.00 Golf
B— 10/21/396 | $65.00 Diikner Transfers In
10421736 $8.00 First Event Individual Contributions
7419496 $2.500.00 Loanz Received
1496 $1.00000 | Golf Individual Contributions ;I
Fig. 3

The Receipts screen displays the Contributor’'s Reporting Name (Fig.3 - A), other receipts from
this Contributor (Fig.3 - B), pledges from this Contributor (Fig.3 - C) and a Thank You Sent box
which will automatically get marked after a Thank You letter has been sent for this contribution
(Fig.3 - D) (For more information on Thank You letters, refer to the Thank You Letters section in
Chapter 9 -- Letters and Mail Labels.)

3. Enter the Reporting Category by clicking one of the radio buttons in the Reporting
Category section (Fig.3 - E). Use the following guidelines for your selection:

 Individual Contributions - a donation from an individual or business (reported in Section
A Part 1 of D-2)

e Transfers In - contributions from political committees (reported in Section A Part 2 of
D-2)

« Loans Received - loans received (reported in Section A Part 3 of D-2)

« Other Receipts - miscellaneous cash receipts that do not fall into the previous three
categories (e.g., interest on bank accounts, payments on loans made) (reported in
Section A Part 4 of D-2)

« In-Kind - non-cash contributions (e.g., donated goods and services) (reported in
Section A Part 5 of D-2)

4. Enter the date of the receipt in the Date field (Fig.3 - F).
5. Enter the amount of the receipt in the Amount field (Fig.3 - G). For in-kind contributions,

estimate the value of the contribution. If you cannot determine a value, refer to Step 9c.
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6. Optionally, enter the check number in the Check # field and the deposit number in the
Dep # field (Fig.3 - H).

7. Select an event from the Event drop-down list (Fig.3 - 1). If this receipt is not associated
with a specific event, put it into a miscellaneous event. If you want to add a new event,
type it in and hit Tab. You will then be prompted to save the new event. You must save
the new event if you want to include it in this receipt record.

8. Enter a description in the Description field (Fig.3 - J). You must fill out this field for In-Kind
contributions.

9. Optionally, select a salesperson from the Salesperson drop-down list (Fig.2 - L). If the
Salesperson is not listed, type the new name and hit the Tab key. The program asks if
you want to add this person to the Salespeople list.

10. Depending on the Reporting Category selected, other fields may appear on the screen.

a. Loan - Fill in the Guarantor field (Fig.4 - A), if one exists, for this loan.

Aeceipts
ELECT. Ine | §ave | | Done |
Hepoating Cabegong |:|Wﬁnﬂ'

o1 s Conirbion | e

- . Hew Yok HY 11211

.

@l | thes Rocaipis Thank Yo Sent [ ]

O

Dote | MEZEGIN Amount | IR Check o | I— - | E—
A  E B B Dvezriptinn ||

I- ™ i : n]“

Fig. 4

b. Other Receipts - The Loan Made drop-down list (Fig.5 - A) appears. If this receipt is a
payment on a loan you have made to someone else, then select the loan from the list.
(If this receipt is not a repayment of a loan, do not use this field.) This feature will track
payments on loans you have made. You can view a complete list of repayments on the
Loans screen. (For more information on Loans, see Chapter 7 -- Loans.)

Note: Do not include principal and interest payments together. Use the Loan Made
drop-down list to record principal payments. Interest payments should be separate
records and the Loan Made drop-down list should not be used for the interest
payments.
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A

Beceipts
ELECT. Inc. | Save | | Done |
Reporting Category John Do
(@M Individual Contributions 1 Plaza
Mew ork, MY 11211
(@ Transfers In
O
@ — Thank You Sent |:|
@ In-Kind |
B/29/97 $0.00 Check # Dep #
|Date || | Amount [ | Check | Dep # | A
[Event]] I B Descrption | /
| (]
[Uze only for paymentz on loans made. ]
Fig. 5
c¢. In-Kind - The Value Unknown checkbox (Fig.6 - A) appears. If you do not know the
value of an in-kind contribution, click this checkbox. Fill in the Vendor Paid fields
(Fig.6 - B), if applicable.
Receipts 3
ELECT. Inc. | Save | | Done |
Reporting Category John Dow
'@ Individual Contributions LPIa:}a i (7 T
EW TOrk.,
O
O
'@l [Other Receipts Thank You Sent [
o [EeT
m| 12/21/98 m| $0.00 Check # | |
| Event | 2] | (I Applicable]
Vendor Paid | & B
\ [ Address ||
Value Unknown [ Solespersan | B Civ. State Zip|
Fig. 6

11. Click the Save button (Fig.3 - K) to save the record.
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CONVERTING PLEDGES TO RECEIPTS

If there is already a pledge from a contributor in the database, you can automatically convert
the pledge into a receipt. For more information on this process, refer to the Converting Pledges
to Receipts section in Chapter 3 -- Pledges.

VIEWING AND EDITING RECEIPTS

To view and edit receipts,

1. On the Main Screen, click the Receipts button or hold down the Alt key and press the R
key. The Receipts Selection screen (Fig.7) appears.

2. Click the Receipts button (Fig.7 - A) on the Receipts Selection screen. The Receipts List
screen (Fig. 8) appears.

Main Screen

Receipts Selection

Mainten;

Fig. 7
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Receipts List

Enter the first few letters of the Reporting Hame.

Double-click on a record or highlight and press Enter to edit it.
Heporting Hame Date Amount Category Ewvent

John Do 7496 $100.00 Individual/Buzsiness Golf
B ~

To enter receipts, go to the Contributors screen.

Fig. 8

3. To search for a receipt, type the first few letters of the Reporting Name (Fig.8 - A). The
first match in the list (Fig.8 - B) will be highlighted.

4. To view the detail of a receipt, highlight the record in the list. Then, either double-click on
it or press the Enter key. The Receipts screen (Fig.9) appears.
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Receipts A

——

ELECT. Inc. ‘ Delete I | Save I | Done I

Reporting Category lohn Dow

{CM Individual Contributions 1 Flaza ~ B
MHew ork, MY 17211

c

c

Cl Thank You Sent [<]

@ In-Kind |

m| 711796 m| $1.000.00 |555 |
Event | T [ I Descrption |

Receipts from John Dow Pledges

Date Amount Category Date Amount
1042196 $65.00 Diinner Individual Contrib{ +] [7/19/96 | $65.00 Diirner
10/21/96  $8.00 Firzt Event Individual D:nntrih
741996 $2.500.00 Loans Received
7M/96 $1.000.00 Golf Individual Contrib)
E/13/96 | $300.00 Loare: Feceived |+
Fig. 9

5. Make the required changes. See the Adding Receipts section above for a description of
the fields.

6. Click the Save button (Fig.9 - A) to save the record.
7. To delete a record, click the Delete button (Fig.9 - B).

Note: Receipts from a specific contributor can also be viewed through the Contributors screen.
For more information, refer to Chapter 2 --Contributors.

PRINTING RECEIPTS

To print a list of receipts between two specified dates, refer to the Deposits section of
Chapter 10 -- Reports.

CHAPTER 5 -- PAYEES

The Payees section allows you to track individuals and businesses that you pay expenses to.
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ADDING PAYEES

To add a Payee,

1. On the Main Screen, click the Expenditures button or hold down the Alt key and press the
E key. The Expenditures Selection screen (Fig.1) appears.

2. Click the Payees button (Fig.1 - A) on the Expenditures Selection screen. The Payees List
screen (Fig.2) appears.

Expenditures Selection

Fig. 1
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Payee List

Search By: Print Add New I ‘ Done I

) Last Mame @ Company Name ) Reporting Harme ) \

Enter the first few letters of the Company Mame.

‘Add Expendiiurel

Double-click on a record or highlight and press Enter to edit it.

Last Hame First HName Company Hame Reporting Hame Address Phone
o) Desmond Jim Jim Desmond 222 M. Michigan [312) B44-2700

Citizen Joe Joe Citizen 1M Main

Jones Sam Sam Jones 90 E. Bth

Dow John John Dow 17 M. State

Wolunteer John John Yolunteer 1 Main St
Bank of Chicago Bank of Chicago First Mational Plaza [312) 8651212
Bank af MY Bank af MY 1 'wiall St [212] 555-2656
Chizago Tribune Chizago Tribune 450 M. Michigan [312) 385-5484

Todd Andrew Elect, Inc. Elect, Inc. 2738 M. Pine Grove [¥73) 281-3300
Great dce Great foe Driwizion and Clark, [312] 545-0545
Herb's Catering Herb's Catering 4443 Easzp 5t
Hewlett Packard Hewlett Packard 12121 Main
Misz Expenses Misc Erpenzes 2738 M. Pine Grove [¥73) 281-3800
PaCc PaC 300 5. Stratton [217] B55-4214
FPALC 2 PAC 2 Pennsylvania Ave.
PALC 3 PALC 3 100 M. State

Dioe Taom Frime Real Estate Prime Real Estate 454 \western [815) BE5-4414

Fig. 2

3. Click the Add New button (Fig.2 - A). The Payees screen (Fig.3) appears.
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4. Enter Payee information into the appropriate fields. (For more information on the fields,
refer to the next section on Payees Screen Sections.) Be careful not to enter a payee who
is already listed. To determine if the payee is already in the system, perform a careful
search using the methods described in the Searching for a Payee section in this chapter
to ensure that you are not duplicating payees. (You can enter a payee more than once if it
has different addresses.)

5. Click the Save button (Fig.3 - A) to save the record. If you do not click Save, the payee will
not be included. After clicking Save, you will automatically be able to enter another new
payee.

PAYEES SCREEN SECTIONS

Payee Information
The Payee Information section (Fig.3 - B) displays name, company name, address, phone and
extension, fax number, alternate phone number, payee type and a notes field.

Use the First Name and Last Name fields (Fig.3 - C) for the first and last names of a payee who
is an individual. You can also use these fields for a contact name at a company.

After you enter the address information and tab out of the Zip field (Fig.3 - F), the Reporting
Address (Fig.3 - G) automatically fills in. The information you entered for the Payee’s address is
copied into the Reporting Address. . The Entity Code refers to the type of entity of the
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contributor. The Reporting Name is dependent on the Entity Code chosen. If the Entity Code
is ORG, the Reporting Name will be used. If the Entity Code is IND, the Reporting First Name
and Reporting Last Name will be used. (For more information on Reporting Information, refer
to the next section on Reporting Information.)

Use the Alt Phone field (Fig.3 - H) for a second phone number, a home phone number for a
business or a business phone number for an individual.

The Payee Type field (Fig.3 - I) has three default values listed: Business, Grouped and
Individual. This information is not required for any reports, but it helps you categorize your
payees. If you need a value that is not one of the defaults, type it in and press Tab. You will
then be prompted to add that value to the list.

Note: The Grouped type should be used only for a payee that is set up for grouped, unitemized
expenditures. Expenditures for payees of this type will never be itemized. For example,
you can use Grouped to record $500 in miscellaneous expenses. The $500 will be
reported as an unitemized expenditure.

Reporting Information

The Reporting Information section (Fig.3 - J) of the Payees screen displays the way any

expenditures for this payee are reported.

Note: You should have only one Payee record for each Reporting Name (and address).

Multiple expenditures are then associated with this one record. (For more information on
expenditures see Chapter 6 -- Expenditures.)

SEARCHING FOR A PAYEE

On the Payee List screen (Fig.2), determine how you wish to find the payee:
by Last Name
by Company Name
by Reporting Name
By Last Name
This feature allows you to look up payees by their last name.
1. Click on the small circle in the “Search By” section next to Last Name (Fig.4 - A).
2. Begin typing in the last name (Fig.4 - B).

As you type the last name, the system highlights the first record in the list that contains a
last name with the entered letter or letters.

For example, if you type A the system highlights the first record in your list that contains a

last name that begins with A. If you type AS, the system highlights the first record in your
list that contains a last name that begins with AS.
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Payee List

Search By: | Print I | Add New I | Done I
P @ LastMame (! CompanyMame ) Reporting Name

B Enter the first few letters of the Payee's Last Name.

N

Fig. 4

By Company Name
This feature allows you to look up payees by their company name.

1. Click on the small circle in the “Search By” section next to Company Name (Fig.5 - A).
Company Name is the default setting and is automatically selected when you access this
feature.

2. Begin typing in the company name (Fig.5 - B).

As you type the company name, the system highlights the first record in the list that
contains a company name with the entered letter or letters.

For example, if you type A the system highlights the first record in your list that contains a
company name that begins with A. If you type AS, the system highlights the first record in
your list that contains a company name that begins with AS.

Payee List

A | Search By: | Print I | Add New I | Done I
() Last Name Company Mame (' Reporting Mame

Enter the first few letters of the Company Name.

L—

Fig. 5

By Reporting Name
This feature allows you to look up payees by their reporting name.

1. Click on the small circle in the “Search By” section next to Reporting Name (Fig.6 - A).
2. Begin typing in the reporting name (Fig.6- B).

As you type the reporting name, the system highlights the first record in the list that
contains a reporting name with the entered letter or letters.

For example, if you type A the system highlights the first record in your list that contains a

reporting name that begins with A. If you type AS, the system highlights the first record in
your list that contains a reporting name that begins with AS.
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Payee List
A —|
ear : | Print I | Add New I | Done I
) Last Name ) Compary Mame © @ Reporting Name
B Enter the first few letters of the Reporting Name.
— l—

Fig. 6

VIEWING AND EDITING PAYEES
To view or edit a Payee,

1. On the Main Screen, click the Expenditures button or hold down the Alt key and press the
E key. The Expenditures Selection screen (Fig.1) appears.

