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Getting Started

Fundraiser Stages in My Fundraising Place

Opportunity: A specific time frame has been identified where you have a possibility to win a fundraiser with a group. You will be
actively working a sales process to close the sale. My Fundraising Place will allow you to manage a potential book date (when the
group will choose what fundraising solution they want to use) and you can estimate the amount of potential business that it will
bring to your dealership.

Pending: A group has committed to running a fundraiser with your dealership (opportunity = won) — but you are working out
the specific details (scheduling, etc.)

Booked: The fundraiser event is all booked and setup in My Fundraising Place. My Fundraising Place is all set to execute on the
promises your dealership has made.

Running: The fundraiser “Start On” date is past, and the group should be running the sale & is waiting for an order to be turned
in.

Ordered: An order has been received against this fundraiser.
Delivered: All invoices associated with the fundraiser have been delivered

Paid: All invoices associated with the fundraiser have been marked as paid
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Term

Description

Activity Sheet

Should be used to capture information that is time sensitive and further action is needed
to complete the interaction. Things to do related to a group and/or a contact
(Appointment, Phone Call, Sales Call, etc.). Shows details about the group, contact,
fundraiser and the last 5 activities related to the group.

Arrival Time

Time that the delivery person will arrive (not when the kids arrive)

Booked Commitment received, send confirmation email and touch point emails to start

Contact Contacts are individuals who might be interested in doing business or are currently doing
business with your organization. People associated with a group

Customer Someone who has or will be purchasing from you

Dashboard An My Fundraising Place screen that is customizable to hold tiles for functions you
commonly perform

Delivery Date Date of the delivery to the group

Email Campaign A coordinated set of email messages sent out from a Marketing List

End Time Time the delivery person leaves

Excel Data Connector

An ODBC connector to read only My Fundraising Place backup database to allow a dealer
to pull data into Excel, a static list

Fundraiser

An event held to generate financial support for a charity or organization

Group

Groups are a company, club or organization interested in running a fundraiser. A group
may have multiple contacts related to the group.

Group Leader

The leader of the group. The main contact for the fundraiser

Group Leader Portal / My An online tool for group leaders designed to improve the fundraising experience. Orders

Fundraising Place are entered here.

Incentive An inducement or supplemental reward that serves as a motivational tool for selling a
product

Inventory Adjustment Allow you to add or remove the quantity for a flavor(s) in the selected warehouse

(Samples, physical count of inventory proves the quantities need to be changed)

Inventory Maintenance Count

Used to set your starting inventory for each warehouse, done after a physical inventory
count

Inventory Transfer

Allows you to move product from one warehouse to another

Invoice

An itemized bill for goods sold

Lead

A person or company who has shown interest in a product or service in some way (think
"one-way communication”). A group that is a potential prospect.

Lead Conversion

The process of converting a lead into an account, contact, and/or opportunity

Lead Generation

The action or process of identifying and cultivating potential customers for a business's
products or services.

Lead Rating A rating system from 0 to 5 based customized by the dealer to help with which groups to
focus on. One dealer's example: (0 stars - groups they do not wish to pursue) (1 star - all
groups start at) (2 stars - last FR: 125-199 units) (3 stars - last FR: 200-299 units) (4 stars -
last FR: 300-449 units) (5 stars - last FR: 450+ units)

Lead Score A calculation based on the lead rating and the group type. The higher the score the
better

Lead Source A tool to track where groups came from

Load Summary Report Shows the # of cases and eaches by flavor for each delivery that day

Marketing Campaign

The efforts of a company to increase awareness for a product or service




Marketing List Contain members that meet specific criteria and are managed manually by users. A
static list

My User Restriction Only allows a user to see entities that belong to that user

Notes Should be used to capture information that needs to be associated with a date but does
NOT require further action

Online Signup The process of signup up online from a link

Operations Restricted Allows for partial access to the operations area, can't see purchase orders

Opportunity Going through sales process, getting some dialogue. Realistic opportunity to generate

revenue

Order Tabulator

Spreadsheet used by group leaders to figure out their totals

Ordered Fundraiser stage when the group calls in their fundraiser totals and is done running the
fundraiser

Outlook Activity Sync The process of syncing My Fundraising Place activities to Microsoft Outlook

Pending Enough information to start reserving dates on the calendar

Pickup Time Time the kids arrive to pick up their orders

Power Bi A business analytics solution that lets you visualize your data and share insights across
your organization

Pre-Pack Orders that are packed

Price List A list of current prices of items on sale

Product An item that is being sold

Program Unigue collections of products used in a fundraiser

Prospect A qualified lead, or group that has shown they are going to make a buying decision that

your dealership wants to pursue, think "two-way communication”

Purchase Order

A document issued by a buyer to a seller, indicating types, quantities, and agreed prices
for products or services.

Qualified Lead A group that meets all criteria for moving them along in the sales process

Quantity Left to Buy Number of units necessary to buy to fulfill all the fundraisers in all the different stages

Quantity on Hand (QOH) Actual number of units in storage

Quickbooks A set of software solutions to manage payroll, inventory, sales and the other needs of a
small business

Recycle Bin Where deleted items in My Fundraising Place are stored. Deleted items can be restored
here.

Route Summary Report Shows details about the selected activity types in the order that they are scheduled for
that person

Running Group is actively running the sale

Sales Funnel The buying process that companies lead customers through when purchasing products

Sales Planning Map A map used to see the locations of potential clients in relation to one another

Sample Free product given to achieve a sale or strengthen relationship with customer

Smart List Saved queries for groups, fundraisers, invoices, contacts and activities. Memorized
queries of data, a dynamic live list (available on certain grids).

Template Documents designed to receive data from My Fundraising Place automatically (Custom
Flier, Touch Point Emails, TP Email Attachments, Logo for Invoice, Web Logo for GLP)

Territory The customer group or geographical area for which an individual salesperson or sales

team holds responsibility to sell

Touch Points

Series of automated or semi-automated emails to help with communications during the
fundraiser process

Unqualified Lead A group that does NOT meet all, or even some, of your criteria for moving them along in
the sales process
Warehouse A building where you store your products




My Fundraising Place Platform Tour

Buttons & Icons
* Manual Load Data or refresl'{*\‘grid B - Export to Excel
* Add new record to database B3 * Add or remove columns to grid

* Delete record from database or k3 * Reset / clear grid filter row
move to recycle bin

E3 * Mark object as complete
(activities) or advance stage
(invoices)

EY * Lookup or search
EJ * Mark as primary
E) » Pass address to schedule tool

& open tool
2] * Mark object Active or Inactive ¢ P
ag* L0
B * Remove association Py
o - Edit =B. Paste
* Edi
a. Merge

B3 ¢ Add to marketing list

Buttons & Icons — Activity

0E00E0E
| M‘ * On Activities (from left to right):
S ™ — 1. Complete activity and copy
- - : description to a new activity (and
- e _ =8 you can pick a new activity type
_ - os . - before saving) N
® o 2. Mark complete and close activity
st - o ... 3. Mark as high priority
S — - 4. Mark as low priority
S = = 5. Save and close
6. Save

I - Assigns owning user to
currently logged in user
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L ead Generation

How to import groups and contacts

1. Log in to My Fundraising Place
2. Go to Marketing > Leads
3. Click on Import Leads

Sl Sales ~ Marketing ~ Operations » Analytics ~ Settings ~

PiLoT Programs Incentives Price Lists Marketing Lists Emails Templates Goals Leads ~ Smart List Competitors

Lead Source Management

4. Download the template that fits your data

Sales ~ Marketing ~ Operations ~ Analytics ~ Settings «

PiLaT Programs Price Lists Marketing Lists Emails Templates Goals Smart List Competitors

< Import Leads

Directions
1. Download the template that fits your data
2. Fill out the template
3. Upload back to FR Pilot

Nate: Imported leads must have the same lead source. To import leads for multiple lead sources, upload a new template far each source.

File

Select files.

5. Fill out the template by entering your data and saving it
6. Click on Select Files
7. Select location of template and click on Open

Templates

Contacts Only
Groups With Contacts
Groups Only

@ Open >
&« ~ 4 m > ThisPC > Desktop ~ U | Search Desktop »
Organize ~ New folder =- 1 @
" Name Status Date modified Type N
s Quick access
m Desktop + SellerinfoTemplate © 6/26/2018 1:07 PM Microso
: MasslLeadsimportFile © 6/26/2018 1:05 PM Microso
Documents 5
ImportleadsTemplateGroupsWithContacts © 6/26/2018 1:04 PM Microso ,
# Downloads o —
v < >
File name: ‘MassLeadslmportFile v ‘ ‘Microsoﬂ Excel Worksheet v |
| Open |V| ‘ Cancel ‘
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8. Click on Import
Sales ~ Marketing + Operations ~ Analytics ~ Settings ~

PiLaT Programs Incentives Price Lists Marketing Lists Emails Templates Goals Leads ~ Smart List Competitors

< Import Leads

Directions
1 Download the template that fits your data
2. Fill out the template
3. Upload back to FR Pilot

Naote: Imported leads must have the same lead source. To import leads for multiple lead sources, upload a new template for each source

File Templates

Contacts Only
Select files... Groups With Contacts
Groups Only
MassLeadsImportFilexlsx x
HLSX 1772 KB

9. Select fields from drop down for all records in template:
e Owning User
e Lead Source Type

Category

Activity

10. Click on Import

Import Leads

Owning User Bob Engen M
Lead Source Type Targeted Care Group v
Category School Club v
Activity Debate M

1. Click on either Recently Added Contacts or Recently Added Groups to verify import
File

s

Select files...

% View Recently Added Contacts
& View Recently Added Groups
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How to merge contacts

6.
7.

1.
2.
3.
4

Log in to My Fundraising Place
Go to Sales > Contacts

Select the two contacts you want to merge
Click on the Merge Contacts button

- Ma |—| ‘—‘ Hello, BobDay2
Sign out
= Calendar Sales Maps + Delivery Tooks = J g

Last Name First Name Job Tike. city Swie | Phone Email Tip Code County Owning Us.

Click on the Swap Source and Target button if you have the contacts reversed

Merge Contacts

Merge n Into

Brant Engan Brant Engen

Football Coach Football Coach
Algona, [A + Algona, TA

(515) 320-4545 (515) 320-4545
bsmengen@yahoo.com bsmengen@gmail.com

[0]3 Cancel

Click on the Magnifying Glass button for either contact if you would like to search for another contact to merge
Once you have the contacts in the correct order to merge, click the OK button to merge

Why enter group addresses

If you want to get a sale, you're going to need the right information about your leads. Leads that contain the right information
are more likely of being turned into a sale.

Group addresses are needed to take advantage of:

The Sales Planning Map tool which will help you target the right groups and help you be more efficient with your sales
calls

The Delivery Scheduling Map tool which can help you find other activities in the same area within a certain timeframe, so
you can be more efficient with your time

Route planning for turn by turn instructions for your activities

Filtering your grids by location to find the right groups, contacts or activities

Mailing lists for marketing purposes

Sales analytics by location
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Why select the Category - Activity on every group?