2. Click the Payees button (Fig.1 - A) on the Expenditures Selection screen. The Payees List
screen (Fig.2) appears.

3. Search for the Payee in the list. (To search for a Payee, refer to the Searching for a
Payee section in this chapter.) The first match in the list (Fig.2 - B) will be highlighted.

4. To view the details of the Payee, highlight a record in the list (Fig.2 - B). Then, either
double-click on the record or press the Enter key. The Payees screen (Fig.7) appears. In
addition to Payee information, this screen also displays a list (Fig.7 - A) of expenditures
for this Payee. (For more information on expenditures, refer to Chapter 6 -- Expenditures.)
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5. Make any needed changes.

6. Click the Save button (Fig.7 - B) to save the changes.

7. Click the Delete button (Fig.7 - C) to delete the record. Once a payee is deleted, it is
permanently removed from your list. You cannot delete a payee if you have made an

expenditure to that payee. To remove a payee to whom you have made an expenditure,
first delete the expenditure and then delete the payee.

PRINTING PAYEE LIST

To print a list of payees with address, city, state, zip, phone and fax,
1. Go to the Payee List screen as described above under Adding Payees.

2. Click the Print button (Fig.2 - C).
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CHAPTER 6 -- EXPENDITURES

This part of the program tracks expenditures made to payees and reports them in Section B of
the D-2 report.

ADDING EXPENDITURES

Expenditures must be added through the Payees section to ensure that expenditures are
associated with the correct payee. To add an expenditure,

1. On the Main Screen, click the Expenditures button or hold down the Alt key and press the
E key. The Expenditures Selection screen (Fig.1) appears.

Expenditures Selection E

Pavees

A

Expenditures List

FPrint Checks

I
)
)
I

Align Checks

Fig. 1

2. Click the Payees button (Fig.1 - A) on the Expenditures Selection screen. The Payees List
screen (Fig.2) appears.
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Payee List

Search By:
O Last Mame

@ Company Name

>

Desmond
Citizen

b [Jores
Dow
Wolunteer

Todd

Doe

Jim
Joe
Sam
John
John

Andrew

Tom

Company Hame

Bank of Chicago
Bank of MY
Chizago Tribune
Elect, Inc.

Great dce
Herb's Catering
Hewlett Packard
Misz Expenses

Frirne Real E state

‘ Print I

| Add New |

‘ Done I

() Reparting Mame

Enter the first few letters of the Company Mame.

Double-click on a record or highlight and press Enter to edit it.

Last Hame First HName Reporting Hame

Jim Desmond
Joe Citizen

Sam Jones

John Dow

John Yolunteer
Bank of Chicago
Bank of MY
Chizago Tribune
Elect, Inc.

Great foe
Herb's Catering
Hewlett Packard
Misc Erpenzes

Frime Real Estate

‘Add Expendiiurel “

Address
222 M. Michigan
1M Main
90 E. Gth
17 M. State
1 Main St
First Mational Plaza
1 'wiall St
450 M. Michigan
2738 M. Pine Grove
Driwizion and Clark,
4443 Easzp 5t
12121 Main
2738 M. Pine Grove
300 5. Stratton
Pennsylvania Ave.
100 M. State
454 Western

Phone
[312] 644-2700

[312) 555-1212
[212] 555-2656
(312] B55-5454
(773 251-3900
[312] 549-0545

[773) 281-3300
[217) 555-4214

[315) 565-4414

— D

Fig. 2

3. Use the Search By box (Fig.2 - A) to select the type of search you want to run. Enter the

4. You can add expenditures either from the Payee List screen or the Payees screen.

first few letters of the name (Fig.2 - B). The first match in the list (Fig.2 - C) will be

highlighted.

To add an expenditure from the Payee List screen,

a. Highlight a record in the list.
b. Click the Add Expenditure button (Fig.2 - D).
c. The Expenditures screen (Fig.3) appears.
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Expenditures 5]

ELECT. Inc. |save | | Done |
C . Joe Citizen <
\ Reporting Category 1 M Main
O Chicage, IL 0606 -
5 0
(O] Print Check [ Cleare -

$0.00

-
RG] [ Anount E— | —

| o o B [ Purpose | (] <
G [Lirnit ko 25 characters.)
Expense Type |i| Loan Repaid | |i|
| Ophional - Far intermal tracking only.] [Uze thiz anly for & loan repayment. ] \

E zpenditures For Joe Citizen

Payee Hame Purpose Category
Joe Citizen 71996 $58.00 Wem Wer Low Budget || Expenditures
Joe Citizen 719596 $92.00 Printing Expenditures
Joe Citizen 7/19/96 $85.00 Printing E spenditures
Fig. 3

To add an expenditure from the Payees screen,

a. Highlight a record in the list.
b. Either double-click on the record or Press the Enter key. The Payees screen (Fig.4)

appears.
c. Click the Add Expenditure button (Fig.4 - A).
d. The Expenditures screen (Fig.3) appears.
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Payees

‘ Delete I | Save I ‘ Done I

e

Payee Information

IEhicagD

m ||L |EiIZIEIZIEi

|Citizen m Im m W
| [EPE=EEE —
[1° M Main [Individual 1]
| [Notes |
Reporting Information
m |.J|:|e Citizer
[1'H Main
[ Addess 2 |
[Chicago [iL” [e0808

Double-chck on a record to edit it.

Purpose

Expenditurez

Category

Add Expenditure | — A

7A19/96  $52.00 Ve Very Low Budget Car Rentals | Expenditures

7/19/96 $98.00 Printing Expenditures

7/19/96 | $85.00 Printing Expenditures
Fig. 4

The Expenditures screen displays the Payee Name (Fig.3 - A) and a list of expenditures for this
Payee (Fig.3 - B).

5.

Enter the Reporting Category by clicking one of the radio buttons in the Reporting
Category section (Fig.3 - C). Use the following guidelines for your selection:

e Transfers Out - expenditures made to political committees (reported in Section B Part 6

of D-2)

« Loans Made - loans made (reported in Section B Part 7 of D-2)
« Expenditures - most expenditures will fall into this category (e.g., operating expenses,
loan payments, etc.) (reported in Section B Part 8 of D-2)

# field (Fig.3 - F).

. Enter the date of the expenditure in the Date field (Fig.3 - D).
. Enter the amount of the expenditure in the Amount field (Fig.3 - E).

. Optionally, enter the check number in the Check # field and the invoice number in the Inv

. Select the beneficiary from the Beneficiary drop-down list (Fig.3 - G). The beneficiary is

usually the Committee. For a Transfer Out, the beneficiary would be the committee
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receiving the money. If the beneficiary is not listed, type the new beneficiary and it will
automatically be added to your Beneficiaries list.

10. Enter the purpose in the Purpose drop-down field (Fig.3 - H). Once you enter a purpose
for a Payee, this purpose will be in the Purpose drop-down list the next time you enter an
expenditure for this Payee. Try to keep the length of the purpose below 25 characters so
it will fit more easily on the D-2 report.

Note: If the Payee is a credit card company, the Purpose field must contain the name of the
company, city and state who provided the services or merchandise.

11. Optionally, select the type of expense from the Expense Type drop-down list (Fig.3 - I). If
the type is not in the list, enter a new type and it will be saved automatically. Use this field
for internal tracking only. You can set up expense types such as: travel, utilities, salary,
office supplies, etc.

12. If the expenditure is for the repayment of a loan you have received, select the loan from
the Loan Repaid drop-down list (Fig.3 - J). You can view the status of loan repayments
on the Loans screen. (For more information on Loans, refer to Chapter 7 -- Loans).

Note: Use the Loan Repaid drop-down list only for the repayment of principal. Report the
interest payment as a separate expenditure and do not use the Loan Repaid drop-down
list.

13. Optionally, enter a memo to appear on printed checks in the Check Memo field
(Fig.3 - K).

14. Enter any other comments into the Notes field (Fig.3 - L).

15. Click the Save button (Fig.3 - M) to save the record.

VIEWING AND EDITING EXPENDITURES

To view and edit expenditures,

1. On the Main Screen, click the Expenditures button or hold down the Alt key and press the
E key. The Expenditures Selection screen (Fig.5) appears.
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E xpenditures Selection

Fig. 5

2. Click the Expenditures List button (Fig.5 - A) on the Expenditures Selection screen. The
Expenditures List screen (Fig.6) appears.

Joe Citizen
Joe Citizen
Joe Citizen

Papee Hame

Amount
719496
7419/36
719736

Fig. 6
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3. To search for an expenditure, type the first few letters of the Payee Name (Fig.6 - A). The

first match in the list (Fig.6 - B) will be highlighted.

4. To view the detail of an expenditure, highlight the record in the list. Then, either double-

click on it or press the Enter key. The Expenditures screen (Fig.7) appears.

Expenditures B

ELELT. Inc. Delete Save Done I

-
Reporting Category ﬁj agiz:n \

O Chicago, IL GOE0E
0
® Prin Cheok 4——{Cleared v
[Date | [ 715/ | Amount [ $85.00 Check # [ == [
[Commtee B [Friing B
[Lirnit ko 25 characters.)
0 W oon epaid | B
[Optional - Far internal tracking only. ] [Uze thiz anly for & loan repayment. ]
Check Memo |
E zpenditures For Joe Citizen
Payee Hame Purpose Category
Joe Citizen 71996 $58.00 Wem Wer Low Budget || Expenditures
Joe Citizen 719596 $92.00 Printing Expenditures
Joe Citizen 7/19/96 $85.00 Printing E spenditures
Fig. 7

5. Make the required changes. See the Adding Expenditures section above for a description

of the fields.
6. Click the Save button (Fig.7 - A) to save the record.

7. To delete a record, click the Delete button (Fig.7 - B).

Note: Expenditures to a specific payee can also be viewed through the Payees screen. For

more information, refer to the Viewing and Editing Payees section of Chapter 5 --

Payees.
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PRINTING EXPENDITURES

To print a list of expenditures back to a specific date, refer to the Expenditures section of
Chapter 10 -- Reports.

PRINTING CHECKS
E.L.E.C.T. Fundraising software is set up to print single sheet voucher style checks.

Aligning Checks
Before printing actual checks, align your checks in the printer. You can test the alignment on

plain paper. To do this,

1. On the Main screen, click the Expenditures button or hold down the Alt key and
press the E key. The Expenditures Selection screen (Fig.5) appears.

2. Click the Align Checks button (Fig.5 - B) or hold down the Alt key and press the A
key. The Align Checks screen (Fig.8) appears.

Align Checks

Done

Enter diztances [in inches]
bo miove text on checks.

’ B

<4

i
1]

Move Down

A
> | Print Test Check

Fig. 8
3. Click the Print Test Check button (Fig.8 - A). A sample check prints out.

4. If the printing is off center, enter the distances to move the text in the appropriate
fields (Fig.8 - B). Then, print another test check.
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Selecting Expenditures and Printing Checks
Once the printer is aligned, you can select expenditures and print checks for them. To select
the expenditures for check printing,

1.

7.

On the Expenditures screen, mark the Print Check box (Fig.7 - C) for each expenditure
you want to print checks for and click the Save button (Fig.7 - A) to save the record.

. On the Main screen, click the Expenditures button or hold down the Alt key and press the

E key. The Expenditures Selection screen (Fig.5) appears.

. Click the Align Checks button (Fig.5 - C) or hold down the Alt key and press the C key.

. Enter the check number of the first check to be printed and click the OK button. (Use only

numbers; do not use any letters.) This number will be increased by one for each check. As
each check is printed, the check number is saved in the database. Any check number you
have entered on the Expenditures screen is overwritten.

. After printing, the program prompts you to reprint checks. If you need to reprint checks,

click the Yes button.

. Select the checks that need to be reprinted from the list (Fig.9 - A) and click the OK button

(Fig.9 - B).
Reprint Checks
Select the checks ta reprint;
Check ##  [Payes [ Asrnount | Rieprint A
521 Elect, Inc. $2.000.00 4//—
Fig. 9

Enter the check number of the first check to be reprinted and click the OK button.
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CHAPTER 7 -- LOANS

This section of the program allows you to track loans made, loans received, payments on loans
received, payments on loans made and balances on loans.

ADDING LOANS RECEIVED

To add a loan received, you must add a receipt that is designated as a loan. For more
information, refer to the Adding Receipts section of Chapter 4 -- Receipts.

ADDING LOANS MADE

To add a loan made, you must add an expenditure that is designated as a loan made. For more
information, refer to the Adding Expenditures section of Chapter 6 -- Expenditures.

VIEWING AND EDITING LOANS/DEBTS

1. To view and edit loans,On the Main Screen, click the Loans/Debts button or hold down the
Alt key and press the L key. The Loans/Debts screen (Fig.1) appears.

I
b

M

| Laans |

Debis and (hligations ]

Camcel |

Fig. 1
2. Click on the Loans button on the Selection Screen (Fig. 1). The Loan Selection screen
(Fig. 2) appears.
3. To view the detail of a loan, either double-click on it or highlight it and press the Enter key.

If you selected a Loan Received, the Receipts screen will appear. If you selected a Loan
Made, the Expenditures screen will appear.
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4Make any needed changes and click the Save button to save the record. (For more
information on Loans Received, refer to Chapter 4-- Receipts. For more information on
Loans Made refer to Chapter 6 -- Expenditures.)

To view and edit debts and obligations,

1. On the Main Screen, click the Loans/Debts button or hold down the Alt key and press the
L key. The Loans/Debts screen (Fig.1) appears.

I

m_

| Laans |
k Debts and Obligations. | X
Camecel |
nance g
Fig. 1

2. Click on the Debts and Obligations button on the Selection Screen (Fig. 1). The Debt and
Obligations Selection screen (Fig. 4) will appear.

3. To view the detail of a debt/obligation, either double-click on it or highlight it and press the
Enter key and the Debt/Obligation detail will appear.

4. Make any needed changes and click the Save button to save the record.
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Loans

Loans Received Select a Loan to view itz payments.

Mame Date Amount Dezcription
John Dow 7A19496 | $2.500.00
To add a Loan

Received, go to the
Contributars screen.

Paymentz on Loans Received

Mame Date Amount Dezcrption Total Paid
Loans Made Select a Loan to view itz payments.

Mame Date Amount Dezcrption
Elect, Inc. 71196 $200.00 To add a Loan
Joe Citizen 7/19/96  $800.00 ade, go to the

Fayees soreen.

Paymentz on Loans Made
Mame Date Amount Dezcrption Total Paid

Fig. 2

VIEWING AND EDITING LOAN PAYMENTS

To view and edit loan payments,

1. On the Main Screen, click the Loans button or hold down the Alt key and press the L key.
The Loans screen (Fig.1) appears.

2. To view the payments on a loan, highlight the loan (Figs.3 - A, B). Payments on that loan

will appear in the list box below (Figs.3 - C, D). The total of the payments on the loan will
appear in the Total Paid field (Figs.3 - E, F).
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Loans

Loans Received

Select a Loan to view itz payments.

Toadd a Loan
Received, go bo the
Contributors screen.

A ~ el 17
Hame Date Dezcription
T 7/19/36
Paymentz on Loans Received
C\ Name D ate Amount D escription
> [John Dow 719796 | $100.00

Total Paid

$10000 | «— E

Loans Made

Select a Loan to view itz payments.

To add a Loan

Joe Citizen FA19/96  $500.00 tdade, go o the
Payees screen.
Paymentz on Loans Made
D —| Hame Date Amount Deszcription Total Paid =
[T |Elect, Ine. F19496  $R0.00 35000 | «—

Fig. 3

3. To view the detail of a payment on a loan, either double-click the payment record or
highlight it and press the Enter key. If you selected a Payment on Loans Received, the
Expenditures screen will appear. If you selected a Payment on Loans Made, the Receipts

screen will appear.

4. Make any needed changes and click the Save button to save the record.. (For more
information on Payments on Loans Made, refer to Chapter 4 -- Receipts. For more
information on Payments on Loans Received, refer to Chapter 6 -- Expenditures.)

Insert debt/obligation screen here

Fig. 4
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CHAPTER 8 -- CHECKBOOK

The checkbook section allows you to view the status of your account balance. You enter the
amount of funds available at the start of your reporting period. You can view all receipts,
expenditures and the balance during that period. You can also reconcile your checking account.

In addition, you enter information about your political committee in the Checkbook. This
information will appear on the D-2 reports. You also enter the date of the next election in the
Checkbook. This date is used for gathering the appropriate reporting data on the D-2 report.

SETTING UP THE REPORTING PERIOD

To enter information about the reporting period,

1. On the Main Screen, click the Checkbook button or hold down the Alt Key and press the B
key. The Checkbook screen (Fig.1) appears.

2. Enter the date the reporting period begins in the Date field (Fig.1 - A). The Save Funds
button (Fig.1 - B) appears. This date should be the day after the last day of the previous
reporting period. The date you enter will be used as the first day of the reporting period for
the D-2 report.
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|
-
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.
| ; IR ¥ ATH1E k-.—||_ B
L 155 Elpd ez 12000 ﬁ Fﬁmvr_
| Todile Fuoos Prrsan] Srad Diaes
Reecmts | |
ek e e cokmen sy 70 04 B g ok, Empienafues H .
Balary | il DG )

Fig. 1

3. Enter the amount of funds available at the beginning of this reporting period in the Amount
field (Fig.1 - C). This amount should be the same as the amount at the close of the last
reporting period. This amount will be used as the Funds Available at the Beginning of the
Reporting Period on the D-2 report.
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4. Click the Save Funds button (Fig.1 - B) to save the record.

VIEWING AND EDITING THE CHECKBOOK BALANCE

To view and edit the checkbook balance,

1. Go to the Checkbook screen (see the section above).

2. Alist of all receipts since the start of the reporting period displays in the Receipts list
(Fig.2 - A). A list of all expenditures since the start of the reporting period displays in the
Expenditures list (Fig.2 - B). You can sort these lists by clicking on the green column
heading you want to sort by. To view or edit any of these records, either double-click on
the record or highlight the record and press the Enter key.

If you view a receipt record, the Receipts screen appears. (For more information on the
Receipts screen, refer to Chapter 4 -- Receipts.) If you view an expenditure record, the
Expenditures screen appears. (For more information on the Expenditures screen, refer to
Chapter 6 -- Expenditures.)

Checkbook
Friands of Jos Donahue Beconcile | D |
Funds Awvailable in Period Stafing From: m IM— K
Date (I Amount | EEITED [Eraity Codo | BT 3L
Change Addreas [, M
Receipts Diouble-chick on aecord to edi it Signature Name N
Repoiting Hame Dasle Aumound W‘Z
ELECT Inc 114400 §500.00
Decke, Jonathan 114440 250000 . :
Dificab s I N0 $10.00000 Conmities Hame _Save | +—
O aley Corsullrg 11425400 £2 500,00 I:rlrnds ol Ja& Donshus
ey N ©
[1227 W, Flowrricy
T g JAddvosa? |
T B R c——
s 114 alley Consullivg 0 | I—
5555 | 11/25M0  ABC Compary £1 500,00 [5tate 10 (S ERFERECTS ~—_ H

Check. ori & preen column heading 1o soiil by thal column,

Todals from Pesicd Start Date D
Receiots [ $5500003—— 0

Expendiumes [ Tk
Balance [ 997975 [+

Fig. 2
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The totals of all receipts (Fig.2 - D) and expenditures (Fig.2 - E) from the period start date
display in the lower right corner. The balance (the amount at the start of the period plus receipts
minus expenditures) also displays (Fig.2 - F).

VIEWING AND EDITING COMMITTEE INFORMATION AND NEXT ELECTION
DATE

To view and edit committee information and the date of the next election,

1. Go to the Checkbook screen (see the first section in this chapter). Committe information is
displayed on the right side of the screen (Fig.2 - G).

2. Enter or change the appropriate information. This information will appear on your D-2
reports. Contact the State Board of Elections to get your State ID (Fig.2 - H).

3. Also be sure to enter the date of the next election (Fig.2 - I). E.L.E.C.T. Fundraising uses
this date to calculate receipts that need to be reported on the A-1 report. This date also
appears on the D-2 report.

4. Click the Save button (Fig.2 - J) to save the record.

RECONCILING YOUR CHECKING ACCOUNT

On the Reconciliation screen, you can easily reconcile your account by clicking cleared
transactions. To reconcile your account,

1. On the Main Screen, click the Checkbook button or hold down the Alt key and press the B
key. The Checkbook screen (Fig.1) appears.

2. Click the Reconcile button or hold down the Alt key and press the R key (Fig.1-D). The
Reconciliation screen (Fig.3) appears.
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Reconciliation J

B T lne. | Print I |Qune| H
Opening Balance | Complete Reconciliation I « |

Clozing Balance I Difference $0.00 4— F

[from statement]

Heceipts

X Deph Reporting Name Date Amount - D
123456 John Jones 644,98 $10.00 I—E‘/
Ly 123456 Tam Johnson 6/4./98 $5565.00
Peter Peterson 3/418/98 | $364.00 m
Peter Peterson 113038 | $50.00 - <4+— E
Jimmy Johnzon 11430438 $40.00
Tom Johnzon 1143098 $30.00
George Jackson 11/30/98 | $20.00
Expenditures o o I
% | Chk # Fayee Date Amount 1. Enter the closing balance from
G 004 Elect, Inc. 36/98 | $2.00000 your bark statement.
—> 15 Elect. Inc. 3/6/38 $2.000.00 2. Mark off cleared receipts [or mark
deposits) and expenditures.,
3 When the difference iz zero, click
the Finalize button,

Click on a green column heading to sort by that column.

Fig. 3

. Enter the Closing Balance (Fig.3-A) from your statement. If you have previously
reconciled, the Opening Balance (Fig.3-B) will automatically populate. If this is the first
time you are reconciling, enter the Opening Balance with an approximate amount.

. Mark all bank deposits that are listed on your statement. You do this either by clicking on
each receipt (Fig.3-C) or by selecting a deposit number from the drop-down list (Fig.3-D)
and clicking the Mark button (Fig.3-E) to automatically mark each receipt in that deposit.
As you mark each receipt, an X will appear next to your selection and the difference
(Fig.3-F) between Opening and Closing Balances will be recalculated.

. Mark all cleared checks by clicking the check in the Expenditures list (Fig.3-G). As you
mark each expenditure, an X will appear next to your selection and the difference
(Fig.3-F) between Opening and Closing Balances will be recalculated.

. If you have adjustments, such as interest or fees, enter those amounts on the appropriate
Receipts or Expenditures screen. (For more information, refer to Chapter 4 -- Receipts or
Chapter 6 -- Expenditures.) Then, come back to the Reconciliation screen and mark those
entries.

NOTE: When you click the Done button (Fig.3-H), you will not lose any work you have done.

It will only close the screen.

7. When the difference is down to $0.00 (Fig.3-F), click the Complete Reconciliation button

(Fig.3-I). If this is your first reconcilation, you might have to adjust the Opening Balance
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(Fig.3-B) to get the difference to $0.00. If you need a printout of your work, click the Print
button (Fig.3-J).
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CHAPTER 9 -- LETTERS AND MAIL LABELS

In this section, you can create form letters, send Thank You letters for selected events and
send mailings to contributors who meet specified criteria.

CREATING FORM LETTERS

To create a form letter,

1. On the Main Screen, click the Letters button or hold down the Alt key and press the T key.
The Letters/Mail Labels Selection screen (Fig.1) appears.

Main Screen

Letters{Mail Labels Selection

—> Create Letters

A
B E Thank You Letters
c = E Mailing Labels/l etters

Checkb

Fig. 1

2. Click the Create Letters button (Fig.1 - A) on the Letters/Mail Labels Selection screen. The
Form Letters screen (Fig.2) appears.
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L etter Name Letter Text
Thank. yau wvery much for pour contribution. [t has been a real pleasure ta hear from you and we

Fig. 2

3. Click the Add New button (Fig.2 - A) on the Form Letters screen. The Letter Text screen
(Fig.3) appears.

[|

Letter Text

Fig. 3
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4. Type the name of the letter in the Letter Name field (Fig.3 - A).

5. Type the text of the letter in the Letter Text field (Fig.3 - B). Do not put in carriage returns
at the end of each line; the text will automatically wrap. The text will appear here in the
default font, but the font can be changed when you print the letter.

6. Click the Save button (Fig.3 - C) to save the record.

VIEWING AND EDITING FORM LETTERS
To view and edit form letters,

1. Go to the Form Letters screen as described above in the Creating Form Letters section.

2. To view the detail of a letter in the list (Fig.1 - B), either double-click on the record or
highlight it and press the Enter key. The Letter Text screen (Fig.4) appears.

Letter Text A
[Therk. ol —
‘ Delete I ‘ Save I | Done I
[Fonts can be changed when printing. ] B
Thank you very much for vour contribution. It has been a

real pleasure to hear from you and we hope we can count on
vour support in the future.

Flea=se giwve usz more money.

Sincerely,

Friends for Friends

Fig. 4
3. Make changes to the name or the text.

4. Click the Save button (Fig.4 - A) to save the record.

69



5. Click the Delete button (Fig.4 - B) to delete the record.

THANK YOU LETTERS

You can print Thank You letters for contributors who have made donations to events. (For more
information on correlating a receipt with an event, refer to the the Adding Receipts section in
Chapter 4 -- Receipts.) This letter will go not only to the contributor but also to any contributors
attached to that Reporting Name. (For more information on attached contributors, refer to
Chapter 2 -- Contributors.) E.L.E.C.T. Fundraising will track Thank You letters so that Thank
You letters will not be printed a second time for a receipt.

Printing Thank You Letters
To print Thank You letters,

1. On the Main Screen, click the Letters button or hold down the Alt key and press the T key.
The Letters/Mail Labels Selection screen (Fig.1) appears.

2. Click the Thank You Letters button (Fig.1 - B) on the The Letters/Mail Labels Selection
screen. The Thank You Letters screen (Fig.5) appears.

Thank You Letters 5]

1. Select events for Thank You letter.

Bazeball . .
S Letters will be zent only to Contributorz who

A———> |Fist Event hawe not pet been zent a Thank ¥ou,

Golf
Mizcellaneous
Second Event
Tennis

5 L > OEEED
" e

C 2. Choose a form letter or export. 3. Print the labelsfenvelopes. H
D— [ Align Printer | «— |
= (@ Avery 4144 ‘ Print | -t
F———— (7
® | Preview I «—1 ]
E — O CZTECN
i

#10 Envelope ‘ 
— G




3. Select the event(s) (Fig.5 - A) you want to send Thank You letters for. Click an event to
place an ‘X’ next to it. Click a second time to unselect the event. Click the All Events
button (Fig.5 - B) to select all events. Click it again to unselect All Events.

If you are tracking more than one committee, you will see a checkbox for Current
Committee Only (Fig.5 - C). Mark this checkbox if you want to include receipts only for the
committee you are currently viewing for the selected events. Do not mark this box if you
want to include all receipts for the selected events.

4. Click the Select Letter button (Fig.5 - D) to search for Contributors who need to be sent a
Thank You letter for the selected event(s). A confirmation message with the number of
letters to be sent displays. (If you just want to print labels, you must still go through the
letter selection and letter preview to mark which Contributors need labels printed.)

Note: If a Thank You has already been sent to a Contributor for the selected event(s), a
second letter will not be sent.