Selecting the Category: Activity on the group will help you work smarter and help you learn more about your business. By filling
out this one key item, you can start to learn about:
Customer Mix:

e Total sales and total # of customers by category or activity
e How averages were impacted by your customer mix
e One of the key factors in comparing an average from year to year is evaluating the changes in your Customer
Mix. The change in your customer mix could have a bigger impact on your average than a price increase.

It can help you determine if you are focusing on the right groups:

e The average # of touch points it took to get a customer to sign up by category or activity
e The retention rate by category or activity
e The closing rate by category or activity

Tips:
You may have a lot of groups in My Fundraising Place and you may feel overwhelmed when you think about filling the Category:
Activity out for all your groups. Here are a few suggestions:

e Filling out your Category: Activity for your groups is a great late spring / early summer project!
e Consider limiting the list of groups that you update to the groups that have had a fundraiser in the last 4 years.

Develop a plan to help you fill out the attributes as you go throughout the year. You could enter the Category: Activity for every
new group that gets entered into My Fundraising Place and when an existing group signs up for a fundraiser you could add an
additional step in your process to verify that the Category: Activity is filled out prior to booking the fundraiser.
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Why should you enter leads, activities and samples into My
Fundraising Place?

Know where your leads are at in the sales cycle

If your leads are not in My Fundraising Place, how can you market to them? Not all group leaders will be ready to buy based on
their first interaction with you. In most cases, you will need to have multiple touch points with your leads, so you can move them
through the sales cycle. If you don't track this information, then you won't know where they are at in the sales cycle.

Shorten the sales cycle

Tracking activities in My Fundraising Place allows you to learn from the past which will help you make better business decisions
and shorten the sales cycle. If you don't track this information until they are ready to become a customer, then you have no way
of figuring out what works and what doesn't work.

Activities are important to track so you can determine things like:
e Onaverage, how many times you need to interact with a group to get a sale?
e What touch point plan is the most effective for closing the sale?

Scaling your business

As your business grows you may need to add employees. Having this information in My Fundraising Place is extremely important
for internal communication and communication with your leads and customers. Your employees could be lost if the information
is in your head or on a piece of paper.

If the information is in My Fundraising Place, your employees will know exactly where each lead or customer is at in the sales
process. If the information was NOT entered into My Fundraising Place, they would have no idea what touch points had
happened in the past which could lead to a lot of their time being wasted.

Having employees enter this information will also give you more visibility on how they are performing!

Group addresses are needed to take advantage of:

When you enter activities and samples in My Fundraising Place we track the last activity date and the last sample date for the
group. These dates can be very helpful when you want to filter your data. Here are a few examples of how you could filter off
these dates:

e You want to find all leads that haven't been sampled in the last year and schedule an appointment with them

e You want to create an email list for all of your leads that haven't had an activity since 2014

e You want to clean up your group list by finding all groups that haven't had an activity since 2012

Being able to filter by these dates is already valuable in My Fundraising Place today. These dates will become even more

valuable to you as we add Smart Lists (saved queries), improve on our mapping tools and add customizable workflow (which will
help with automation).

*Lead Tips:

e Make it a policy that every new lead, no matter what, gets entered into My Fundraising Place.

e Develop a plan on how to market to your leads
o Youdon't have to treat all leads the same. Hot, warm and cold leads may have different touch point plans.
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Disqualify leads if there is no potential
o Perform spring cleaning on your contacts & groups every year
o Develop an "aging system" by setting contacts & groups to "Inactive" that haven't had an activity for a specific
period

Create a plan on how to track different types of customer interactions. If a sales rep only tracks some of his or her
activities, you will never have complete visibility into the total effort that it took to get that customer.
Here are a few questions for you to think about:
o If asales rep leaves a voicemail, do you track it and create a follow up activity?
o If you had an appointment with a lead, do you copy & complete it to a new activity as part of your follow-up
plan?
o When you get a referral, do you enter the new contact's information and create an activity with them?

When to use Activities and when to use Notes:
o Activities should be used to capture information that is time sensitive and further action is needed to
complete the interaction. Activities are where most of the day to day information is held in My Fundraising
Place.

o Notes should be used to capture information that needs to be associated with a date but does NOT
require further action. Example: If a contact was going on vacation for 2 weeks and didn't want to be
contacted. This doesn't require further action but is something that needs to be recorded and related to a date.

Sampled Flavors
o Not all flavors that you sample must be your default sample flavors. The "Is Sampled" check box on each flavor
in Settings/Products controls which flavors show up by default when you enter sample information on an
activity. So, if you sample Cinnamon and Apple 99% of the time, you could set these two flavors as the only "Is
Sampled" flavors and they would be the default flavors. If you had to sample a flavor other than Cinnamon or
Apple, then you can click on the + button to add the flavor when entering the sample quantities.



Why should you track Lead Sources?

By tracking lead sources, you can learn which lead sources work and which lead sources don't work for your business. You can
save time and money by not focusing on the lead sources that have poor results.

Tracking this information also helps Country Maid with our national advertising efforts. Country Maid receives leads from
different sources (like Charms, American Heritage Girls, etc.) so knowing the lead source will help us gauge how effective a
campaign was. If we know that a campaign was successful, then we can reinvest in getting you more quality leads!

Tips:
e The lead source on the group is where you should track where the lead originally came from. This should be set once,
and it should never change.

e Consider developing a different touch point plan based on different lead source types. For example, a lead from your
website would be more likely to turn into a sale than one from a purchased list.

e After every season, review the new groups that were created and verify that they have a lead source filled out

Page 1!
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L ead Conversion

How to create a contact

1. Log in to My Fundraising Place

2. Go to Sales > Contacts

3. Click on the + button to create a contact (Alternative creation: when in Group click on the + button under the Contact

Tab)

Sales ~ Marl

~ Groups + Fundraisers = Inw

4. Enterin fields:
e  First Name
e Last Name
e JobTitle
e Description
e Owning User
e Addresses:

FA

Ll Contacts ~ Groups ~ Fundraisers v Invoices ~ Activities v Calendar Sales Maps ~ Delivery Tools «

Sl Sales ~ Marketing v Operations ~ Analytics v Settings

~ Activities ~ Calendar Sales Maps ~ Delivery Tools «

& Contacts - Joe DiMaggio

First Name

Last Name

Job Title

Company

Description

Qwning User

Active

Addresses

Joe

DiMaggio

[ Baseball Coa(H

Company

Description

Bob Engen

v

e]a]e] o]+ ][V

® Business © Home © Other
Address Name

Address Name

Street 1

l 408 East| Oak St

Street 2
Street 2

Zip Code
50511

City
Algona
State
A
County

Kossuth

Description

Mail/Deliver here

Validate Cancel
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1. Enter in address and click on the Validate button. It is very important to validate addresses right away
as you enter them. An accurate location is very important for all mapping purposes.

Validate Address

Is the Validated Address correct?

Validated Address Current Address
B ]

408 E Oak 5t 408 East Qak 5t
Algona, [A 50511 Algona, I4 50511
Mail/Deliver here Mail/Deliver here

n Use Validated Address Use Current Address Cancel

o Click on either Validated Address button or Use Current Address button
2. Pick from address functions if needed:

00 Ooa

In Order from left to right:
1. Open Scheduling Tool

2. Copy

3. Paste

4. Map It in Google Maps
5. New Address

6. Delete

7. Make Primary Address
3. If multiples, select primary
e Phone Number

Phone Mumber n

© Business © Home ® Mobile © Fax © Other

L (515)-320-6464

Description

Cancel

1. If multiples, select primary
e Email Addresses

Email Addresses n

& Business ® Personal © Other

B jdimaggio@gmail.com

m Cancel

1. If multiples, select primary
5. Click on the Save & Close button
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Changing a contact

1. Loginto My Fundraising Place

2. Go to Sales > Contacts

3. Double-click on the contact you want to change

Sales » Marketing ~ Operations = Analytics = Seftings ~

=

PILOT e Groups = Fundraisers ~ Invoices = Activities = Calendar Sales Maps ~ Delivery Tools «

DEDOBe0

Last Name First Marme lob Title City
Engen

S S ™ T S ™
Engen Brant Football Coach Alan

4. Make changes to contact
5. Click on the Save & Close button
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Ho

goa W

w to create a Fundraiser

Log in to My Fundraising Place
Go to Sales > Groups

Select the group you want
Click on the Fundraisers Tab
Click on + button to create a fundraiser (Alternative creation: when in Fundraisers click on the + button)

Sales v Marketing ~ Operations ~ Analytics v Settings

Contacts ~ Groups ~ Fundraisers = Invoices ~ Activitie

10.

M.

2.
13.

Info More Info Activities Fundraisers Invoices
Name Start Date
Sl S2les + Marketing » Operations ~ Analytics v Settings ~
FA
piLOT

Contacts + Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools =

$ Opportunity

@ 0

OPPORTUNITY  #10mG s00KED AUNNING ORDERED DEVERED PAD

Group Algena Debate Team B = Program 88 v
Q Algona, 1A O algonadebate@gmail.com

Contact Frank Cupersmith B = Price List §5 Profit 9-14 v
Debate Coach
Algona, 1A
(515) 320-4242 Forecasted 300

Items

frankc@gmail.com

Event Name Algona Debate Team - Fall 2018 Potential Book | 77172014 =le
Date*

Competitor Cherrydale v

Notes
Verify that the Program and Price List are correct (If there is a primary of each they pull in)

Enter Competitor, Forecasted Items and Potential Book Date.
Click on the Save button

20

Click on the Convert to Pending button
a6

ndar Sales Maps = Delfivery Tooks =

 Fundraisers - Algona Debate Team - Fall 2018

s ——————

- - - = 2 m oE0o

o | Fler  Amvies  Iwokes  TouhPaints  Morelnfo  Sellerinfo  SellerRevisons
Info Goal Program
Growp Algons Desate Tesm [ [ . program e
Oigana, 1A O aigonadebate@grailcom
Contact Frank Cupersrith ﬂﬂ o sellers 2 Sellers Price List 55 Profit 914 v
Debate Conch
profie Geal 5150000 Wasehouse Wiest Bend Cold Siorage v
Incentives. Seect incentives.. v Foeamd | 4y
Event Name Ttems
funds For Tip Forecasted 300
start o et Rens
Make Chedks | 4100, Debate Team
Retum Order f— a ™ Fiers w
Min/Persen o Caleulated minirmum: 12
Callin Order [ — = Posters N
OwningUser  gpcgan v Min Quartity |,

RO . [= = | P Pack
Py— a

If done from the group page, both group and contact will be brought in
Select Program (primary program filled in if there is one)

Select Price List (primary price list filled in if there is one)

Verify Group Size and Make Checks Payable To (Coming from group record)
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14. Enter these fields:

15.
16.
17.
18.