5. Click the OK button on the confirmation message to continue. The Letters screen (Fig.6)
appears.

Letters
Select a letter to print or preview:
Letter Hame Letter Text
A ———F+—— 5 fThank Tou Thank. vou very much for vour contibution, |t has been a real plea
Fig. 6

6. Select a letter from the list (Fig.6 - A).

7. Click the Preview button (Fig.6 - B) to preview the letters. Click the Print button (Fig.6 - C)
to print the letters. The Choose Letter Style screen (Fig.7) appears.
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|=| Choose Letter Style |=-| Top Margin
Enter F for a formal letter -__ B Enter the size of the top -—— B
or | for an informal letter. m margin in inches. It must m

T AT

Fig. 7 Fig. 8

8. Enter an F (Fig.7 - A) for formal letters. These letters will have the Contributor’'s address
at the top of the letter and the salutation will be Dear Mr. Smith. Enter an | (Fig.7 - A) for
informal letters. These letters will not have the address at the top and the salutation will be
DearJohn. Click the OK button (Fig. 7 - B). The Top Margin screen (Fig.8) appears.

9. Enter the size of the top margin in inches (Fig.8 - A). Do not enter a margin larger than 4
inches. This margin should take the size of your letterhead into account.

10. Click the OK button (Fig.8 - B). The Left Margin screen (Fig.9) appears.

|=| Left Margin |=| Right Margin
Enter the zize of the left -_ Enter the zize of the nght - |
margin in inches. It must “ - B margin in inches_ It must “ ‘T B
be at least .5 be at least 5.

A— | [1

Fig. 9 Fig. 10

11. Enter the size of your left margin in inches (Fig.9 - A). The mimimum size allowed is
0.5 inches.

12. Click the OK button (Fig.9 - B). The Right Margin screen (Fig. 10) appears.

13. Enter the size of your right margin in inches (Fig.10 - A). The mimimum size allowed is
0.5 inches.
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14. Click the OK button (Fig.10 - B). The Installed Font List screen (Fig.11) appears.

Installed Font List

0K D

Select a font. Select a size. ==
A —1* [l BERE H‘\
B

Test ¥our Font:
C—1 " This is atest

Fig. 11

15. Select a font from the drop-down list (Fig.11 - A). This list will include all fonts installed on
your computer.

16. Select the size of the font from the drop-down list (Fig.11 - B). Sample text with the
chosen font and size displays on the screen (Fig.11 - C).

17. Click the OK button (Fig.11 - D). The Select Sort Order screen (Fig.12) appeatrs.

|'=-| Select Sort Order

Select a sort order:

ox_J«
1 - Last Mame. First

Cancel
Mame, Company Name

2 - Zip Code, Carrier
Houte

Fig. 12

18. Enter a 1 (Fig.12 - A) to sort by Last Name, First Name and Company Name. Enter a 2 to
sort by Zip Code and Carrier Route. To make evelope stuffing easier, the sort order you
use here for the letters should also be used when printing the envelopes or labels.

19. Click the OK button (Fig.12 - B). The letters will then either print or preview on the screen
depending on your selection in Step 7.

Caution: After you preview or print the letters, all receipt records for the letters you printed will

now display an ‘X’ in the Thank You Sent box (Fig.13 - A). Therefore, if you do try to
send Thank You letters for the event(s) you just printed, no Contributors will be found.
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Note: If the printing did not complete successfully, you can reprint the last batch of Thank You
letters by clicking the Reprint button (Fig.5 - E) on the Thank You Letters screen.

Receipts *
ELECT. Ine. | Delete I | Save I | Done I
Reporting Category ABLC Company
{0 Individual Contributions 100N, hain 5t
#110
(@ Transfers In Chicago. IL B0G14-1820 A
‘@ Loans Received /
O Thank You Sent Cleared v
@ In-Kind|
Fig. 13

Reprinting Thank You Letters
To reprint a batch of Thank You letters,

1. Click the Reprint button (Fig.5-E) on the Thank You Letters screen. The Thank You Sent

screen (Fig.14) appears. The screen contains a list of the date and events for each batch of
Thank You letters printed (Fig.14-A).

EE Thank You Sent [ x|

0K

Select a batch to repnint and then click OFK:
Batch # Date Printed Ewent
4 11430498 Tennis < A
3 11430498 Golf
2 11430498 Diinner
1 11430438 Baseball

Fig. 14

2. From the list of batches (Fig.14-A), select the batch of Thank You letters you want to reprint.

3. Click the OK button.

4. Continue the process as described in Step 6 for printing Thank You letters.

Exporting Thank You Letters to Microsoft Word
If you want to write your Thank You letters in Microsoft Word, you can export the data there.
The fields that will be exported are: Prefix, FirstName, LastName, Suffix, CompanyName,
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InformalName, FormalName, Address, Address2, City, State, Zip, CarrierRoute and
ZipCode(first 5 numbers of Zip).

To export the data to Word,

1.

6.

Perform steps 1-3 in the Printing Thank You letters section to export data for a new Thank
You letter.

. Click the Word Export button (Fig.5 - F).

. Click Yes if to export data for the selection of events on the screen. Click No to export

data for a previous Thank You letter you processed.

. Click OK for the confirmation message if this a a new batch. Select the previous batch

from the list (Fig.14) and click the OK button if you are rerunning a batch.

. Enter the name of the file for this export. (The export file will be written to the c:\elect

directory and will overwrite an existing file with the same name.)

Click OK.

Note: The exported file is a tab-delimited text file with field headings. You can open the file in

any word processor. Please follow your word processor’s instructions for importing a
tab-delimited text file.

Printing Labels/Envelopes for Thank You Letters

After you print the Thank You letters, you can print the mail labels or envelopes for those
letters.

To print the labels or envelopes,

1.

2.

Print the letters as described in the Printing Thank You Letters section.

Select a label or envelope from the Select a Label\Envelope list (Fig.5 - G). If you pick
labels for a dot matrix printer (Avery 4144 or 4145), you can align your printer by clicking
the Align Printer button (Fig.5 - H).

. To print the labels/envelopes, click the Print button (Fig.5 - 1). To preview the

labels/envelopes, click the Preview button (Fig.5 - J). The Select Sort Order screen
(Fig.12) appears.

Enter a 1 (Fig.12 - A) to sort by Last Name, First Name and Company Name. Enter a 2 to
sort by Zip Code and Carrier Route. To make evelope stuffing easier, the sort order you
used for the letters should also be used when printing the envelopes or labels.

Click the OK button (Fig.12 - B). The labels/envelopes will then either print or preview on
the screen.
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FORM LETTERS/MAIL LABELS

You can print form letters or mail labels for contributors (or payees) who meet specified criteria.
Contributors (and attached contributors) who have the No Mail box checked will not be
included. (For more information, refer to Chapter 2 -- Contributors.)

To print form letters or mail labels,

1. On the Main Screen, click the Letters button or hold down the Alt Key and press the T key.
The Letters/Mail Labels Selection screen (Fig.1) appears.

2. Click the Mailing Labels/Letters button (Fig.1 - C) on the Letters/Mail Labels Selection
screen. The Mailing Labels screen (Fig.15) appears.

Mailing Labels

E

B T, Inc.

1. Select search criteria- [ON Contributors/Receipts . R8N Pay:

Field Operator 5

Checkk | |= - _

Chack? = |> — Enter a Value: [ Andor] (| Field [ 1 Walue ] . —F

— s | b City = "Chicagao" A

C——» Checkd ¥

Checkd < Press Tah

City < to save.

Companytame ¥ hd
D /F ‘ Clear Search Criteria |
G

2. Run the search.

3. Run the postal report. 4. Print the labels/envelopes or a letter.

‘ Search I

‘ Print Postal Report | Selecta Labei/Envelope: NI HIOS

‘ Preview Postal Report |

Print

‘ Word Mail Merge I

To speed up printing of
labels. turn off Print Manager

in the Control Panel.

‘ Preview |

Letters

Fig. 15

3. Enter your search criteria (Fig.15 - A). Leaving this section blank gives you every record

in the database.

a. Select whether your search is for Contributors or Payees (Fig.15 - B). Use the Field the
box on the left of the screen to select a field to search on (Fig.15 - C). This box lists all
fields, including your user-defined fields. There are also five fields relating to donations.
They begin with the word ‘Donations’ and give you the option to choose from the
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following: Largest; Last; Previous Year; Total; and Year-to-Date. Click on the field you
want to search by. It will be highlighted with black.

b. Click on an operator from the Operator list (Fig.15 - D). This determines how your
selected field will be searched. The operators are:

= equal to

> greater than

>= greater than or equal to

< less than

<= less than or equal to

<> not equal to

Either meets either of several criteria for a field
Is Null used to search for empty fields

Is Not Null used for finding any value in a field

Like like

Use the Either operator to search for records that meet one of several criteria for one
field. For example, you can find records in any of several zip codes. Select the Zip field.
Then, select the Either operator. Next, enter a value. Press the Tab key and the Add
Another Value? message appears. Click the Yes button and add enter another value.
After you have entered your last Zip, click the No button on the Add Another Value?
Message.

Use the Is Null operator to search for empty fields. For example, you can find contributors
who have not yet indicated a phone number. To do this, first select Phone from the Field
list. Then, select Is Null from the Operator list. Finally, press the Tab key twice.

Use the Is Not Null operator to search for any record that has a value in that field. For
example, you could find all people who have a fax number. First, select Fax from the Field
list. Then, select Is Not Null from the operator list. Press the Tab key twice.

Use the ‘like’ operator for wildcard searches using an asterisk (*). For example, to find all
contributors whose last donation was in July, 1996, choose Donations-Last from the Field
list, select ‘like’ from the operator list and enter 7/*/96 in the value section (see step c.).
Or, to select all contributors with last names beginning with B, select ‘like’ and type B* in
the value section. Be careful using the Like operator; it can sometimes return unexpected
results.

c. Now, enter a value (Fig.15 - E). For some fields, the Enter a Value drop-down list will
already have a listing of possible values. Click on the 1 and you will have a list of
possible values for this field (or tab into the box for the list to open up). In fields with
many possible values (such as LastName), simply type a value into the box.

d. Once you have selected a field, an operator and a value, press the TAB key to move
the information into the Selected Search Criteria box on the right side of the screen
(Fig.15 - F).

e. You may now go back and repeat steps a-d as many times as necessary to limit the
scope of your selection. In this example (Fig.16), City=Chicago and

77



Donations-Largest>1000 means that only in Chicago whose largest donation is over
$1000 will be selected.

LSelected Search Critenia

And?0r| [ | Field [ Yalue (1]

3 City = | 'Chicagn'
Donationz-Larges! > | 1000

A—— | Clear Search Criteria

Fig. 16

f. To clear your selections and begin a new search, click the Clear Search Criteria button
(Fig.16 - A). You can also correct mistakes in the search value you entered by
changing it in the Selected Search Criteria box. Be careful to change only the values
and not the special characters (‘, #) that are automatically entered for each entry.

Including OR in your searches

When you add search criteria to the Selected Search Criteria box, E.L.E.C.T.
Fundraising assumes there is an AND before each line. If you need to use OR in your
searches, you must type directly into the Selected Search Criteria box. For example, if
you wanted to select individuals who donated over $1000 and lived in either Chicago or
Springfield, you would need to enter OR in the And/Or columns for the appropriate
search criteria. To do so,

a. Place the open parenthesis in the open parenthesis column (Fig.17 - A) at the
beginning of the selection in which you would like OR to be used by placing your

cursor in the column and typing (.

Selected Search Critena

A And/0x] [ | Field | | Yalue [1]
] Donatiorns-Tatal (> 1000
_\ . . - .
i [ City = | 'Chicago
B —i=for City = | 'Springfigld’ |]e—F—C

| Clear Search Criteria

Fig. 17

b. Type the word ‘or’ into the And/Or column (Fig.17 - B) on all lines which the
parentheses will contain.

c. Atthe end of the selection, place a closed parenthesis in the closed parenthesis
column (Fig.17 - C) by placing your cursor in the column and typing ).

Hint - Use OR searches cautiously. If you don't set up the criteria correctly, you will get

unexpected results. You can use the Either operator in place of many OR
searches.
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If you are tracking more than one committee, you will see a checkbox for Current
Committee Only (Fig.15 - G). Mark this checkbox if you want your search criteria to
include donations only to the committee you are currently viewing. Do not mark this box if
you want your search criteria to include donations to all committees.

4. Click the Search button (Fig.18 - A) to search for the contributors matching your search
criteria.

D
Z. Hun the search. 3. Aun the postal repart. 4. Print the lnhels/envelopes or a letbee

A~s|  search | | PrintPostalReport | EEEIECCIEITIN | pigrPrinter |+ E

B | Praview Postal Report | : % A/| Pint |+ f
| | Word Mail HEFQE/I/E — ¢ oomrm | _Presew |«
it ot Pranat | TG [ Leters |« H

.

Fig. 18

5. Click OK to the message on the screen to confirm your search criteria. Then, a message
on the screen displays the number of matching contributors.

6. Optionally, run the Postal Report by clicking the Print Postal Report button (Fig.18 - B) to
print the report or the Preview Postal Report button (Fig.18 - C) to preview the report.

7. Select a label or envelope from the Select a Label/Envelope box (Fig. 18 - D). If you
selected a label for a dot matrix printer (Avery 4144 or 4145), you can align your printer by
clicking the Align Printer button (Fig.18 - E).

8. To print the labels/envelopes, click the Print button (Fig.18 - F). To preview the
labels/envelopes, click the Preview button (Fig.18 - G). The Select Sort Order screen
(Fig.12) appears.

9. Enter a 1 (Fig.12 - A) to sort by Last Name, First Name and Company Name. Enter a 2 to
sort by Zip Code and Carrier Route. To make evelope stuffing easier, the sort order you
use here should also be used when printing the letters.

10. Click the OK button (Fig.12 - B). The labels/envelopes will then either print or preview on
the screen.

11. To print form letters for the selected contributors, click the Letters button (Fig.18 - H).
12. Follow steps 6-19 in the Printing Thank You Letters section.
Exporting Data to Microsoft Word

If you want to write your letters in Microsoft Word, you can export the data there. The fields that
will be exported are: Prefix, FirstName, LastName, Suffix, CompanyName, InformalName,
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FormalName, Address, Address2, City, State, Zip, CarrierRoute and ZipCode(first 5 numbers of
Zip).

To export data to Microsoft Word,
1. Run the search as described in steps 3-5 above.
2. Click the Word Mail Merge button (Fig.18 - 1).

3. Enter the name of the file for this export. (The export file will be written to the c:\elect
directory and will overwrite an existing file with the same name.)

4. Click OK.

Note: The exported file is a tab-delimited text file with field headings. You can open the file in
any word processor. Please follow your word processor’s instructions for importing a tab-
delimited text file.
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CHAPTER 10 -- REPORTS

This section, contains procedures to print Contributor Lists, Expenditures, Deposits, Income
and Expense, Custom, Schedule A-1 and D-2 Reports.

CONTRIBUTOR LISTS

E.L.E.C.T. Fundraising allows you to print three types of Contributor Lists for which you can
select the contributors included based on your search criteria.

« Detailed Receipts - This report displays the dates, amounts and events of the last five
donations (or you can select all donations) from each contributor matching your search
criteria. It also displays Reporting Name and Address, phone #, fax #, Informal Name,
Formal Name and Contributor Type. (Only contributors who have given donations will
appear on this report.)

« Total Receipts - This report displays the largest donation, total of donations, amount of
donations year-to-date and total of donations in the previous year. It also displays
Reporting Name and Address, Phone # and Extension, Fax # and Contributor Type.

NOTE: These two reports list only Individual Contributions and Transfers In, not other types
of receipts.

« Fundraising Call List - This report is used to call your contributors and record pledges. It
displays Reporting Name and Address, Phone # and Extension, Fax # and Contributor
Type. You can record Date Called, # Attending and $ Pledged.

To print or preview a Contributor Lists report,

1. On the Main Screen, click the Reports button or hold down the Alt key and press the O
key. The Report Selection screen (Fig.1) appears.
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Report Selection D

Fig. 1

2. Click the Contributor Lists button (Fig.1 - A) or hold down the Alt key and press the C key.
The Report Criteria screen (Fig.2) appeatrs.

Cuienrd Commilliae Onlp

S PisrviawFainl Hapail C

W E il I Tl File

O Fiiretli i iregy Ll (| il

Fig. 2
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3. Click the radio button in the ‘Select a report’ section (Fig.2 - A) for the report you want to
preview or print.

4. Select your search criteria in the ‘Select search criteria’ section (Fig.2 - B). (For more
information of selecting search criteria, refer to Step 3 of the Form Letters/Mail Labels
section in Chapter 9 -- Letters and Mail Labels.)

5. Click the Preview button (Fig.2 - C) to preview the report or the Print button (Fig.2 - D) to
print the report.

EXPENDITURES

This report displays all expenditures from the current date back to a date that you select. The
fields on the report are: Payee Name and Address, amount, date, purpose, expense type and
check # of the expenditure.

To preview or print the Expenditures Report,

1. On the Main Screen, click the Reports button or hold down the Alt key and press the O
key. The Report Selection screen (Fig.1) appears.

2. Click the Expenditures button (Fig.1 - B) or hold down the Alt key and press the X key.
The Print Payee List with Expenditures screen (Fig.3) appears.

Print Payee List with Expenditures
Friends of ELECT, Inc.

n 0K Cancel _ B
- Pe i o

How far back do you
want the report to go?

C‘\q—[
O e B Curent Comnittee Only|

Fig. 3
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3. Click the Preview radio button (Fig.3 - A) to preview the report
(or)

Click the Print radio button (Fig.3 - B) to print the report.

4. Enter the date of the oldest expenditure you want on the report (Fig.3 - C).
If you are tracking more than one committee, you will see a checkbox for Current
Committee Only (Fig.3 - D). Mark this checkbox if you want your search to include
expenditures only for the committee you are currently viewing. Do not mark this box if you
want your search to include expenditures for all committees.

5. Click the OK button (Fig.3 - E).

DEPOSITS

This report displays all receipts, receipts between two specified dates, or receipts from a
specific deposit number. Use this report to match to your bank deposit slips. The fields on the
report are: Date, Reporting Name, Check #, Deposit # and Amount.

To preview or print the Deposits report,

1. On the Main Screen, click the Reports button or hold down the Alt key and press the O
key. The Report Selection screen (Fig.1) appears.

2. Click the Deposits button (Fig.1 - E). The Print Deposit Report screen (Fig.4) appears.

Prnnt Deposit Report BE F
ELELCT. Inc.
B
[1] 4 Cancel —
A
=
C Enter Selection Criteria for Deposit Report:
— —
[or]
D
o
E——— » WP Current Committee Only

Fig. 4
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3. Click the Preview radio button (Fig.4 - A) to preview the report

(or)
Click the Print radio button (Fig.4 - B) to print the report.

4. Enter the Start Date and the End Date (Fig.4 - C) for the range of receipt dates you want
on the report.
(or)
To limit the report to a single deposit, enter the Deposit # (Fig.4 —D)

5. If you are tracking more than one committee, click the Current Committee Only box
(Fig.4 - E) to print deposits only for the committee you are currently viewing.

6. After making your selections, click the OK button (Fig.4 — F) to print or preview the report.

INCOME AND EXPENSE REPORT

Income and Expense reports show the total amount of money raised and spent by your
campaign for a specified time period. They will break income out by event and expenses out by
expense type.

To preview or print the Income and Expense report,

1. On the Main Screen, click the Reports button or hold down the Alt key and press the O
key. The Report Selection screen (Fig.1) appears.

2. Click the Income and Expense button (Fig.1 - F). The Print Income and Expense Report
screen (Fig.5) appears.

Print Income and Expensze Heport |
F ELECT. Inc.
\
| 0K | Cancel - B
A *
. homm omm
Start Date End Date

Heport Type:
D O[S ummary |
@Detail |

E

\5 W Current Committee Only

Fig. 5
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. Click the Preview radio button (Fig.5 - A) to preview the report

(or)
Click the Print radio button (Fig.5 - B) to print the report.

. Enter the Start Date and the End Date for the report (Fig.5 - C).

Choose either a summary report (only showing totals by events and expense types) or a
detailed report which lists every contribution and expense (Fig.5 -D).

If you are tracking more than one committee, click Current Committee Only (Fig.5 - E) to
print figures only for the committee you are currently viewing.

. After making your selections, click the OK button (Fig.5 — F) to print or preview the

report.

CUSTOM REPORTS

Using the Custom Reports Feature, you can select which fields to print on your report. To print
a custom report,

1.

On the Main Screen, click the Reports button or hold down the Alt key and press the O
key. The Report Selection screen (Fig.1) appears.

Click the Custom Reports button (Fig.1 - G) or hold down the Alt key and press the U
key. The Custom Reports screen (Fig.6) appears.
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Select your search criteria in the ‘Select search criteria’ section (Fig.6 - A). (For more
information of selecting search criteria, refer to Step 3 of the Form Letters/Mail Labels
section in Chapter 9 -- Letters and Mail Labels.)

Select a report style (Fig.6 - B). Portrait reports allow up to seven fields, while landscape
reports allow up to ten fields.

Select either default or custom field widths (Fig.6 - C). The default setting allows five
fields for portrait and seven fields for landscape reports. All fields widths are 1.5 inches.
The custom setting allows seven fields for portrait and ten fields for landscape reports.
You must manually enter the widths for each field (Fig.6 - D).

Select the fields you want to appear on the report (Fig.6 - E). The report sorts on each
field listed.

Click the Preview button (Fig.6 - F) to preview the report

(or)
Click the Print button (Fig.6 - G) to print the report.
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SCHEDULE A-1

You must file Schedule A-1 within two days of receipt of contributions of $500 or more, in
aggregate, from a contributor during the thirty days prior to an election. E.L.E.C.T. Fundraising
will notify you of this requirement when you enter a qualifying receipt.

To preview or print Schedule A-1,

1. On the Main Screen, click the Reports button or hold down the Alt key and press the O
key. The Report Selection screen (Fig.1) appears.

2. Click the Preview radio button (Fig.1 - C) to preview the report
(or)

Click the Print radio button (Fig.1 - D) to print the report.

3. Click the Schedule A-1 button (Fig.1 - H) or hold down the Alt key and press the A key.

4. After you preview or print the report, you will be asked if you have printed the report
successfully. If you answer ‘Yes’, then the receipt records will be marked as printed. This
will prevent duplicate reporting if you have more receipts from the same contributor during
the thirty day period.

WARNING: Answer ‘Yes’ only if the report has been printed successfully and you do not

have to print the report again. You will not be able to print the same records
after they have been marked as printed.

D-2 REPORTS

These reports include Form D-2 along with its accompanying Schedules A, |, B and C and meet
the state reporting requirements.

To preview or print the D-2 reports,

1. On the Main Screen, click the Reports button or hold down the Alt key and press the O
key. The Report Selection screen (Fig.1) appears.

2. Click the D-2 Reports button (Fig.1 - 1) or hold down the Alt key and press the D key. The
D-2 Selection screen (Fig.7) appears.
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. Enter the Beginning Date (Fig.7 - A) and Ending Date (Fig.7 - B) for the report. These
dates are inclusive.

. Enter the Reporting Threshold (Fig.7 - C). The Reporting Threshold is the amount above
which aggregate receipts will be itemized. This amount is not inclusive. Therefore, if you
enter $150, aggregate receipts of $150.01 will be itemized. To itemize aggregate receipts
of $150, you must enter $149.99 in the Reporting Threshold field.

. In the Select an Option section (Fig.7 - D),
Click the Preview radio button to preview the D-2 report.

(or)
Click the Print radio button to print the D-2 report.

. Click the checkboxes in the Select Section(s) area (Fig.7 - E) to mark the parts of the
report you want to preview or print.

. Enter the Investments total in the space provided (Fig.7 — F).
. If you would like your contributors and payees to print in a random order, click the

Random Itemized checkbox (Fig.7 — G). If this box is not checked, the itemized
contributions and expenditures print in alphabetical order.
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7. Click the appropriate button (Fig.7 — H) to print or preview either the Semi-Annual, Pre-
Election or Non-Participation D-2.

NOTE: The D-2 reports require large amounts of memory to preview. If you preview the entire
report or several parts of the report, you might get a message that you do not have
enough resources available to display the report. It is sometimes possible to replenish
your resources by exiting Windows, re-entering Windows and running E.L.E.C.T.
Fundraising again. Otherwise, either preview fewer parts or print the reports.
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CHAPTER 11 -- MAINTENANCE

This section of the program allows you to enter values for events, contributor types, payee
types, salespeople, beneficiaries and expense types drop-down lists, set up your user-defined
fields, change your password, change the print setup for reports and change committee
information.

EVENTS

Events are fundraisers, dinners, outings or any other events that you want to associate with a

pledge or receipt. In this section, you can add, edit and delete events that appear in the Event
drop-down list on the Pledges and Receipts screen (see Chapter 4 -- Receipts and

Chapter 3 -- Pledges). You can enter events either when entering a pledge or receipt or on the
Events screen.

Note: Since Thank You letters are sent based on Events, you will want to set up a
Miscellaneous category for contributions not related to a specific event.

Adding Events
To add an event,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

Momiemance Seoction
Do |

- F
A’+ Evints ﬂ Change Pasewond
B _» _*| contributor Tyes ¥ | Backup oTed® | C
C/'ﬂ Fayee Types ﬂ Commitizas "/::_I
/
ﬂ Expense Typas ﬂ Salespenpla
E—»Ll Linar Fields Ll Henaticsnniag

Fig. 1
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2. Click the Events button (Fig.1 - A) or hold down the Alt key and press the E key. The
Events List screen (Fig.2) appeatrs.

A —> | Add New Done

Double-click on a record to edit it.

B azehall July 121998

Drinrer M ovember Fundraising Dineer
B ——» | First Ewent

G alf tedinah

Mizcelaneous
Second Event
Tenniz

Fig. 2

3. Click the Add New button (Fig.2- A). The Events screen (Fig.3) appears.

C — |§ave . Done | < D
| Event | A

[Desc ] - :

Fig. 3

4. Type in the name of the event in the Event field (Fig.3 - A).

5. Optionally, type in a description of the event (Fig.3 — B).
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6. Click the Save button (Fig.3 - C) to save the record.

7. Repeat Steps 4 and 5 to add more events.

8. Click the Done button (Fig.3 - D) when you are done adding events.
Editing Events
To edit an event,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Events button (Fig.1 - A) or hold down the Alt key and press the E key. The
Events List screen (Fig.2) appears.

3. Either double-click on a record in the list (Fig.2 - B) or highlight a record and press the
Enter key. The Events screen (Fig.4) appears.

Events

C > | Delete | Save 1 Done .

m [Dinner

.
m {Movember Fundraising Drinner

Fig. 4
4. Edit the event.

» Change the event in the Event and/or Description fields (Fig.4 - A) and click the Save
button (Fig.4 - B) to save the changes.

NOTE: When you change an event, all pledge and receipt records with this event will

also be changed. Therefore, do not modify an event unless you want to modify
related pledge and receipt records.

(on)

» Click the Delete button (Fig.4 - C) to delete the record.
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NOTE: You will not be able to delete an event if there are pledges or receipts for the
event.

CONTRIBUTOR TYPES

You can use Contributor Types to categorize your Contributors. This field is found on the
Contributors screen. There are five Contributor Types that are preloaded in the program:
Business, Grouped, Individual, Lobbyist and PAC.