19.

e  Profit Goal

e Incentive

e Funds For

e Min / Person

e Forecasted Items

e Fliers

e Posters

e Custom Field1
Select Pre-Pack or not
Pick Start Date (4/16/18)
Pick Return Order Date (4/30/18)

e Usually sell for 2 weeks from Start Date
Pick Call In Order Date (5/1/18)

e Usually 2 days later than Return Order Date
Pick Activities at the bottom that apply:

o CYCIEY

e Send Startup Kit Activity
1. Usually 2 weeks before Start Date

DEagg -

as
s 20620

2. Select address
3. Select phone number
4. Select Start Date and Time
1. Usually 2 weeks before Start Date
5. Add description if needed
6. Activity Buttons:

Complete and Copy Actmty
Complete and Close Activity
Set to High Priority

Set to Low Priority

Print

Save & Close

Save Activity

No v w =
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7. Click on the Save & Close button
e Kickoff Activity
1. If needed, look at last year's info

- Calendar Sales Maps - Delwery Tools -

aannac
Fundraiser HH Ativity Type Kick Off v

E2Y Afg;:‘ni‘l'):::?e;;:m‘rﬁlllﬂﬂ Ovming User Bob Engen
St 73208 | Stotus Open | Sist Pending

e St Status. Perding
Group (2]
Sample Kick-Cff
‘Algona Debate Team
O Algons, 14 O algenzdebatedgmailcom Subject £0- Algona Debate Team

Contact ﬂu Start 71312018 B 500 PM @ | et

Frank Cupersmith

End 71372018 B €00 PM ©| T
ar Al Day Event (=]
Addess ] 0 [c ] (2]
Description
[=1% [=1%
1234 Main 5t 515) 3204242
Algana, T4 50511

Select address

Select phone number
Select Start Date and Time
Add description if needed
Activity Buttons:

aleltlvie v A

Complete and Copy Activity
Complete and Close Activity
Set to High Priority
Set to Low Priority
Print
Save & Close
. Save Activity
7. Click on the Save & Close button
e Delivery Activity
1. Get the date from Sales Rep
2. Check the time from last year

o A W

No v s W

s Sales Maps ~ Delery Tools +

aanoac

Fundraiser n: s Ak Delivery v
B Ok Ut 7

Detste Team |
/2018 | StetusOpen | Siste Pending

- Status pending
roup 2]
S v cosons [
Algona Debate Team
Oigons, 14 O aigonadabate@gmaiicom Subject

PP DL Algona Debate Team 0 £xt. ltems, 0 sellers

nvoice BE < (a ]| DateTED TmeTeo |

o Bark Quperaf start v | | seoam © ot
moced | Totsl Bt Nems | Amount C h = e
End 8312018 ] 900 AM oo
ankc@gmail o 8
Adaress ODEna o a8 ..o ‘
os os
1234 M st <15) 3204242 PRI TR o 830 ot T | s0mm o ot
Algona, 14 50511
Description

3. Select address
4. Select phone number
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5. Select Start Date and Time
6. Add description if needed
7. Activity Buttons:

Complete and Copy Act|V|ty
Complete and Close Activity
Set to High Priority

Set to Low Priority

Print

Save & Close

Save Activity

8. C||ck on the Save & Close button

Nouvswn 2

Fundraiser Buttons:

| DEE0

Book the Fundraiser
e Email Confirmation
1. Once Flier is approved
e Save & Close
e Save Fundraiser
e Open Scheduling Tool

Flier Review — if used

1. Log in to My Fundraising Place
2. Goto Sales > Fundraisers > Flier Tab
3. Select correct print template

[=]1R]=]

Minemam Per Selier

Svpdanl s150000

Funds For

4. Flier Buttons (Left to right):
e [oad button
e Preview button
e Email button
e  Flier Status button
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Flier Control
Selected Template

& item variable_goals

© C

DRAFT REVIEW
5. Click on the Load button
Click on the Preview button

glolo]=] -

FRIMTED

APPRCWED

Flier Control

Selected Template

8 item variable_goals v I
C= 3

DRAET REVIEW APFROVED
7. Make sure that flier looks OK
8. Click on the Flier Review button to update the flier status
9. Send email with flier to group leader for approval
10. Click on the Email button
1. Click on the Send button
12. If approved by the Group Leader,

e (lick on the Approved button on the Flier tab
13. If Group Leader has changes,

e  Make those changes on the flier and Save

e (lick on the Approved button on the Flier tab

PRINTED:

Book the fundraiser

M Scics - Marketing + Operations + Anlytics « Settings - Hello, Bobay2
. 0] ™ s
[ —— ~ Calertar Sales Maps ~ Defvery Tools ~ 9
B Fundraisers - Algona Debate Team - Fall 2018
— = = [=][a]n]
: ' nfoins  Morelnfo  Sellerlnfo  SellerRes
Info Goal Program
Group Algona Debte Team ae «s- . Program o v
Oigons. 1o O sgenadebategrlcom
Contact Frank Cupersmith m= o Sellers # Soller Price List 5901814 v
Det.
Agor Proft Goal s150000 Warehouse West Bend Cold Storage v
Incentives — . Forecastecltems | 300
Event Namk Algona Debate Team - Fall 2018
Funds For b Forecasted B¢ 300
start 7/13/2018 Ierns.
[ S - Flers .
Return Order 72712018 =
Min / Person - Caleulated minimun: 12
Calln Order Erep 5 Posters
Notes BE oo -
Status open v o Vard Signs
Owning User fO— v Min Quantity Minimurm Quantity
S - - ~ @
Summary

1. Go to Sales > Fundraisers > Info Tab

[ =]~ [R]a

2. Click on the Book button to book the fundraiser
3. Click on the Save button

Booked Confirmation Email

|l=]~[5]a]

1. Click on the Email Confirmation button
e This is the manual Fundraiser Booked Confirmation Email Touchpoint
2. Verify and customize email if needed
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To | @ robert.engen@countrymaid.net

Cc.- V ‘
Send

Bec... ‘

Subject ‘Fundraiser Confirmation and Details

Attached LetterToParents.docx 2 FundraiserSalesToolkit.docx _ |/ E=®  FBInstruction
Rene | 336k8 I=| 40sk8 253k

Timberwolves BB - Spring 2018

Dear Jimmy,

Please reply with an OK if everything looks good. R
Group Leader Ordering Link (Click on this LINK for ordering — we will send it 2 more times in emails)

Edit your attached Parent Letter template if you choose to use it. All other attachments are helpful tools!

+Your Fundraiser Details
l Mail Order Forms approx. Date: 4/02/2018

3. Click on the Send button
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How to create a group

1. Log in to My Fundraising Place
2. Goto Sales > Groups

3. Click on the + button to create a group (Alternative creation: when in Contact click on the + button under the Group

Tab)

S\
PILOT |38

2% Groups

AD0EG

Sl Sales ~ Marketing ~ Operations ~ Analytics »  Settings ~

acts v Groups ~ Fundraisers ~ Invoices v Activities v Calendar Sales Maps ~ Delivery Tools +

Create New Group

.
Group Name Algona Chess Team

Group Size 15
Activity Type School Club : Other n
Lead Rating K A
Lead Source Google
Groups: 1
Active
Owning User Bob v

Email Address algonachess@gmail.com

Phone (515)-295-7575

Website Group Website

*Indicates Required Field

Make Checks
Payable To

Tax Rate

Apply Tax To

Algona Chess Tean|

0%

No Tax

Lead Score

30

Cancel Save

4. Enter in fields:
e Name
e Group Size
e (Category : Activity

1. Enter activity in search box

Search Categories/Activities

Search
baskethall

Clear

example:baseball

INon-S(hon\ Sports - Basketball

School Sports : Basketball

Or use drop down menus.

Category Nan-School Sports

Group Activity Basketball

v

v

Cancel

2. Select activity and click OK

e lead Rating
e lead Source
e Description
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e Owning User
e Email Address
e Phone

o Website

e Make Checks Payable To

e Tax Rate
5. Click on the Save button
6. Enterin Address:

Addresses (m(alo]o[+[x]8]
© Business ® Home © Other
Address Name City
Address Name Algona
Street 1 State
408 East Oak Street 1A A
Street 2 County
Street 2 Kossuth
Zip Code Description

50511

Description

Validate Cancel

e Enterin address and click on the Validate button. It is very important to validate addresses right away as you

enter them. An accurate location is very important for all mapping purposes.

Validate Address

Is the Validated Address correct?
Validated Address
w

408 E Oak St
Algona, 1A 50511

Current Address
@

408 East Oak Street
Algona, IA 50511

n Use Validated Address Use Current Address

Cancel

2. Click on either Validated Address button or Use Current Address button
e Pick from address functions if needed (Left to right):

mlal@]sl+] X8

1. Open Scheduling Tool
2. Copy

3. Paste

4. Map It in Google Maps
5. New Address

6. Delete

7. Make Primary Address
e If multiples, select primary
7. Verify that Phone Number and type are correct
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Phone Number n

@® Business © Home O Mobile © Fax © Other

oo - X

Description

ﬂ Cance‘

e If multiples, select primary
8. Verify that Email Address and type are correct

Email Addresses n

® Business O Personal © Other

L] ‘ Email |

ﬂ Cance'

e If multiples, select primary
9. Click on the Save & Close button

Changing a group

1. Log in to My Fundraising Place
2. Goto Sales > Groups

3. Double-click on the group you want to change
Sales + Marketing »~ Operations ~ Analytics = Settings «

N

bl Contacts ~ Groups = Fundraisers = Invoices -~ Activities ~ Calendar Sales Maps ~ Delivery Tools

Groups
xJolol=]]
Mame Phohe Contact Contact Phohe Contact Email
zlgonz
Algonz AAL BE (515) 255-6565 Bob Engen (515) 3206565 bzmengen@gmail.con
Algona Debate Team {515) 295-9: Frank Cupersmith (515) 320-4242 _
Algena Football (515) 255-6565 Brant Engen (515) 320-4545 bsmengen@gmail.con

4. Make changes to contact
5. Click on the Save & Close button
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Marketing Lists Walkthrough

Marketing Lists are a new feature in My Fundraising Place, they allow for the sending of an email to many recipients at once.

The first step to creating a Marketing List is the selection of recipients. These recipients are selected from either Contacts, Groups.
All you need to do to select to the recipients is go the grid you want to work off and select all of the entries you want on the list.
Control + Click will allow you to choose multiple entries, Shift + Click will allow to you select many entries at the same time.

ting = Operations » Analytics v Settings ‘ | ‘ Hello, BobDay2

. . - . out
% + Fundraisers ~ Invoices ~ Activities » Calendar Sales Maps ~ Delivery Tools «

st | K CEBEamE
Name t Group Email Contact Contact Phone Contact Email Group Activity

I
Brarvore 5
ity gs—— — Y |
Guthrie County Extension aH

ot ip L. |

Marshalltown Trailblazer 4-H Club 4k
Py High schoo 146 [ terschok Program
Polk County Extension | |¢H
Stary County Extension | |4—H
Urbandale Community School After School Program | After School Program

Once the desired entries are selected you will hit the megaphone icon at the top of the grid, this is the Marketing List button. It
will open the following window:

Add To Marketing List

Which Markating List would you like to add these selected items to?