Note: The Grouped type should be used only for a contributor that is set up for grouped,
unitemized donations. Receipts from contributors of this type will never be itemized. For
example, you can use Grouped to record one hundred raffle tickets sold at $20 each.
The $2000 receipt will be reported as an unitemized receipt.

In the Contributor Types section, you can add, edit and delete Contributor Types that appear in
the Contributor Type drop-down list on the Contributors screen (see Chapter 2 -- Contributors).

You can enter Contributor Types either when entering a contributor or on the Contributor Types
screen.

Adding Contributor Types
To add a Contributor Type,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Contributor Types button (Fig.1 - B) or hold down the Alt key and press the T
key. The Contributor Types List screen (Fig.5) appears.

Contributor Types List

A——» | Add New . Done .

Double-click on a record to edit it

Businesz
[ndividual
B——1— | Lobbyist
FaALC

Fig. 5
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3. Click the Add New button (Fig.5- A). The Contributor Types screen (Fig.6) appears.

Contributor Types
B > | Bave Done | «— C
[Type ] : A
Fig. 6

4. Type the Contributor Type in the Type field (Fig.6 - A).
5. Click the Save button (Fig.6 - B) to save the record.
6. Repeat Steps 4 and 5 to add more Contributor Types.

7. Click the Done button (Fig.6 - C) when you are done adding Contributor Types.

Editing Contributor Types
To edit a Contributor Type,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Contributor Types button (Fig.1 - B) or hold down the Alt key and press the T
key. The Contributor Types List screen (Fig.5) appears.

3. Either double-click on a record in the list (Fig.5 - B) or highlight a record and press the
Enter key. The Contributor Types screen (Fig.7) appears.
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Fig. 7
4. Edit the Contributor Type.

« Change the Contributor Type in the Type field (Fig.7 - A) and click the Save button
(Fig.7 - B) to save the changes.

NOTE: When you change a Contributor Type, all Contributor records with this type will
also be changed. Therefore, do not modify a Contributor Type unless you want
to modify related Contributor records.

(or)
« Click the Delete button (Fig.7 - C) to delete the record.

NOTE: You will not be able to delete a Contributor Type if there are Contributors of
this type.

PAYEE TYPES

You can use Payee Types to categorize your Payees. This field is found on the Payees screen.

There are three Payee Types that are preloaded in the program: Business, Grouped and
Individual.

Note: The Grouped type should be used only for a payee that is set up for grouped, unitemized

expenditures. Expenditures for payees of this type will never be itemized. For example,
you can use Grouped to record $500 in miscellaneous expenses. The $500 will be
reported as an unitemized expenditure.
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In the Payee Types section, you can add, edit and delete Payee Types that appear in the
Payee Type drop-down list on the Payees screen (see Chapter 5 -- Payees). You can enter
Payee Types either when entering a payee or on the Payee Types screen.

Adding Payee Types

To add a Payee Type,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Payee Types button (Fig.1 -C) or hold down the Alt key and press the Y key. The
Payee Types List screen (Fig.8) appears.

Payee Types List

A—F+— | Add New | Done

Double-chck on a record to edit it

Buziness
Grouped
B——— | Individual

Fig. 8

3. Click the Add New button (Fig.8- A). The Payee Types screen (Fig.9) appears.
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Payee Types
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A
>

[Tyve |

Fig. 9
4. Type the Payee Type in the Type field (Fig.9 - A).
5. Click the Save button (Fig.9 - B) to save the record.
6. Repeat Steps 4 and 5 to add more Payee Types.

7. Click the Done button (Fig.9 - C) when you are done adding Payee Types.

Editing Payee Types
To edit a Payee Type,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Payee Types button (Fig.1 - C) or hold down the Alt key and press the Y key.
The Payee Types List screen (Fig.8) appears.

3. Either double-click on a record in the list (Fig.8 - B) or highlight a record and press the
Enter key. The Payee Types screen (Fig.10) appears.
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Fig. 10
4. Edit the Payee Type.

« Change the Payee Type in the Type field (Fig.10 - A) and click the Save button
(Fig.10 - B) to save the changes.

NOTE: When you change a Payee Type, all Payee records with this type will also be

changed. Therefore, do not modify a Payee Type unless you want to modify
related Payee records.

(or)
e Click the Delete button (Fig.10 - C) to delete the record.

NOTE: You will not be able to delete a Payee Type if there are Payees of this type.

EXPENSE TYPES

You can use Expense Types to categorize your Expenditures. This field is found on the
Expenditures screen. Use this field for internal tracking only; it is not required for the D-2
reports.

In the Expense Types section, you can add, edit and delete Expense Types that appear in the
Expense Type drop-down list on the Expenditures screen (see Chapter 6 -- Expenditures). You
can enter Expense Types either when entering an expenditure or on the Expense Types
screen.

Adding Expense Types

To add an Expense Type,
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1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Expense Types button (Fig.1 - D) or hold down the Alt key and press the X key.
The Expense Types List screen (Fig.11) appears.

Expense Types List

A —+— | Add New | Done |

Double-click on a record to edit it

Loan

Office Supplies
B —}——» |Phone

Printing

Fent

Taw

Testing
[Itilities

Water

Fig. 11

3. Click the Add New button (Fig.11- A). The Expense Types screen (Fig.12) appears.

Expense Types
- C
B _ 5 |§ave| |Qunﬂ| il
[ — "
Fig. 12

4. Type the Expense Type in the Expense Type field (Fig.12 - A).

100



5. Click the Save button (Fig.12 - B) to save the record.
6. Repeat Steps 4 and 5 to add more Expense Types.

7. Click the Done button (Fig.12 - C) when you are done adding Expense Types.

Editing Expense Types
To edit an Expense Type,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Expense Types button (Fig.1 - D) or hold down the Alt key and press the X key.
The Expense Types List screen (Fig.11) appears.

3. Either double-click on a record in the list (Fig.11 - B) or highlight a record and press the
Enter key. The Expense Types screen (Fig.13) appears.

Expense Types

C——> | Delete Save Done

[Office Supples -4

Fig. 13
4. Edit the Expense Type.

« Change the Expense Type in the Expense Type field (Fig.13 - A) and click the Save
button (Fig.13 - B) to save the changes.

NOTE: When you change an Expense Type, all Expenditure records with this type will
also be changed. Therefore, do not modify an Expense Type unless you want
to modify related Expenditure records.

(or)
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¢ Click the Delete button (Fig.13 - C) to delete the record.

NOTE: You will not be able to delete an Expense Type if there are Expenditures of this
type.

USER-DEFINED FIELDS

E.L.E.C.T. Fundraising provides you with 21 user-definable fields that you can customize to
track contributor categories, favorite types of events, concerns, occupations, etc.

To use this feature,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the User Fields button (Fig.1 - E) or hold down the Alt key and press the U key. The
User-Defined Fields screen (Fig.14) appears.

User-Defined Fields
Create User-Defined Fields
A \w: Done
Replace the genenc Select a Format:
field name with your
field name: > C
U3 S pecified
B > [BilARz14s Unspecified
Click the Clear button to remove any data you < D
have entered for Contributors in this field.

Fig. 14
Adding User-Defined Fields

1. You will see Fields 1-21 listed in the Select a Field box (Fig.14 - A). Simply click on a field to
select it. It will appear highlighted.
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2. Type the name you want for the field in the User-Defined Name field (Fig.14 - B).
3. Select a format for the field from the Select a Format list (Fig.14 - C). You have 4 choices for
field formats:
i) Yes/No
i) For/Against
iif) Specified
iv) Unspecified

If you select one of the first two choices, you are limited to those possibilities in that field. If you
chose option i or ii, there are no additional criteria to define.

Option iii, Specified, means that you will provide a list of values appropriate for that field. To do
so, click on Specified in the Select a Format list. Please see the Working with Specified fields
section at the end of this chapter for more information about working with Specified fields.

Option iv, Unspecified, means that there is an unlimited range of possible values. If you choose
Unspecified, there are no additional criteria to define.

Editing User-Defined Fields
To change a field name,
1. Select the field in the Select a Field list (Fig.14 - A).

2. In the User-Defined Name box (Fig.14 - B), change the name.

To change a field format,
1. Select the field in the Select a Field list (Fig.14 - A).
2. Select another format from the Select a Format list (Fig.14 - C).
If you are done with a user-defined field and want to use it for another purpose, you can clear
all voter data for this field by clicking the Clear button (Fig.14 - D).
Caution! This button will clear your database of all information in this field. It is often helpful to

keep this information for a long time, so clear the fields only if you need to. This process can
take several minutes.

Working with Specified Fields
Follow the instructions in steps 1-3 of the previous Adding User-Defined Fields section for
setting up the field. Select the field in the Select a Field box. Select Specified as the format if

not already selected. The *Values for this Field’ section appears on the User-Defined Fields
screen (Fig.15). (Remember only fields with the Specified format will have values.)
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User-Defined Fields
Create User-Defined Fields

Select a Field: Done [f—— H
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Field3
Fieldd
Replace the generic Select a Format:
field name with your .
field name: at || !
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Unzpecified
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Add a Value: ChangeVWale: [ = <+—— E
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Save Value

Delete Yalue le—— G

To change or delete a value,
first select it from thiz list.

Click the Clear button to remove any data pou
have entered for Contributors in this field.

Fig. 15

To add a value,
1. Click in the Add a Value box (Fig.15 - A) and type in the value.
2. Click on the Save Value button (Fig.15 - B) to add the value to the list of Values
(Fig.15 - C) in the center of the screen.
To change a value,
1. Select the field in the Select a Field list (Fig.15 - D).
2. Select a value from the Values list (Fig.15 - C).
3. Type your new value in the Change Value box (Fig.15 - E).
4. Click the Save Change button (Fig.15 - F). This will change only the possible values
displayed for this field. It will not affect any data already entered into the database.
To delete a value,
1. Select the field in the Select a Field list (Fig.15 - D).

2. Select a value from the Values list (Fig.15 - C).
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3. Click the Delete Value button (Fig.15 - G).

4. Click Yes at the prompt to delete the value.

To exit the User-Defined Fields screen, click Done (Fig.15 - H). The Main Screen appears.

CHANGING YOUR PASSWORD

To change your password,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Change Password button (Fig.1 - F) or hold down the Alt key and press the P
key. The Change Password screen (Fig.16) appears.

Change Password

D\> | Save |Qancﬂl . — E

1. Enter your current pazsword.

2. Enter your new pazsword.

B\>|

3. Be-enter your new password.
C—— |

[Passwords are case sensitive.]
Fig. 16
3. Type your current password into the first text box (Fig.16 - A).
NOTE: Passwords are case-sensitive.
4. Type your new password into the second text box (Fig.16 - B).
5. Confirm your new password by re-typing it into the third text box (Fig.16 - C).

6. Click the Save button (Fig.16 - D) to save your changes.
(or)
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Click the Cancel button (Fig.16 - E) to cancel your changes.

CAUTION: Write down your password and secure it in a place you can remember. If you forget
your password, you will not be able to get back into the program.

COMMITTEES

In the Committees section, you can add, edit and delete committees. Also, you can choose
which committee you want to view in this session. When you choose a committee to view in this
session, all financial information (receipts, expenditures, checkbook, loans) and reports will
pertain to the current committee. (Some reports will allow you to print information for the current
committee only or for all committees combined.)

NOTE: You must have the multi-committee option to add more than one committee. If you
need this option, please call ELECT, Inc.

Adding Committees

To add a committee,

1. On the Main Screen, click either the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Committees button (Fig.1 - H) or hold down the Alt key and press the C key. The
Committees List screen (Fig.19) appeatrs.

Committees List

A > | Add New . Done |

Double-click on a record to edit it.

B —— f{Friends of ELECT, Inc.
Citizens for Smith

Highlight a record and click here to yview
in thiz session. . C

| View — |

Fig. 19
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3. Click the Add New button (Fig.19 - A). The Committees screen (Fig.20) appears.

Committees

Delete

Save | Done | —— G

A —»

B

C—

[Stato 10
Next Electon Date | I E

A

Fig. 20

4. Enter the name of your political Committee in the Committe Name field (Fig.20 - A), the
Committee’s address in the Address and Address? fields (Fig.20 - B), the Committee’s
city, state and zip in the City, State Zip field (Fig.20 - C), the Committee’s state
identification number in the State ID field (Fig.20 - D) and the date of the next election in
the Next Election Date field (Fig.20 - E). This information will also be used on the D-2
reports.

5. Click the Save button (Fig.20 - F) to save the record.

6. Repeat Steps 4 and 5 to add more committees.

7. Click the Done button (Fig.20 - G) when you are done adding committees.

Editing Committees

To edit a committee,

1. On the Main Screen, click either the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Committees button (Fig.1 - H) or hold down the Alt key and press the C key. The
Committees List screen (Fig.19) appears.
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3. Either double-click a record in the list (Fig.19 - B) or highlight a record and press the Enter
key. The Committees screen (Fig.21) appears.

Committees

4 ——A
B —

[= | Delete I | Save I | Done I

Committee Name

|Friends of ELECT, Inc.

|2738 M. Fine Grave

Address2

|I:hicag|:|, IL B0E14

EETID [ED-451545
Next Election Date I 11/5/96

Fig. 21

4. Edit the committee.

¢ Change the committee information and click the Save button (Fig.21 - A) to save the
changes.

(or)
« Click the Delete button (Fig.21 - B) to delete the record.

NOTE: You will not be able to delete a Committee if there are receipts or expenditures
for the Committee.

Selecting a Committee to View in this Session

If you are tracking more than one committee, you can choose which committee’s information to
view in this session. To select the current committee,

1. On the Main Screen, click either the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Committees button (Fig.1 - H) or hold down the Alt key and press the C key. The
Committees List screen (Fig.19) appeatrs.
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3. Highlight a name in the list (Fig.19 - B).

4. Click the View button (Fig.19 - C). The Committee Name will now appear on the Main
Screen and all screens that are committee specific.

SALESPEOPLE

In the Salespeople section, you can add, edit and delete Salespeople who appear in the
Salesperson drop-down list on the Receipts and Pledges screens. You can enter Salespeople
either when entering a receipt or pledge or on the Salespeople screen.

Adding Salespeople
To add a Salesperson,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Salespeople button (Fig.1 - 1) or hold down the Alt key and press the A key. The
Salespeople List screen (Fig.22) appears.

Salepeople List

Done .

Double-click on a record to edit it.

Smith, John

Fig. 22

3. Click the Add New button (Fig.22- A). The Salespeople screen (Fig.23) appears.
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B » | Save |Qune «— C

A
>

Salesperson ||

Fig. 23
4. Type the name in the Salesperson field (Fig.23 - A).
5. Click the Save button (Fig.23 - B) to save the record.
6. Repeat Steps 4 and 5 to add more Salespeople.

7. Click the Done button (Fig.23 - C) when you are done adding Salespeople.

Editing Salespeople
To edit a Salesperson,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Salespeople button (Fig.1 - 1) or hold down the Alt key and press the A key. The
Salespeople List screen (Fig.22) appears.

3. Either double-click on a record in the list (Fig.22 - B) or highlight a record and press the
Enter key. The Salespeople screen (Fig.24) appears.
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Salezpeople

C—— | Delete . | Save | Done

[Smith, Jotin A

Fig. 24
4. Edit the Salesperson.

» Change the name in the Salesperson field (Fig.24 - A) and click the Save button
(Fig.24 - B) to save the changes.

(or)

» Click the Delete button (Fig.24 - C) to delete the record.

BENEFICIARIES

In the Beneficiaries section, you can add, edit and delete Beneficiaries who appear in the
Beneficiary drop-down list on the Expenditures screens. You can enter Beneficiaries either
when entering an expenditure or on the Beneficiaries screen.

Adding Beneficiaries
To add a Beneficiary,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Beneficiaries button (Fig.1 - B) or hold down the Alt key and press the B key.
The Beneficiaries List screen (Fig.25) appears.
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Done

Double-click on a record to edit it.

Citizens for Jones
Citizens far Smith

Fig. 25
3. Click the Add New button (Fig.25- A). The Beneficiaries screen (Fig.26) appears.

Beneficiaries

B >

Save | Done [« C

Fig. 26
4. Type the Beneficiary in the Beneficiary field (Fig.26 - A).
5. Click the Save button (Fig.26 - B) to save the record.

6. Repeat Steps 4 and 5 to add more Beneficiaries.
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7. Click the Done button (Fig.26 - C) when you are done adding Beneficiaries.

Editing Beneficiaries
To edit a Beneficiary,

1. On the Main Screen, either click the Maintenance button or hold down the Alt key and
press the M key. The Maintenance Selection screen (Fig.1) appears.

2. Click the Beneficiaries button (Fig.1 - B) or hold down the Alt key and press the B key.
The Beneficiaries List screen (Fig.25) appears.

3. Either double-click on a record in the list (Fig.25 - B) or highlight a record and press the
Enter key. The Beneficiaries screen (Fig.27) appears.

— B
C——> | Delete Save Done

-«

1yl |Citizens for Smith

Fig. 27
4. Edit the beneficiary.

» Change the beneficiary in the beneficiary field (Fig.27 - A) and click the Save button
(Fig.27 - B) to save the changes.

(or)

» Click the Delete button (Fig.27 - C) to delete the record.
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APPENDIX 1 -- DATABASE MAINTENANCE

BACKING UP THE DATABASE

As with all data files, and especially databases, you should perform regular backups. If you
enter data for several hours every day, you might want to make backups every day. If you don’t
change any data for a week, you don’t have to make a backup for that period of time. Also, you
should make a backup before you perform any major operation (e.qg., installing a new version of
the program).

The only file that needs to be backed up is funddata.mdb in the c:\elect directory. This file
contains all of your data and can be several megabytes in size. The E.L.E.C.T. Fundraising
program, itself, is in another file. Since you can always replace this file from your original
diskettes, you don't need to back up this file.

Here are three options for making backups. The better option costs more money, but it will be
most efficient in the long run.

i. You can buy either an internal or external tape backup. All you have to do is to run the
backup program for the unit, and your selected files will be backed up on one tape. There
are several kinds of tape backup units on the market.

ii. You can buy backup software. In this case, your data will be stored on diskettes. Since
diskettes store a relatively small amount of information, you will have to use several
diskettes to back up the file. Windows comes with this type of software. You can find it
either in Microsoft Tools in Program Manager or under Tools in File Manager.

ii. You can buy an external drive such as the lomega Zip Drive or Jaz Drive. A Zip disk
holds 100MB of data and the Jaz disk holds 1GB.

COMPACTING THE DATABASE

Whenever you delete information from a database, its space in the file is not completely
eliminated. So, after a lot of information is deleted, there is a lot of unused space in the
database. Therefore, you must regularly compact the database. This will remove this unused
space (making the file size smaller) and also make the indexing work more efficiently.

To run a compaction, double-click on the appropriate compact icon that is in your E.L.E.C.T.
group in the Windows Program Manager. It will first run a repair and then a compaction. The
compaction of fundform.mdb will take only several seconds. The compaction of funddata.mdb,
however, will take longer depending on the amount of data you have. Different circumstances
require different compacting techniques.
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If you use E.L.E.C.T. Fundraising only to view data, you don’'t have to compact
funddata.mdb. But, if the funddata.mdb file is growing noticeably in size, or if E.L.E.C.T.
Fundraising seems to be giving you incorrect information, run the compaction. Under
normal use, compact this file every month or two.

If you frequently run postal reports, use Search Criteria on Contributor Lists or Mailing
Labels or run Word Mail Merge, compact fundform.mdb at least twice a month. Under
normal use, compact this file once or twice a month.

If your computer loses power while E.L.E.C.T. Fundraising is undergoing critical

processing (such as running some reports), you may get an error that the database is
corrupted. In this case, run the compaction on funddata.mdb.
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APPENDIX 2 -- USER TIPS

GENERAL TIPS

Searches are not case sensitive. This means, for example, that on the Contributors
screen you can type in Smith, smith, SMITH or any combination of upper and lower
case, and all occurrences of the name will be found.

E.L.E.C.T. Fundraising will keep track if you make any changes on any data input
screens. If you do not save your changes before clicking the Done button, you will be
asked if you want to close the screen without saving your changes. If you click ‘Yes’, the
screen will close without saving your changes. If you click ‘No’, the screen will not close
and you can then click Save. You can click ‘No’ if you decide that your entries are
incorrect and you do not want to save them.

You can go to other programs while keeping E.L.E.C.T. Fundraising open by using this
technique: Hold down the Alt key and press the Tab key. Each time you press Tab, you
will see the name of a program that is currently running in Windows. Continue pressing
Tab until you see the name of the program you want. When you see the one you want,
release the Alt key.

KEYBOARD TIPS

For people who prefer the keyboard over the mouse, there are several alternatives to
the mouse.

Most buttons you see on the screen will have one letter underlined on the button. When
you see this, you can do the equivalent of clicking the button by holding down the Alt
key and pressing that letter on the keyboard.

There are drop-down lists or always-open lists on several screens. You can choose an
item from a list by Tabbing into the list (or clicking into it) and using your up and down
arrows to move to different items in the list. Alternatively, you can type in the first letter
of your selection, and the highlight will move to the first matching item in the list. If more
than one item matches on a drop-down list, you can type additional letters to find a
match on all of the letters you have typed. You do not have to use your mouse; just tab
out of the list and the highlighted item will be selected.

To move from field to field, you can either press Tab or Enter. In fields that will take
several lines of input (e.g., form letter text), the Enter key will take you to the next line in
that field rather than to the next field. You must press Tab to get out of these fields.

In fields that have check boxes, you can use the Spacebar to put an X in the box or to
remove the X.
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APPENDIX 3 -- PRINTING

PRINTING TIPS

You can print reports just by clicking the Print button on a screen. But, there are some
settings you might want to change before printing.

E.L.E.C.T. Fundraising will use the default printer you have chosen in Windows. But,
you may be using a laser printer for some reports and a dot matrix printer for labels.
You will then need to change your default printer.

In Windows 3.11,

1. Go to Program Manager.

2. Double-click on the Main group.

3. Double-click on the Control Panel icon.

4. Double-click on the Printers icon.

5. You can now select another printer from the list.

6. Click the Set as Default Printer button. (Make sure you also connect the new
printer to your computer.)

In Windows 95,

1. Go to Start.

2. Select Settings.

3. Select Printers.

4. Select the Printer you want to use.

5. Select File.

6. Select Set as Default. (Make sure you also connect the new printer to your
computer.)

Alternatively, you can select another printer from the Print Preview screen (see the Print
Preview section below).

Your computer is probably set up to use Print Manager. Items that are many pages long
(e.g., labels) must be processed first and sent to Print Manager before they are printed.
This process can last a long time. To start printing immediately, you can turn off Print
Manager. This can be done on the same screen as selecting a printer (see above for
information on accessing this screen). Just click on the Use Print Manager box to
unselect it. The X disappears. Disabling Print Manager will have no effect as long as you
are printing only one thing at a time.

PRINT PREVIEW

On most screens, you will have the option to print or preview a report. The Print option
will send your report straight to the printer. The Preview option will allow you to display
the report on the screen before you actually print it.
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When you are on the Print Preview screen, you can zoom in and out of the display by
just clicking on the report.

To page through the report, click the arrows at the bottom left of the screen. The left
arrow (Fig.1 - A) will bring up the previous page, while the right arrow (Fig.1 - B) will
bring up the next page. The arrows with the vertical bar will bring up the first page (left
arrow) (Fig.1 - C) or the last page (right arrow) (Fig.1 - D). You can go to any page by
typing the page number in the Page box at the bottom left of the screen (Fig.1 - E) and
pressing Enter.

BPag=T. AT

Heady e

Fig. 1

Printing
To print from the Print Preview screen:

1. Click the Print button.
2. Click OK to print the whole report.

(or)
Type the range of pages in the From and To boxes and click OK.
Changing the Printer
To change the printer from the Print Preview screen:
1. Click the Print button.
2. Click the Setup button.

3. Select a different printer from the drop-down list under Specific Printer.
4. Click OK.
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APPENDIX 4 -- FIELDS

The following is a list of fields in E.L.E.C.T. Fundraising which can be used to search for Contributors for
Mailing Labels, Contributor Lists and Custom Reports.

A-1 Report Yes/No | Indicates if an Al was printed for a receipt

Address Text The Contributor’s work address.

Address2 Text The second line of the Contributor’s work address.

CarrierRoute Text The postal carrier route in which the Contributor works. The
format is either the letters C or R followed by three digits.

Check Nbr Text Check number on a contribution

Check1-9 Yes/No | User-defined checkboxes (see Chapter 2 - Contributors). The
user-defined names will display in alphabetical order.

City Text The city in which the Contributor lives.

CompanyName Text The name of the company the Contributor is associated with.

ContributorType Text Used to categorize Contributors. The defaults are: Individual,
Business, Lobbyist, PAC and Grouped. More categories can
be added.

D-2 Section Text Section on D-2 that a receipt is reported on: 1-Individual
contribution; 2-Transfer in; 3-Loan received; 4-Other receipt;
5-In-kind

Deposit Nbr Text Bank deposit number

Description Text Receipt description to appear on D-2s for In-kinds

Donations-Largest Number | The Contributor’s largest single donation.

Donations-Last Date The date of the Contributor’s last donation.

Donations-Prv Yr Number | The total of the Contributor’s donations in the previous year.

Donations-Total Number | The total of all the Contributor’'s donations.

Donations-YTD Number | The sum of the Contributor’s donations from the first of the
year through today’'s date.

Email Text Contributor’'s email address

Employer Text Contributor’s employer

Event Code Text Event associated with a receipt

Extn Text Contributor’s phone extension

Fax Text The Contributor’s work fax number.

Field1 through User User-defined fields (see Chapter 11 - Maintenance). The

Field21 defined | user-defined names will display.

FirstName Text The Contributor’s first name.

FormalName Text The Contributor’s formal name. Used for salutations in formal
letters. The format is Mr./Ms. <LastName>.

Guarantor Text Guarantor on a loan received

Home Add Text Contributor’'s home address

Home Addr2 Text Contributor’'s home address second line

Home Carr Rt Text Contributor’s home carrier route

Home City Text Contributors home city




Home Fax Text Contributor's home fax number

Home Phone Text Contributor's home phone number

Home State Text Contributor’'s home state

Home Zip Text Contributor’s home zip

InformalName Text The Contributor’s informal name. Used for salutations in
informal letters. The format is <FirstName>. If there is no first
name, then ‘Friend’ is used.

Last Name Text The Contributor’s last name.

Mail To Text Location where mail should be sent: W-work; H-home

NoMail Yes/No | Indicates if no mail should be sent to contributor

Notes Text Miscellaneous notes about the Contributor.

Occupation Text Contributor’s occupation

Phone Text The Contributor’s work phone number.

Prefix Text The prefix used for the Contributor’s formal name (e.g., Mr.,
Ms., Dr.)

Print Text Used to mark records for printing Thank You letters. The last
batch of Thank You letters printed will be marked with a ‘P’.

Receipt Amt Number | Amount of a receipt

Receipt Date Date Date of a receipt

ReportingAddress Text The address for the Reporting Name.

ReportingAddress2 | Text The second line of the address for the Reporting Name.

ReportingCity Text The city for the Reporting Name.

ReportingName Text The name under which receipts will be reported on D-2
reports.