® Add ta Existing Marketing List
Create New Marketing List

Please select a Marketing List

This allows you to select if you want the entries you selected to go to an existing Marketing List, and if so, which list to add the
entries to.
Otherwise you can also create a new Marking List from your selection as well.

Add To Marketing List

Which Markating List would you like to add thesa selectad itams to?

Add to Eiisting Marketing List
® Create Mew Marketing List

ist Type

New Marketing List Name

4-H and After Sehaol

Cacy

From here you'll need to give the new List a name and select if you want your whole dealership to have access to the List (Dealer)
or just yourself (User). Once all the selections are made and the List named, hit save.
To view your new list, go to Marketing -> Marketing Lists.
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-~ Sales » Marketing ~ Operations = Analytics = Settings =
PiLOT

Programs Incentives Price Lists Marketing Li Emails Templates Goals Leads ~ Smart List Competitors

Marketing List

Name Type Entity
4-H and After School User Group
Algona Sports Mkig List User Group
7/18 - Groups not booked % Dealer Group

From here you can double click on the list to open it up and see the receipt list.

Sales - Marketing - Operations ~ Analytics + Settings

| Hello, BobDay2
g - - Si out
sl Programs Incentives Price arketing Lists Emails Templates Goals Leads ~ Smart List Competitors lie—
Q 4-H and After School
os o] r]=]
Name Fhone Contact Contact Phone Contact Email Group Emall ciry Sisle  County ZipCode Categary Group Activity OwningUs.. | Lest Acthdty | Next Activity | Next Fundraiser
= =] =
Boone Ceurty -
N Boone w Boone NonSchool b 4-H a
Extension
DreamHorse USA Des Maines n Polk Non-SchoolClub  4-H A 111672008
Greene County 4-H Jefferson " Greene Non-SchoolClub  4-H HR 107272002
Innovators 4k Club Altoons n Polk Non-SchoolClub  4-H A 3252008
Perry High School
- = Pemy " Dallzs Public Schoal After School Program | FA 4372007
Polk County
- Des Maines " Polk Non-School Club 4 A
Exension
Story County
[ Nevada i story Non-School Club | 4-H KT
Edension
Urbandale
Community School Urbandale N Dallas public Schoal After School Program | FA 3/16/2007

After School Program

You can choose just a few recipients from this list and hit the envelope button to send to just those. But if you want to send to

the whole list head back to the main Marketing Lists list, select the list you want to use, then hit the envelope button there to
bring up this window:

Email Action

Subject
Template
Schedule @ Send Now © Send at Future Date & Time

Owning User v

Use to override owning users to a single persan. Otherwise, leave
blank.

8

Click Test’ to send a capy of the email to

The Subject line here will the subject of the email when it goes out. You will choose the template for the email from the Template
dropdown. If you want the emails to all go out from a single person choose that person from the Owning user dropdown, but for
the most part you'll want to keep the owning user that the group already has and will therefore keep that field blank. Once
everything here is set as desired you can hit test to send yourself a test copy, or send, to send out the email.

My Fundraising Place using your Office 365 account will automatically queue up your emails to go out over a short period of
time, to help keep you off spam mail black lists.
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Online Signup Checklist

Four steps to prepare for online signup

O Verify your touchpoint email credentials are correct

1. Login to frpilot.net
Go to Settings > Users > Select a user > Security tab

Verify the Email Credentials for User's Touchpoints are correct
Click Save
Repeat for each user

Ui W

O Set up email notifications

1. Go to Settings > Dealer > Email Notifications tab

2. Choose who should receive fundraiser signup notifications

3. Choose one user to send new contact notifications from. My Fundraising Place will use this user's touchpoint credentials
to send the notifications since a new contact does not yet have an owning user. New contact notification emails will not
be sent unless a user is selected.

4. Choose who should receive new contact notifications

5. Click Save

New Contact Notifications

Send From This can not be blank v

‘® Send to dealer's primary email address

© Send to other user(s)

O Review signup instructions

1. Go to Settings > Dealer > MyFundraisingPlace.com Settings tab

2. Scroll to the bottom of the page

3. Review the instructions that the group leader will see when signing up for a fundraiser and make changes if necessary
4. Click Save

O Preview your signup page

1. Goto Sales > Groups > Select a group > Fundraisers tab
2. Click link icon and generate link

&% Groups Cape Cod HS Band

Info More Info Activities Fundraisers

3. Click the link to preview the page that your customers will see
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https://frpilot.net/

Online Signup Options

Enable group leaders to sign up online

Option 1. Direct customers to your signup page (recommended)

1.

2.
3.

Test your signup link by navigating to myfundraisingplace.com/dealername/signup/landing

You can then share your link on Facebook and link to it from your website

Current customers will be asked to enter their email address. New customers will enter their contact information and be
entered as a contact in My Fundraising Place.

Tip: If your link doesn't work, go to Sales > Groups > Select a group > Fundraisers tab, click the link icon, click Generate
Link, and note the dealer name that is used in the link.
Fundraiser Signup Link

Unique Link (click to open):

https://dev.myf com/Cedar ignup/Link?t=46dc5249-
98bb-4d80-Bccd-c63aea2(f872&dd=wJhdhccQ20D26kCIK210ntviw08hKIMMEBCKBXs +YpY

Invalidate Link

Copy Link to Clipboard  [EZETREL SMe s

Option 2: Email customers their unique signup link

1.

2.

o U W

Create an email template using Microsoft Word and save as a .docx file

Be sure to include the merge field «SignupURL». This will generate a link for the group and include it in the email. A
template has been posted on Dealer Connect.

Upload the Marketing Email Template under Marketing > Templates

Create a marketing list

Click on the marketing list name one time

Click the email icon and fill out the pop-up. Click ‘Test' to test the email and then click ‘Send’ when you're ready to send
the email.

Email Action

Subject Fundraising Check in

Template Online Signup Campaign

Owning User
Use to override owning users to a single person. Otherwise, leave
blank.

Recipients 2
Click 'Test' to send a copy of the email to info@cedarvalleyfr.com

Test Send Cancel

Option 3: Manually send customers their signup link

1.

2.

Go to Sales > Groups > Select a group > Fundraisers tab, click the link icon, click Generate Link

&% Groups Cape Cod HS Band

Info More Info Activities Fundraisers

Click 'Copy Link to Clipboard’ or ‘Email Link’ to send your customer their unique signup link
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Sales Cadence Checklist

>
X >
Sales Cadence Check List -3 & £ §
(shown in order of priority for a sales user) S § & 2 § Notes
If using activities properly,
X anything important has an
1. Calendar - Complete assigned activities activity on the calendar
Prioritizing current customer
2. Current Season Group Smart List (sorted by booked On)-1Y retention
Call <30 day X
Send 45 Day group signup X
Send 60 Day group signup X
Send 90 Day "Are You Still Involved?" Email X
Next priority is previous 2
years (same season)
3. Current Season Group Smart List (sorted by booked On)-2Y customers without Booked
& 3Y FR
Call <30 day X
Send 45 Day group signup X
Send 60 Day group signup X
Send 90 Day "Are You Still Involved?" Email X

Reviewing Fundraiser
Opportunities that don't
have an activity or aren't

4. Current Season Opportunities closed yet
This is a "quality" step to
ensure all employees in a

X dealership are using activities

properly & that no groups

Review Smart lists for Opportunity and Pending FRs slip through the cracks

Smart lists created for pulling

leads out of the dealer's DB

to try to get them into a

sales opportunity

Depending on how a dealer

wants to use the leads in

? ? ? ?  their system, a lead smart list
can be built to aid in a sales

Dealer designed sales cadence for "leads" process for leads

Working ahead into the next
6. Next Season Smart List season
Signup Early / Update Contact Information Email X

Page 33



Sales Cadence Process

This document shares a “"typical” method for a salesman to use My Fundraising Place to manage their time to sign up groups and
work them through a sales process.

Gold Priority — Manage activities

Activities represent a decision that was made by an My Fundraising Place user that some activity needed to be performed at a
specific time and date. This requires the owning user to review the activity and decide what the next appropriate activity should
be. My Fundraising Place users should NOT use activities if they do not intend to act at the scheduled date and time to avoid
cluttering up their calendar and activity list.

Activities are the highest priority items in My Fundraising Place for a user. To review activities, use 1 of the following methods:

1. Activity grid (use this view if you have a lot of activities assigned to you and you wish to see an easy to read list of things
you are to do).

FAD Sales » Marketing ~ Operations ~ Analytics ~ Settings ~
Ll Contacts ~ Groups » Fundraisers » Invoices Activities ~ 4

e Here are some tips:

v' Use the “MiActivities” drop down filter to see onli those activities assigned to you

Open v | This Year Spring v | My Activities v :

All Activities

City State

2. Calendar: (use this view to see your activities in a day, week, 2-week or month view E Py |
e Here are some tips:
1. The calendar is a great place to reassign activities by switching to the “day” calendar, turn on multiple

4
users, un-merge calendars (if merged), enable event dragging -

1. Using these settings will allow you to drag events to a new user and drop them onto their
calendar and it will reassign them automatically
2. Use the "Open” activities filter to hide all completed activities
3. Dashboards: There are several dashboard tiles that will tell you that you have activities that need your attention
including:
e Overdue, due today, due tomorrow

Tips when interacting with activities

When an activity was completed (even if it was unsuccessful) — always mark the activity as closed after you add your notes about
what happened during the activity, and then create a new activity that sets the “next action.” This helps you understand how
many touches it takes to work with a specific customer or type of customers. Here are some tips to help you save some time
when working with activities:
Time saving tips:
e Use the "Complete and copy to new” function to automatically do the following steps:
e  Mark the current activity as “closed”
e Create a new activity (that allows you to choose the activity type)
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e Copies the description of the completed activity to the new activity and inserts some language that details the
date, time and user who completed the prior activity and created this one.
e After this is generated, the user has the option to make the following adjustments before saving:
v Change the activity type (phone call, appointment, etc.)
v" Change the owning user (to assign the new task to a new user)
v' Change the date and time when the new activity is scheduled to be completed
If the activity is the last activity in a sequence, go ahead and record the details of the activity (the outcome of the actions

taken) and then click the button that will complete and close E the activity
To mark multiple activities as completed (to clean up old tasks that have been long past), you can easily do that from the
activity grid.  Shown here is an example of two activities that are selected at the same time, and they can both be

deleted at the same time or marked as complete E without opening each individual activity.
-+ [ X [=]

Type Start On Start At Subject

[ (=
EM: St. Luke t
School
AP: Des Moine
Center
-

PP DL Christ TI

0 sallars - NDac |

5/16/2018 2:00 PM

Silver Priority — Group smart list(s)

To identify groups that do NOT have specific activities scheduled in the future, use one of the system smart lists or create your
own to show you a list of the types of groups you want to pay attention to. From this list, you can easily see which groups need
to have activities scheduled to get them into the sales process. Here is an example of the smart lists you can use, in order of

priority:
1.

Current Season Groups without a booked fundraiser 1 YR: this smart list will show you a list of groups who ran a
fundraiser last year in the same season and do NOT currently have a booked fundraiser. This list is sorted by the last
fundraiser booked date. You can see when the last activity was completed, and when the next activity is scheduled to be
completed (if there is one).

Next Season Groups without a booked fundraiser 1 YR: this smart list will show you a list of groups who ran a fundraiser
last year in the same season and do NOT currently have a booked fundraiser. This list is sorted by the last fundraiser
booked date. You can see when the last activity was completed, and when the next activity is scheduled to be
completed (if there is one).

Current Season Groups without a booked fundraiser: this smart list will show you a list of groups who ran a fundraiser
last 3 years in the same season and do NOT currently have a booked fundraiser. This list is sorted by the last fundraiser
booked date. You can see when the last activity was completed, and when the next activity is scheduled to be
completed (if there is one).

Next Season Groups without a booked fundraiser: this smart list will show you a list of groups who ran a fundraiser last 3
years in the same season and do NOT currently have a booked fundraiser. This list is sorted by the last fundraiser
booked date. You can see when the last activity was completed, and when the next activity is scheduled to be
completed (if there is one).

Bronze Priorities — Leads who need to be pursued

A dealer's My Fundraising Place database is a great place to track every organization they come across. As a dealer learns about
those organizations, we recommend that they set the “star rating” on the group to a “zero” start setting if they do not wish to
pursue that group in the future so they can filter that group out from future activities or email campaigns.
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Here is an example of a smart list that a dealer could create to pursue leads in their database.

e Good Leads without a next activity: this smart list shows groups that:
e have a 1-star rating or more
e Have never ran a fundraiser
v Defined as never having a completed / closed fundraiser and excluding opportunities or cancelled

fundraisers if there are no completed / closed fundraisers.
e Do NOT have an open activity in the future
e Are active

Other Sales Priorities — Sending automated emails for signing up for a fundraiser

My Fundraising Place can email a group a unique signup link that will allow the group leader to go to myfundraisingplace.com
and sign up for a new fundraiser. The preferred way to send these emails is by using the following process:
e Find groups to add to a marketing list
e Use smart lists (can add selected groups from the smart list or an entire smart list)
e  Manually filter the group grid and add groups (one at a time, or using multiple select)
e Create an email campaign from the marketing list
e Select the appropriate email template from the email library for the groups on the marketing list
e  Set the email options (show here)

Email Action

sutject bt goes hre
Template Fall Rebook Email

Owning User

Test m Cancel
e C(lick send to send the group of emails now
e Asgroups get the emails and signup, the new fundraiser will come into My Fundraising Place as a “pending” fundraiser
that was created by GLP user (see tile on dashboard that will take you to those fundraisers).

Email template tips
Dealers can create different email templates to appeal to different customer groups and increase the likelihood that they will
respond to the request to be a client of the dealer. Here are some examples:
e Come back? - An email template specifically designed to get groups to come back to a Butter Braid® pastry fundraiser
after being away for more than 1year (or some other length of time that a dealer determines)
e Early Bird Email — entice them to signup early with a discount, small group gift (such as a gift card) or with a promise that
they will get their choice of delivery slots.
e Announcing new products — email that highlights new offerings by a dealership (new flavor, service, etc.)

Timing — try to target the email arrival to be as close to when they typically make their decision to signup for a fundraiser (give
them relavent information at the right time). Use the previous fundraiser booked date to determine the right time.
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Smart Lists — How to add another query section

How to add another group:

1. Go to Marketing > Smart List
2. Highlight Smart List you want to edit

Q SmartLists

3. Click on Edit Selected
L |

Fundraisers
' Delivere
E Delivere

Status

4. Add another group of And (with 3 rows)
L | |-

Fundraisers
' Delivere:
: Delivere:

. Fundraisers
' Delivere
: A

Select

Group Selected
Change to "And"

Add

5. Click on Or button
6. Click on Add

© 2019 Country Maid, Inc.

V1.0 5/20/2019

Avalara AvaTax for My Fundraising Place | Page 37



Delivered On
Delivered On
Status
Select
Col Insert Before
Delete

7. Click on New row and hit Select
8. Repeat steps 5-7 2 more times

Fundraisers

il

Delivered

Delivered

Status  §

=

Fundraisers

’ Delivere

Select

i

Group Selected

Add

Change to "And"

T & e

9. Click on Group Selected
10. Modify query criteria as needed
© 2019 Country Maid, Inc.

V1.0 5/20/2019

Avalara AvaTax for My Fundraising Place | Page 38



Smart Lists Walk-through

Smart Lists are a new feature in My Fundraising Place, they allow for more complex filtering of data the main grids.
Smart lists are located on their specific grids, and as a master list under Marketing -> Smart List.

Double clicking on any of the smart lists here will take to their grid of data.

(+]s]@[x] ot NCTv =]
.

Type Ensity Created By

Accounts Recenable System Invoice System Admnistrator -
e ehout Grotp AN Type system o
Actve Groups without lesd source system Group
Booked FR W0 Startup Kit Activty System Fundraiser Sytem Administraor
System Group System Administsior
System up System Adminlsirator
Desier Sroup Fred illen
Desier Group Darin Masenee
FR Past Order Date ot Qvdered system Fundraiser Systam Admnsirator
s Naeding Flers Privted/Mslled Nest 60 Days System Fundratser System Admnisraror
Gond Leads wjo next actity Desier Group Fred Allen
Imices Sroup Invoice Bob Engen
Invoices Created n the st 14 days Desier Imoice Fred Alen
jces Created in the last 14 days Desier Invoice
oS Crested n the 1851 14 Das Ly Desier Invsice
Desler ok
Desier Group
System Group
System Fundraises
System Imoice
Dpen Send Startup Kit This Week System Fundraises System Admnistrator
Ovesdue Oiders Syt Fundraiser System Admnisirator
panding Invosces system Invoice System Admnisirator -
£ 2018 - FR Piot Oniine 5551738 - 6/20/2018

To create a new Smart List hit the + button.

Select Entity Type

o
2 oot
O Fundreiser

2% Group

Invoice

From the dialog that pops up you will select the grid that you want to create the Smart List on, the data that you want to search
through.

For this example, I will use Group. I'll be creating a Smart List that will give me all the groups that are either 4-H clubs or After
School Groups.
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mplates Goals Leads ~ Smart List Competitors

# SmartList Editor - Group
Name | 4H and After School Groups User ¥ E Close

Filter

Field: Group Activity Type (Activity)

Do Mot Email
Emall Address

Fundraissrs Sort Columns

Gender

Last Fall FR Delivered On

© 2018 - FR Pilot Online 5551738 - 6/29/2018

| set the name in the name field.

The list of fields below is where you will create the search that you want to perform. To find all groups that are 4H or After School
Groups we will want to search on Activity Type, so I've selected that from the drop-down that opened when | clicked on the first
field. | then selected Equals from the next field and 4-H from the last.

~ Marketing - Operations » Analytics ~ Settings ~

s Templates Goals Leads ~ Smart List Competitors

Name | 4H and After School Groups User ¥ -m Close
Filter
n n Group Activity Type Equals aH
! Select
Group Selected
- Sort Columns
Change 1o "OF
o ~ R

© 2018 - FR Pilot Online 5551738 - 6/29/2018

| want to include groups that are After School groups as well, so | need another search option. Hit the blue arrow at the top left
of the search lists to bring down another drop-down list, and select Add to add another search option. Also, since we want to
have the group be either 4-H or After School group we'll change the search type to ‘Or’. Select Change to “Or” also from that
same blue arrow drop-down menu.

Once we have the other Search option added we'll fill the fields with, Activity Type, Equals, After School.

Once the search has been created we'll need to select which columns we want to show. Click on the + button on Display
Columns. The select all the columns what you want to show. Hit OK when done.

Select Column(s)
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Once the columns are selected they can be sorted on the main page by clicking on them and hitting the up or down arrows to
move then up or down on the list. The big X deletes the selection.

tions = Analytics = Settings +

ice Lists Marketing Lists Emails Templates Goals Leads » Smart List Competitors

Filter

And
n Group Activity Type Equals After School Program

Display Columns Sort Columns

Name
Email

Contact Nama
Contact Phone

Contact Email

IAuwny | u

© 2018 - FR Pilot Online 5551738 - 6/29/2018

We'll next add the Sorting Column. This will determine how the list is sorted, | want it to be alphabetically by name, so | choose
name from the list that pops up when I hit the + button.

Name 4H and After School Groups User v m Close

Filter

n Group Activity Type Equals aH

And
n Group Activity Type Equals After School Program

Display Columns Sort Columns

Name [Asc]

Name

Email ,J\}'J

Contact Name

Contact Phone

Contact Email
I (~ [Vl

© 2018 - FR Pilot Online 5551

You can now save and close. The Smart List will show up on the main list as well as under the Smart List selection option on the
main Groups grid. Select that Smart List to sort the Groups grid using that Smart List

alendar Sales Maps = Delivery Tools ~

2= Groups

No Smart List

(@]o] [« S cLaas

ame Group Email Comact Contact Phane Group Activity
Dealer

Boone County Extension aH -
DreamHrse USA 4H

Greene County 4-H Current Sesson Groups w/o Booked FR - Copy 4H

Guthrie County Bxtension 4H

Innovators 4H Club Current Season Groups w/o Booked FR_LVr aH

Marshalltown Trailblazer 4-H Club 4H

Pamy High School JAG Good Leads w/fo next activity After Schoal Program
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Why create different programs for different seasons

You can't add or remove products once an order has been submitted through My Fundraising Place. So, if you have different

programs for different seasons, you can book a fundraiser in a future season and maintain the ability to still change flavors and
prices.

Same with a price list... you can't edit it if an order has been received that used it (because it would affect the profit calculation).
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Why track sub groups as separate groups

Why should you track “sub groups” at a school as separate groups in My Fundraising Place?

Here's an example of how some users do this and why it's NOT a best practice:

You go to XYZ High School and talk to the volleyball coach, the band director and the Spanish teacher. Rather than creating 3
separate groups in My Fundraising Place, you just enter XYZ High School. You create all 3 contacts and relate them all to XYZ
High School.

Two weeks later the Spanish teacher calls and wants to sign up for a fundraiser. You rename XYZ High School to XYZ High
School Spanish Club. Since you just renamed the group, the band director and volleyball coach are still related to this group.

A few months later, the Volleyball team decides to run a fundraiser, so you create a new group called XYZ High School Volleyball
and relate the volleyball coach to this new group.

Why wouldn't you want to do it this way in My Fundraising Place?

e You could lose important historical information on the Volleyball team group because your previous activities with that
contact would be with the group that was renamed to XYZ High School Spanish Club.

e Not having that history with the correct group would also mean that you wouldn't be able to filter by the last activity
date or last sample date for the Volleyball team because it would be blank.

e The coach of the volleyball team would now be related to the Spanish Club and the Volleyball team if you don't
remember to remove the contact from the Spanish Club and that can cause confusion.