ReportingState Text The state for the Reporting Name.

ReportingZip Text The zip for the Reporting Name.

Salesperson Text Person responsible for obtaining a pledge or receipt

State Text The Contributor’s work state.

Suffix Text The Contributor’s suffix (e.g., Jr., M.D.)

Thank You Yes/No | Indicates if a Thank You letter was sent for a receipt

Thank You # Number | Batch # of Thank You letters receipt is part of

Value Unknown Yes/No | Indicates if the value of an in-kind contribution is unknown

Vendor Address Text Address of vendor on an in-kind contribution

Vendor City Text City,state and zip of vendor on an in-kind contribution

Vendor Paid Text Name of vendor on an in-kind contribution

Zip Text The Contributor’s work zip code.




The following is a list of fields in E.L.E.C.T. Fundraising which can be used to search for Payees for Mailing
Labels and Custom Reports.

Address Text Payee’s address

Address2 Text Payee’s address second line

Alt Phone Text Payee’s alternate phone number

Amount Number | Amount of expenditure

Beneficiary Text Beneficiary of expenditure

Check Nbr Text Check number of expenditure

City Text Payee’s city

Company Name Text Payee’s company name

D-2 Section Text Section on D-2 that an expenditure is reported on: 6-Tranfer
out; 7-Loan payment; 8-Expenditures

Date Date Date of the expenditure

Expend Notes Text Notes about the expenditure

Expense Type Text Expense type of the expenditure - for internal tracking

Extn Text Payee’s phone extension

First Name Text Payee’s first name

Invoice Nbr Text Invoice number the expenditure covers

Last Name Text Payee’s last name

Payee Address Text Payee’s reporting address

Payee Address?2 Text Payee’s reporting address second line

Payee City Text Payee’s reporting city

Payee Fax Text Payee’s fax number

Payee Name Text Payee’s reporting name

Payee Notes Text Notes about the payee

Payee Phone Text Payee’s phone number

Payee State Text Payee’s reporting state

Payee Type Text Used to categorize payees. The defaults are: Individual,
Business, Grouped. More categories can be added.

Purpose Text Purpose of expenditure that appears on D-2

State Text Payee's state

Zip Text Payee’s zip code




A
Attach button ..o 18
Attached Contributors............ccevvvevvvieeeeeeennnne. 27
B
Backing Up the Database............cccccceennnnee 117
Beneficiaries......cccoovveveiiieiiii e, 114
AdAING .o 114
Deleting ...vvvveveeeieciiieie e 116
Editing .. 115
C
Checkbook
BalanCe .......cooviiiiiiie 64
Reconciliation .........cccooociiiiiiiiiiiiiicenns 66
Checks
AlGNING ..t 58
Printing ....cvvveveeee e 59
Committee Information
Editing ..o 65
ENtEriNg ...eveeeeeeeiiiieeeee e 65
COMMILEEES ... 108
AdAING .o 108
Deleting ...vvvveveeeieeiiiiee e 111
Editing ..o 110
SeleCting.....ccvvviveeeee e 111
Compacting the Database...........ccccccoevunnee 117
Contributor LiSt.......cccvvvieiiiiiieiiiiee e, 15
Search by Company Name. .............c.......... 22
Search by Contributor Name...................... 21
Search by Reporting Name................... 22,23
Contributor LiStS ......cvvvveiiiiiieiiiiiee e, 82
Contributor TYPES ......uvveeeeeeeeiiiiiiieeeaeeeae 17,95
AdAING e 95
Deleting ......eeveieeiiiiiieeeee e 97
Editing ..o 96
Contributors
AdAING e 15
Additional.............evvviiiiiiiiiiiiii 18
Attached .........ooveviiiiiii e, 18
Definition ......ccccoeiiiii s 15
Deleting ....vvvvveeeeeiiiiiieie e 26
Editing .. 24
Printing ...oovvvveeeiiiieece e 21, 82
Contributors Screen ..., 16
BULIONS ... 20
Contributor Information .............................. 16
RECEIPLS ..vvvveveiee i 18
Reporting Information.............cccccceeviiinnee. 18
User Check BOXES ........cceeevvivieieiiiiieeenn, 19
User Fields ... 19
Current COmMmMIttee......ccovvvvveeiiiiiee e 111

INDEX

D
D-2 REPOITS...ccevviiiiieeeiieiiie e 89
DEPOSILS ..evviieieieee it 85
E
Election Date
ENtering.....cccvveeevvvevvieieeee e, 13, 65, 110
EVENTS .. 92
72X [0 13T [T 92
Deleting ....eeeeeiiiieeeiiieee e 94
Editing ..o 94
Expenditures
72X [o 1o R 51
Deleting ....cceeeiiiieeeiiieee e 57
Editing ..o 55
PrNtING ... 84
EXPENSe TYPE .oovuiiiiiiiiiiiiii e 55
EXpense TYPEeS .....ccooveveeiiiiiieeee e 100
F2Yo [0 1o [ SRR 100
Deleting ....ceeeeieiieeeiiieee e 103
Editing ..o 102
F
Field Descriptions
Contributors/Receipts .........ccccocvveeeriinnenn. 122
Payees/Expenditures ............cccvveveeeeiennns 124
FIrsSt Name ..o 17
FIrSt StEPS .uvvveeie e 12
Form Letters
Creating....cccoveeeee e 68
Deleting ....cceeeiiiieeeiiieee e 71
Editing ... 70
Exporting to word processor ...................... 80
Printing .....covvveeeee e 77
Formal Salutation..........cccccovviiiiieinee e 17
Funds Available
ENtering......coooveveeiiiiiiciee e 14, 64
G
GUANANTOT ..o 39
I
Informal Salutation ..o, 17
Installation.........coooeeeiiiie 3
K
Keyboard TIPS ....ccouivveieiniiiee e 119
L
Letters
Thank You................. See Thank You Letters

Loan Payments
Editing ... 62



VIBWING ..vvviieeeeiiciiieeee et 62
Loans

Editing ..o 60

VIBWING .eeiieiiiiiieeee e 60
Loans Made

AdAING .o 54, 60

Payments .......cccccoeiiiiiiiiiiiee 38, 39
Loans Received

F2Yo [0 13 S 38, 39, 60

Payments ..o 54, 55
LOQON it 5
M
Mail Labels

Printing ......oeeveioiiii e 77
MU TO..eiiee e 17
Main SCreeN ....cooiiiiieeee e 6
N
NO Malil ... 18
o]
OPEIALOIS ... 78
P
Password

Changing ......ceeeveveiiiiee e 106
Pauee Types

(D=1 (11 o Vo RSP 100
Payee List

Search by Company Name. ..........cccccoeen. 48

Search by Last Name.............occuvveeeeeennne 47

Search by Reporting Name...........ccccceeeee 48
Payee TYPES......ii s 97

AdAING e 98

Editing .. 99
Payees

AdAING e 44

Deleting ....vvveveeeeeiiiieee e 50

Editing ..o 49

Printing ....cvveeveeeeiiiieee e 51
Payees SCreen ........cccccccevieivieiniiiiiiiiiiiiiinines 46

Payee Information ...........cccoeeevviveveeeeeiiinns 46

Reporting Information.............cccccceeeiiinnee a7
PerformancCe.........cccceeviiiiei i 4
Pledges

AdAING .evveeieeee 21, 30

Converting to Receipt............occcvvveeeen. 33,41

Deleting ...evvveveeeee i 33

Editing .. 21,31

Printing ....coveeveeeei e 35
Postal Report..........c..eeeivieriiiiiieieeeee e 80
PrefiX oo 17
Print Preview ... 120
Printing

Changing Print SEtUp .........cccovcveeerrineeenne 107

PrevieW ....ooooeeeeeeee e 120

Printing TIPS «.coeeeeiiiiiiieeee e 120
PUIMPOSE...iiiie e 55
R
RAM ..o, See System Requirements
Receipts
AdiNG .o 18, 36
Deleting .....ovvveereeeieiiiiiieeee e 43
Editing ......ovvveiiiiie 18, 41
Printing .....covveeeeee e 85
Reconciliation...........c..eueeiieeiiiiiieeee e 66
Reporting
CatEYOIY. . 38
Reporting Category ......ccccceevevvvvveereeeeesivennnn 54
Reporting Information .............ccceeviiveennnnnn. 18
Reporting Address .......cccceevvveccvviienieeeneinns 17
Reporting Name.........ccoccoeeevniiee e 17
Reporting Name
Adding Additional Contributors................... 26
Editing Additional Contributors................... 28
Reporting Period
Y= 1] Lo U o SRR 63
Reporting Threshold ...........ccocvvveiiiiieniinen, 90
Reports
Changing Print Setup.........cccccoevveeerineeen. 107
Contributor ListS.......cceveiviiiieeiiiiieeciiieeeee 82
CUSIOM .., 87
D2 i 89
DEPOSILS ..vveeeeiiiiee ettt 85
EXpenditures ........cocccvvveeeeeeeinciiiieeece e 84
Income and EXpense .........ccocccveviiieeennnne. 86
POStal ... 80
Schedule A-L.....ooiiii e 89
S
Salespeople .....ccceveviiiiiiiiie, 31, 39, 111
AdAING .. 111
Deleting ....ceeeeiieeeeeiiieee e 113
Editing ..o 113
Salutation
FOrmal......ccoooiiieiiiee e 17
Informal.........oooiiii 17
Schedule A-L......ccccoiiiiiii e 89
Search Criteria
Clearing.....ccccoevee e 79
ENtering......ccoooveeeiiiieec e 77
USING 'OF" e 79
Starting E.L.E.C.T. Fundraising ...........c.c.cc...... 5
SUFFIX vttt 17
System Requirements..........cccocvveeeinneeeeniinnenn. 4
T
Thank You Letters........cccocveeeiiiiiiiiiciieee s 71
Exporting to word processor .........c.ccoeuees 75
Printing ......oveeeeiieiiei e 71



Printing Labels/Envelopes...........cccccoovuueee. 76

Reprinting ...cccooovi i 75
Thank You Sent.........coccoviiiiiiiiieneceee e 74
Tips

General......ccccoceeiiei 119

Keyboard .........cooooiiiieiiiiie 119

Printing ....covveveeeiiiiieeece e 120

U

User CheCk BOXES .......oovivveiiiiiiieeeeiieeeeeie s 19

User-Defined Fields .........cccooeeveeiieiiinnnee. 19, 103
AdAING - 103
Editing ..o 104
Specified Format..........ccccceiiiiiiinn, 104



	INTRODUCTION
	INSTALLATION
	ENHANCING PERFORMANCE
	RUNNING E.L.E.C.T. FUNDRAISING

	CHAPTER 1 -- GETTING STARTED
	MAIN SCREEN
	FIRST STEPS

	CHAPTER 2 -- CONTRIBUTORS
	ADDING A CONTRIBUTOR
	CONTRIBUTORS SCREEN SECTIONS
	SEARCHING FOR A CONTRIBUTOR
	VIEWING AND EDITING CONTRIBUTOR INFORMATION
	ADDING ADDITIONAL CONTRIBUTORS TO A REPORTING NAME
	EDITING ADDITIONAL CONTRIBUTORS FOR A REPORTING NAME

	CHAPTER 3 -- PLEDGES
	ADDING PLEDGES
	VIEWING AND EDITING PLEDGES
	CONVERTING PLEDGES TO RECEIPTS
	PRINTING A LIST OF PLEDGES

	CHAPTER 4 -- RECEIPTS
	ADDING RECEIPTS
	CONVERTING PLEDGES TO RECEIPTS
	VIEWING AND EDITING RECEIPTS
	PRINTING RECEIPTS

	CHAPTER 5 -- PAYEES
	ADDING PAYEES
	PAYEES SCREEN SECTIONS
	SEARCHING FOR A PAYEE
	VIEWING AND EDITING PAYEES
	PRINTING PAYEE LIST

	CHAPTER 6 -- EXPENDITURES
	ADDING EXPENDITURES
	VIEWING AND EDITING EXPENDITURES
	PRINTING EXPENDITURES
	PRINTING CHECKS

	CHAPTER 7 -- LOANS
	ADDING LOANS RECEIVED
	ADDING LOANS MADE
	VIEWING AND EDITING LOANS/DEBTS
	VIEWING AND EDITING LOAN PAYMENTS

	CHAPTER 8 -- CHECKBOOK
	SETTING UP THE REPORTING PERIOD
	VIEWING AND EDITING THE CHECKBOOK BALANCE
	VIEWING AND EDITING COMMITTEE INFORMATION AND NEXT ELECTION DATE
	RECONCILING YOUR CHECKING ACCOUNT

	CHAPTER 9 -- LETTERS AND MAIL LABELS
	CREATING FORM LETTERS
	VIEWING AND EDITING FORM LETTERS
	THANK YOU LETTERS
	FORM LETTERS/MAIL LABELS

	CHAPTER 10 -- REPORTS
	CONTRIBUTOR LISTS
	EXPENDITURES
	DEPOSITS
	INCOME AND EXPENSE REPORT
	CUSTOM REPORTS
	SCHEDULE A-1
	D-2 REPORTS

	CHAPTER 11 -- MAINTENANCE
	EVENTS
	CONTRIBUTOR TYPES
	PAYEE TYPES
	EXPENSE TYPES
	USER-DEFINED FIELDS
	CHANGING YOUR PASSWORD
	COMMITTEES
	SALESPEOPLE
	BENEFICIARIES

	APPENDIX 1 -- DATABASE MAINTENANCE
	BACKING UP THE DATABASE
	COMPACTING THE DATABASE

	APPENDIX 2 -- USER TIPS
	GENERAL TIPS
	KEYBOARD TIPS

	APPENDIX 3 -- PRINTING
	PRINTING TIPS

	APPENDIX 4 -- FIELDS