Country Maid's recommendation:

Using the same example above, we would recommend that you create 3 separate groups right away in My Fundraising Place.
One for the volleyball team, one for the band and one for the Spanish club. The contacts would be related to the right groups
and the history would be with the right groups as well.

Tips:
You can copy an address from one group to another group by using the copy and paste buttons (the 2nd and 3rd buttons from
the left in the screen shot below).

@ alz]o[+[x][s

ES

St.Thomas School
123 Main St
Algona, IA 50511
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Fulfillment

Delivery Wizard

Select the day, user, and the activity types that you want to display in the delivery wizard and that you want to show up on the
reports.

Select the reports that you want to view at the bottom left of the Delivery Wizard
¢ The Route Summary Report shows details about the selected activity types in the order that they are scheduled for that
person.
e The Load Summary Report shows the # of cases & eaches by flavor for each delivery for that day.
e The Activity Sheet shows details about the group, contact, fundraiser and the last 5 activities related to the group
e Clicking on Invoices will generate an invoice for each delivery for that day that is assigned to the selected driver

Sales - Marketing - Operations ~ Analytics + Settings [7| ‘7 Hello, BobDay2
Sign out

Blor Contacts ~ Groups ~ Fundraisers ~ Invoices = Activities ~

Print Activity Shest | Print Pick Ticket(s)

Displayed Activities - Hen b Activity Info. n
alday
Opan Acthities @ All Activities e a
Address Info, Activity Notes:
Displayed Types
selctA PPPPIPN o 6 . g Dot Toam 0 xt. e, 0 seters - Agona
"
Phone Cal oA
Daily Route Summary Info
Name Items Ext ltems Pallats Total Weight
™ pp D g Chiess Team 24 EX e, 2 seller -
| °F O 413 Ches Team 21 5 I Braided Pastry 24 24 0019 37.200
Total 2 2 008 37200

1000 aM

Displayed Users

1200 P

1008M

2009M

N
daaaaaaes
% 1
B
L
‘
8

To view the details of an item in the Delivery Wizard, click once on the activity to the left and it will display information on the
right. For delivery activities it will show details about the related invoice.
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Edit Seller Info

Adding or Editing Seller Information from the Invoice

If the order was submitted from MyFundraisingPlace.com and you need to edit the quantities in My Fundraising Place, then I'd
recommend you edit from the invoice. If you click the edit button (the pencil icon), a dialog box will display where you can select
Edit Seller Info (shown in the 2™ screen shot below).

Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~

Contacts ~ Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools ~

(B Invoice - Algona Football - Fall 2018

@ O
PENDING ORDERED STAGED DELIVERED PAD
Info More Info
Invoice Algona Football - Fall 2018 # of Sellers n 3 n
Name
g f Item # Items
Price List '
Group Algona Football flee ks $5 Profit 9-14
BPDC 6
Fundraiser  Algona Football - Fall 2018 Invoice 6/20/2018 5 BPAP 6

Date

Select Edit Option

) Edit Invoice

| ® Edit Seller Info I

Choosing this option will show the screen on the next page and it will ensure that your seller information is in sync for generating
pre-pack labels. After making changes to the Seller Info and clicking Ok, the invoice totals will update.

Sales ~ Marketing ~ Operations ~ Analytics ~ Setfings ~

Contacts ~ Groups = Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools ~

B Fundraisers - Algona Football - Fall 2018

_—— C O
CRROATLMITY 2O0HED RNNING ORDERED CELVERSD L)
Info Flier Activities Invoices Touch Points More Info Seller Info Seller Revisions
Selected Template
10 Iremn Max 453 Afll Frint Label
Select Totals: o 6 L] & L] 42
Sell §
:Aer Last Name First Mame Teacher / Coach g % % E § Total tems Scid
1 Bagley Manin Aanderson o i i i i 7
2 Crawferd Jamaal Anderson o 2 2 2 2 14
3 Wiggins Andrew Anderson o 3 3 3 3 bl
4 1] [ o ] o o
5 1] [ o ] o o
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A few notes:
e If you would have chosen “Edit Invoice” in the 2" screen shot above instead of “Edit Seller Info” this will cause the seller
information and the invoice to become out of sync.
o The reason we have the Edit Invoice option is for fundraisers that use MyFundraisingPlace.com but it is NOT a
pre-pack order. If it's not a pre-pack order, then we don't want My Fundraising Place users to be forced to
enter seller names when all they need to do is change a quantity.

e We do allow you to edit seller information from the Fundraiser, if you do make changes here and you click the save
button you should see something like this screen shot below.
o Clicking Update Related Invoice will update the quantities on the invoice.
o Clicking Save Seller Info Only will NOT update the invoice.
= This option is needed to get seller information back in sync if an My Fundraising Place user had edited
the invoice gty, but the order should be a pre-pack. | can give you a few scenarios on why you might
need this option, but it shouldn't be used often.

Seller Info and Invoice Total Mismatch

(ot sy [ incy | romre |
6 Y

Apple 8

Double Chocolate 2 Y

Update Related Invoice Save Seller Info only Cancel
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Flier Intercept Page

e  On the Fundraiser “Flier" tab
o The default flier for the program will be selected.

* You can change the template if the program has other flier templates associated with it. For example, if
the default template has goals but this group does NOT want goals then you could select the template

with NO goals
e (lick the "Load data” button to bring in the default data
o You can now change the Merge Data and the Merge Data Labels, and this information will save with the
fundraiser, so you can regenerate the template at a later time, if needed.
e  Click the Preview button to view what it looks like on the template
e  Click the Email button to send it to the group leader
e Change the status by clicking on the button next to the “Export” button.
o Draft — has not been sent to the customer
o Review — has been emailed to the customer but has not been approved (data is now locked but you can
back” if needed)
Approved - final changes have been made
Printed - the user has printed & completed the activity

Flier Control

Selected Template

Prefrinted template text A BE ]

Merge Data
Group Name Algena Bulldogs BB Notel
Make Checks Algona Bulldogs BB
Payable To
Contact Name Bob Engen
Moted
Contact Email bob@gmail.com
Contact Phane # {515)-205-9585
Contact Ext # Moted

Minimum Per Seller 15
Graup Goal

Funds Far Toumey Fees

“roll

The=
Brai

Intt

This
This
equi

Eack
Just
braks
Brez
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My Fundraising Place — Ordering Steps
Once a fundraiser has completed running, these are the general steps that will need to happen.
1. Group leader will submit totals. One of two methods will occur.
a. Method 1 - the group leader will submit via My Fundraising Place (or MyFundraisingplace.com)
b. Method 2 — The group leader will submit the order via phone, email, or email an excel order tabulator
2. Create invoice. This will happen one of two ways.
a. Method 1 - Invoice is automatically generated when group leader submits the order through My Fundraising
Place.

i. Tip: If the group leader emails an excel order tabulator, the My Fundraising Place user could copy that
data into the upload template and upload the seller info to My Fundraising Place and submit it for the
group leader.

b. Method 2 — Dealer manually creates an invoice
i.  Go to the fundraiser, click the “ordered” button in the top right to automatically generate an invoice
with the following defaults:
1. Auto-associate the invoice to the fundraiser delivery activity
2. Products from the fundraiser program are automatically added
3. Price list from the program is automatically added
4. Group & primary contact is set (billing contact can be manually changed on invoice more info
tab)
ii. Add any shipping charges, discounts, and taxes
ii. Preview invoice for accuracy
3. Invoice submission to customer:
a. Method 1: Using My Fundraising Place to send invoice copies:

i.  Email copy of invoice to group leader using the email icon in the top right of the invoice screen. The
email will use the Touch Point email template associated with the fundraiser, and attach the invoice

b. Method 2: Submit Invoice to QB, then use QB to send invoice

i. After invoice created, set the sync status to “pending” on invoice "more info” tab. This sync status will
be automatically set to pending every time there is an invoice modification after the invoice has been
marked as delivered.

ii. Runthe QB /My Fundraising Place sync agent to bring invoices to QB
ii. Use QB to email invoices and collect funds
4. Mark Delivery activity as delivered after delivery.
a.  This will advance the related invoice to delivered & the associated fundraiser
b. This will advance the invoice sync status to “pending”



My Fundraising Place — Ordering Steps
Once a fundraiser has completed running, these are the general steps that will need to happen.
1. Group leader will submit totals. One of two methods will occur.
a. Method 1 - the group leader will submit via My Fundraising Place (or MyFundraisingplace.com)
b. Method 2 — The group leader will submit the order via phone, email, or email an excel order tabulator
2. Create invoice. This will happen one of two ways.
a. Method 1 - Invoice is automatically generated when group leader submits the order through My Fundraising
Place.

i. Tip: If the group leader emails an excel order tabulator, the My Fundraising Place user could copy that
data into the upload template and upload the seller info to My Fundraising Place and submit it for the
group leader.

b. Method 2 — Dealer manually creates an invoice (Move to “ordered”)
i. Go to the fundraiser, click the “ordered” button in the top right to automatically generate an invoice
with the following defaults:
1. Auto-associate the invoice to the fundraiser delivery activity
2. Products from the fundraiser program are automatically added
3. Price list from the program is automatically added
4. Group & primary contact is set (billing contact can be manually changed on invoice more info
tab)
ii. Add any shipping charges, discounts, and taxes
ii. Preview invoice for accuracy
c.  Method 3 - Dealer manually creates an invoice (Prepaid’s — where you don't want to change the fundraiser
status)
i.  Go to the fundraiser/invoice tab or invoice page and click on the +
ii. Fundraiser status will not be moved to “ordered”
iii. It will not associate the delivery activity with the invoice
3. Invoice submission to customer:
a. Method 1: Using My Fundraising Place to send invoice copies:

i.  Email copy of invoice to group leader using the email icon in the top right of the invoice screen. The

email will use the Touch Point email template associated with the fundraiser, and attach the invoice
b. Method 2: Submit Invoice to QB, then use QB to send invoice

i. After invoice created, set the sync status to “pending” on invoice “more info” tab. This sync status will
be automatically set to pending every time there is an invoice modification after the invoice has been
marked as delivered.

ii. Runthe QB /My Fundraising Place sync agent to bring invoices to QB
ii. Use QB to email invoices and collect funds
4. Mark Delivery activity as delivered after delivery.
a.  This will advance the related invoice to delivered & the associated fundraiser
b. This will advance the invoice sync status to “pending”



Prepaid Invoices

To set an invoice as Prepaid in My Fundraising Place, go to the More Info tab on the invoice and click on the Prepaid check box.

B Invoice - CAM SWIHMB - Fall 2016

GO 9)
PENDING ORDERED STAGED DELIVERED PAID
Inft More Info I}
Misc. Revision
Invoice # 116080004 RS Revision # .
Warehouse CVFR Freezer v Last Emailed
Delivered On 0/6/2016 ® Last Printed
Owning User Carl Gerber v Audit
Created On 08/03/2016
Status Open .
Created By System Administrator
Apply Tax To No Tax v
Modified On 08/29/2016
Group ﬂ = Modified By Dennis Massner
CAM SWIHMB X
W Anita, 1A W dgiegerich@cam k12ia.us Quickbooks
. B Sync State
Fundraiser ﬂ = QB sy Idle "
= CAM SWIHMB - Fall 2016 QB Last Synced

=
-e CAM SWIHMB

Start 8/4/2016 | StatusOpen | State Ordered Prepaid
Billing Contact ﬂﬂ

The invoice will now show in the Sync Agent where you can sync it to QuickBooks. Receive payment on the invoice in
QuickBooks like you normally do.

f's'\ QuickBooks

I Sync Invoices

Sync Purchase Orders Invoices needing to be synced to QuickBooks ) [~

Sync Inventory Adjustments Invoiced On ¥ | Name T ‘ Number Y | Total Units T | Total Price T ‘ Sync State ¥ ‘ Last Synced On

Customer Matching 8/3/2016 Jeff's test invoice 115080004 235 $1,880.00 Pending

Settings
4 »
Invoices that need paid status from QuickBooks 0 E’
Invoiced On T | Name T | Number T | Total Units T | Total Price T ‘ Sync State T ‘ Last Synced On
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The invoice in QuickBooks will be paid and the invoice will show in the bottom list in the Sync Agent, but the invoice in My
Fundraising Place is not delivered yet so we do NOT update the state of the My Fundraising Place invoice to paid. When you
sync your invoices, you will see the message below where it says that the invoice has been paid in QB, but it has NOT been
delivered. Once the My Fundraising Place invoice has been delivered the invoice will show up in the top list again where you will
sync it back to QuickBooks. This step is needed in case there were any changes to the invoice. After it's been synced back to
QuickBooks, the invoice will show up again in the bottom list. If nothing changed on the invoice that impacts the price, then the
state of the My Fundraising Place invoice will be updated to Paid when you sync.

Invoices needing to be synced to QuickBooks

Invoiced On ¥ | Name T | Number ¥ | Total Units T | Total Price ¥ |SyncState T | Last Synced On T | Sync Message

Invoices that need paid status from QuickBooks

Invoiced On ¥ | Name T | Number ¥ | Total Units T | Total Price ¥ |SyncState T | Last Synced On T | Sync Message

2/3/2016 Jeffs test invoice 116080004 235 $1,880.00 Synced 8/30/2016 82150 AM  Invoice Number:116080004' has been paid in QB but has NOT been delivered.
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What happens if | add flavors to an invoice that came from
mjp.com

Here are the products on the program in this example:

B S:les -+ Marketing « Operations « Analytics + Settings ~
FA
LaC Sl Programs - Incentives Price Lists Marketing Lists Emails Td

& Program - 8BB

Info Hliers Products Touch Points Pre-pack

1 Braided Pastry - Double Chocolate
2 Braided Pastry - Apple

3. Braided Pastry - Blueberry/CC

4. Braided Pastry - Cherry

5. Braided Pastry - Cinnamon

6 Braided Pastry - Raspberry

7. Braided Pastry - Strawberry/CC

8 Braided Pastry - Cheese & Herb

The group leader will ONLY see the flavors from the related program, even if you add flavors to the invoice.
e Ifl added Choc. Chip cookies to the invoice, the group leader would NOT see that in the seller grid
e Ifl added the same flavor to an invoice thru My Fundraising Place that is already on the program then the group leader
would not see that either.

#® Fundraisers - Algona Football - Fall 2018

e ———)

OPPORTUNITY PENDING 300KED RUNNING ORDERED DELIVERED PAID
Info Flier Activities Invoices Touch Paints Meore Info Seller Info Seller Revisions

Selected Template

10 Item Max 4x3 Al Print Label

Select Totals: 0 6 6 6 6 6 6 6 42

Seller

- Last Name First Name Teacher / Coach Total Items Sold

Double Chocolate
Apple
Blueberry/CC
Cherry
Cinnamon
Raspberry
Strawberry/CC
Cheese & Herb

14
21

Py T P
BEREE
EIEEE
Qfw ]
S W[
FEEE
EEE
S W [ [

o | M=

We know which flavors originally came from MyFundraisingPlace.com and which were manually added in My Fundraising Place
so we always know which flavors to update EVEN if you added the same flavor to an invoice. An example is shown below, where
| added Apple to the invoice at a $0 price and Apple was already part of the program. If the group leader added or modified
Apple for a seller, or if an My Fundraising Place user edited the seller info from the invoice or from the fundraiser seller info tab,
we know to update the Apple flavor that originally came from MyFundraisingPlace.com. This screen shot shows how you can tell
if a flavor was originally added from Group Portal (MyFundraisingPlace.com) or from My Fundraising Place. In most cases, you
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shouldn't need to know this, but you can see this from the invoice, if needed, by editing the invoice quantities and selecting Edit
Invoice. The BPAP at $0, BPCI and BPSC were all manually added to the invoice by clicking the plus button on this screen. In the
far-right column, you can see that they all have an “N" in the From Group Portal column- which means they were not added
from MyFundraisingPlace.com.

Item #

BPAP

BPAP

BPBC

BPCH

BPCI

BPRA

BPSC

BPFC

Product Details

+[X [ ]

Current Item Qty Item Qty Difference | New Item Qty Price Per Item From Group Portal

3 $0.00 N -
[3 £9.00 Y

[ $9.00 Y

6 $9.00 Y

3 $9.00 N

6 $9.00 Y

3 $9.00 N

] $9.50 Y

m Cancel

If the group leader prints the invoice from MyFundraisingPlace.com or if you email the invoice it will show ALL flavors on the
invoice. So, if any changes are made from the Seller info. grid (whether it's by the group leader or by you in My Fundraising
Place) we will ONLY update the invoice for the flavors from the program.

Fundraising Professionals Invoice # 118060033 RE
206 5 Broadway Ave Invoice Date: 8/06/2018
West Bend, 1A 50597 Event Name: Algona Football - Fall 2018
kurt banwart @countrymaid net Delivery Date:  B/06/18 at 12:00 PM CST
www.frpro.com Cust. Pickup:  12:30 PM - 01:00 PM CST
Bill To: Brant Engen Ship To:
Algona Football Algona Football
206 E Oak 5t 206 E Oak 5t
Algona, 1A 50511 Algona, A 50511
(515) 320-4545
Rec By Items cs+ea Product Name Unit Price  Total Umkmn
3 0+ 3| Apple Butter Braid® Braided Pastry (220z.) $0.00 50.00
[ 1+0| Apple Butter Braid® Braided Pastry (220z.) $9.00 554.00
[ 1+0| Blueberry & Cream Cheese Butter Braid® Braided Pastry (22 oz} £9.00 $54.00
[ 1+0| Cherry Butter Braid® Braided Pastry {22 oz.) $9.00 554.00
3 0+ 3| Cinnamon Butter Braid® Braided Pastry (22 oz.) $9.00 $27.00
[ 1+0| Raspberry Butter Braid® Braided Pastry (22 02.) £9.00 $54.00
3 0+ 3 Strawberry Cream Cheese Butter Braid® Braided Pastry (22 oz.) $9.00 $27.00
[ 1+0| Four Cheese & Herb Butter Braid® Braided Pastry (22 0z) $9.50 557.00
Total: 39
| Notes: | Inwoice revisedon 7/24/18 T Desil Total: | 5327.00
$0.00
Invoice revised on 7/14/18 o Subtetali 5317.00
50.00
! Invoice revised on 7/14/18 50.00
o TotalDuer ) $327.00
| Invoice revised on 7/14/18
Received By:

Approx. Profit: $183.00
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Why track Group Size & Number of Sellers

Why should you care about entering the # of sellers and the group size?

Tracking this information will help you learn about your groups and help you make better business decisions!

The group size, # of sellers and sales per seller are three key factors that can impact your group average. Understanding how
these impacted your average is important so you develop the right strategies for your business. It is important to evaluate the
changes in the sales force (the group size and # of sellers) and the change in sales per seller from year to year.

If you don't have the right information you might choose a strategy that doesn't solve the real problem. Tracking this
information in My Fundraising Place helps you understand what is really happening when locking at all of your groups combined
or when comparing a specific group’s sales from year 1to year 2. Below is an example to help explain this.

In 2015, ABC Band sold 240 units. ABC Band ran again in 2016, but this time they only sold 216 units. You believe the
drop-in sales has to do with the price increase that you implemented in 2016 and the sellers not being as motivated as
they were in 2015. You decide to develop an incentive plan for this group for next year so that you can increase group
participation.

If you would have captured the group size and the # of sellers, you would see that the real reason this group sold less in
2016 is because it had fewer members in the group this year. In 2016, group participation was up, but the group size
and # of sellers went down. Looking at the average sales per seller shows that there was no change from 2015 to 2016
so your price increase didn't seem to have an impact on what each seller sold. Here is a breakdown of year 1 vs. year 2
for ABC Band:

' Group Size | Participation % | # of Sellers = Sales per seller | Total Sales

Year 1 75 40% 30 8 240

Year 2 45 60% 27 8 216

When signing up a group, ask for the group size as part of your standard booking process

When the group leader turns in their order, ask for the # of sellers as part of your standard order entry process
When a group enters their order through My Fundraising Place (MyFundraisingPlace.com) — the number of sellers is
gathered automatically!
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Operations

Creating a Purchase Order

1. Log in to My Fundraising Place
2. Go to Operations > Purchase Orders
N Sales = Marketing = Operations - Analytics - Settings -

FB
SN Purchase Orders = Inventory Inventory Adjustments » Inventory Maintenance -

3. Click on the New Purchase Order button to create a Purchase Order
Sales » Marketing » Operations =~ Analytics = Settings -

%
W

FR -
bl Purchase Orders « Inventory Inventory Adjustments = Inventory Maintenance -

(3 Purchase Orders

PENDING

=Tl =1e /15

118060028

Raquestad On o
- —1  Billing Address [ o | — [EEE—
]

Qb Sye State | Pendirg .]

QB Symead On

Ocer b

Orsering

= Produs Dssrgnen

Ertenaed Price

e Requested On Date (Delivery) — this is not a guaranteed date, but a target to arrange shipping and delivery.

Please remember to consider the product lead times

e Received On/Received At - will be entered when you receive the Purchase Order

e Warehouse - select the warehouse where you want this PO shipped

e Vendor — select the appropriate vendor for the products you need to order

e QB Sync State — will default to “Pending” if you are using Quickbooks as your accounting system

e Notes — add any special instructions or notes that pertain to this order
e Biling Address — verify
e Shipping Address - verify
5. Adding product
e Adding by individual products
1. Click on the Add Products button

Product Details

2. Active products are selected by default
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Add Product

3. Inactive products may be selected by clicking on Inactive
Add Product

4. Highlight the products you want to order. You will see a blue box around those you have successfully

selected

Add Product

Caramel Roll (PRCA)

Caramel utnar B sty Rl 22 221

Blueberry Roll (PRBB)

o oll 22

IBln!berryI(( (BPBQ)

ey & Cravm covcozs Burr o mes sy 22 cx

Maple Walnut (PRMW)

Mapla Waleut Burtar S Pacoy Rl (23 02)

Cherry (BPCH)

[«

Raspberry (BPRA)

Rasgbary Butar Brasi® Brdns Pasty (22 52)

Strawberry/CC (BPSC)

ey Coam Chasss Buttr Braie Eradd Pasty 2 551

Cheese
e o

& Herb (BPFO)
&k Butter i

5. Click on the OK button

Adding a full product line
1. Click on the Add Product Lines button

Product Details + L) X

2. Click on the Product Lines you want to order

Add Product Line

Braided Pastry
Sumar braiet Eraisas Bay

P
Cookie Dough
Classc Braaks ® Coskis Deugh

e
WS Cookie Dough
Weosen Speen Ceokia ough

et

3. Click on the OK button

Removing a product line from the Purchase Order
1. Highlight product line to remove
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Product Details n

[rem # Product Description

4 Productline: Braided Pastry

Double Chocolate Butter Braid® Braided Pastry (22 oz))
BPFBC Blueberry & Cream Cheese Butter Braid ® Braided Pastry (22 oz}
BFFC Four Cheese & Herb Butter Braid ® Braided Pastry (22 oz)

2. Click on the Remove Products button

Product Details

6. Enter the quantities for your order by cases, pallet layers, pallet or a combination of those

Tomls Mams 2456 Cases 210 Palws 215 Waight 4356 Pricw

Cases | PalletLayers | Palless

4 ProductLine: WS Cookie Dough

WSCC | Weeden Spann Choeolate Chip Caokie Deugh

e You can hit return to go to the next line to add your next quantity rather than having to click in every box

7. Not ready to submit
e Click on the Save button (stay on current screen)

= | 00 | BE

. Cllck on the Save & Close button (exits out of current screen)

= 00 g0

e These will both save a draft you can open later and revise
8. Submitting your order

At this point, you should review your purchase order to be sure it is correct and complete.
) If everything is OK, click on the Place Order button

= OO | 36

Only the initial order will be transmitted. Any changes to the order will need to be called in or emailed
to your BDM or other Country Maid representative.

2. Only orders to Country Maid can be submitted electronically. All other vendors will need to have a
copy of the Purchase Order either printed and mailed using the Print button a or emailed using the

Email button n
9. Order Confirmation

e The order number will populate when successful

IGrderNo B I

Product Details n

Item # Product Description

e You will receive a confirmation email from Country Maid
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Receiving a Purchase Order

1. Log in to My Fundraising Place
2. Go to Operations > Purchase Orders

Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~

eSSl Purchase Orders - Inventory Inventory Adjustments ~ Inventory Maintenance -

3. Double-click on the Purchase Order that you want to receive

4. Enter today’s date into Received On
Rocaived On I ]
5.

6. Fill in the Received Units column
SIS . [« | x |

Iotals Mems 2456 Cases 410 Pallets 215

Weght 4336 Price:

rdering Recenad | fsates Info

Paletiayers  Pabats ot Waigna] U

nits unit rics. | Gatenclad Price

WSCC | Wooden Spoon Chucolata Chip Caokie Deugh

7. Click on the Mark Purchase Order as Received button

=3 00 030

8. You now see the Receiving Purchase Order Screen
Receiving Purchase Order

The units received as entered are not the same as the number of units ordered.
Did you receive the same number of units you ordered as listed on this Purchase
Qrder?

Click Yes to automatically fill in received units.
Click Mo to keep received units how they are.
Click Cancel to cancel marking this PO az Received.

Yes No Cancel

e Yes - automatically fill in the Received Units column from the Ordered Items column

e No — the Received Units column will be received as entered
e Cancel - stop the PO Receiving Process
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Delivery Scheduling Tool

e Benefits
o Access Points
e Main Screen
o 1 - Selection Criteria for Activities & Groups
= Activity Tab Selection Criteria
®  Group Tab Selection Criteria
o 2-Map & Grids Displayed
= Map View
= Activity Grid
" Group Grid
= Route Planning
e (Change Starting Point
Generate Route (In Google Maps)
Full Route Directions
Individual Leg Directions
Email Route Directions

Benefits

e Helps you find other activities in the same area within a certain timeframe to increase efficiency by picking the best
delivery date and time
e Route planning for turn by turn instructions

Access Points

e Sales > Delivery Tools > Scheduling

FRD Sales = Marketing ~ Operations = Analytics = Settings -
piLOT

Contacts = Groups = Fundraisers = Invoices = Activities = Calendar Sales Maps = Delivery Tools -

q-hed i
Scheduling ?;penz;:g I

Activity Group Map View Activity Grid Group Grid Route Planning
limespan .

e Sales > Fundraisers

FA
[l Contacts - Groups = Fundraisers ~ Invoices ~ Activities = Calendar Sales Maps ~ Delivery Tools -

# Fundraisers - Algona Football - Fall 2018

OPPORTUNITY PENDING BOOKED RUNMNING ORDERED DELIVERED PAID
Info Flier Activities Invoices Touch Points More Info Seller Info Seller Revisions
Info Goal Program
Group Algona Football anup [ 75| Program 288 v
B nevada, 1a B Size
bsmengen@gmail.com Pri
[ T " nice 5 Profit 8.14 v
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e Sales > Groups

Hello, BobDay2
Sign out

Sales ~ Marketing ~ Operations ~ Analytics ~ Seftings ~ —| |—

FA -
PILOT

Contacts ~ Groups ~ Fundraisers ~ Invoices -~ Activities ~ Calendar Sales Maps ~ Delivery Tools -

Groups Algona Football

Info Mare Info Activities Fundraisers Invoices Sales History

Name [ Algona Football Contacts mﬂﬂn
e Sales > Activities

Sales = Marketing = Operation:

roups = Fundrai

. Activity Ty v
— aE <o ee

=7 Algona Football - Fall 2018 Owning User
20 Ligons rootear | Bob Engen
Sn6/A0/2018 | SiatwsOpen | Siate Ordered
Delivery 10/8/2018 Status Open .
Fier Status:
Group ﬂ = Sample v (00 Samples) n
Algona Football Subject

B nevads 14 B bsmengen@amalcom PP DL Algena Football 39 Ext. Items, 3 sellers - Algona, IA

. Date TBD (] Time TBD (]
Invoice Contact

Start 5
118060033 % Brant Engen lo/e/2018 B 12:00 PM st
Algona Football - Fall 2018 Football Coach
nvciced 10/8/2018 | Total Algona, 1A End
- 10/8/2018 st
Ext lters 39 | Amount (515) 320-4545 8 =} 100 PM ®
$32700 .

bsmengen@gmail.com

Meil, Deliver Here Al Day Event

a
Address Phone ﬂ = Pickup Time TBD
BE - N

(515) 320-4545

cst

1230 .. T T 100pm

"
Algona Footbal Description Description
206 E Oak st

Algona, IA 50511

roup Other

Main Screen

Bl Sales ~ Marketing ~ Operations = Analytics = Settings - ) Hello, BobDay2
FQIL.UT _ o Sign out
Contacts ~ P s = Invoices = Activities = Calendar Sales Maps ~ Delivery Tools ~

Activity Groug | | Map View Activity Grid Group Grid Route Planning
Lacation Color Scheme  Owning User v
Fundraising Professional Training Rock Holland
Kamrar .
Map Satellite
T G Sherman Hdorn @L T
side
West Bend
Jewell E“SWT‘_,, —Badcliffe 7\ ppar
Stanhope S New
S 50537 (73 T ™~ Providence ()
Stratford 79 =
Dayton . Whitten
3 d Garden City . Unicn
Within| 20 mues ”“ ™ Comad
sto \ Liscomb -
« October 2018 > elm Bangor X ®
Pilot Mound Roland  McCallsburg  Zearing g
Su Mo TuWe Th Fr Sa i \ 3
L) 2 @
12 3 4 5 & Fraser St Anthony \
o 2 Zenorsville G Albion Green
n g 10 11 12 13 ) Mountain
14 15 16 17 18 13 20 )
12 B MK w2 Boone J irdan ‘ Marshalltown
802 103 1 2 3 & | * e
N * st - |
4 5/ § 7 8 910 I@ €3] G5 1‘ LeGr
‘, \ .
Timespan Luther @
o 163 Haverhill
— . \ e Melbourr}g Ferguson
\ 3 /
\ S " Collins /
10/8/2018 T axwell
8/ ° Madrid Slater / Lovirel Gilma
10/21/2018 Bouton  Yordward
: Alersn Badier o
Displayed Types \ Farrar @)
A . Elkhart / M
@ @ ® A
@) Select All Polk City Mingp~"
Minbum Granger - pk Rushville
R e ——
nkeny e Valeria
® Bondurant Newton i
| = @) 5 o}
Dallze Center 0] Lso}
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1 - Selection Criteria for Activities & Groups

Activity Tab Selection Criteria

Rl Sales - Marketing ~ Operations ~ Analytics ~ Settings ~

Hello, BobDay2
Sign out

FR

Ll Contacts ~ Groups ~ Fundraisers ~ Invoices = Activities » Calendar Sales Maps ~ Delivery Tools ~

Scheduling

Map View Activity Grid Group Grid Route Planning n
Color Scheme = Owning User ¥
Fundraising Professional Training — f—
Kamrar s |
2065 Broacway Ave i
Map Satellite @ Eldora o LJ 8
side (O] Sherman @ G ly
West Bend
Jewell Ellsworth
Stanhope
597 @
. == swatford 73 @ Providence @
Dayton Whitten
3 Garden City Unien
\ Conrad
Liscomb (17
« October 2018 » Tolm / \ungm %3 @ ®
Pilot Mound Roland  McCallsburg  Zearing g
SuMo TuWe Th Fr Sa s
Fi e 3 @
01 2 3 456 raser / St Anthony L T
7n 910 11 12 13 ) / R Monteon
14 15 16 17 18 19 20 \
o s i Boone |
212 B3 2225 26727 o | Jordan Marshalltown
28 2 30 31 1 2 3 &) Ooden * Lafnoille
3 b s et |
2 sl 7 8 s ® ® 7 ®
|
mespan | Lukher / (@)
. Kelley @
o ) Haverhill
— . ) 19 Melbwm/ Fergiieon
brid Collins /’
Cambridge "
10/8/2018 To e
Gk Madrvd\\ Slater / Lade Gilmai
10212018 Bouton Woodward /
my o (€] 4 @
- e Alleman e L Moyt
Displayed Types R Farrar v 4 @
- Elkhart [
( 37
@ Select Al (D PolkCity o ™
Tt Granger 4 Rushville
Ll |
Anken; =" Valeria (8
— Y & @ Kellogg Oakl + .
Bondurant Newton © '
Dallas Center @) 1
> 9 i - D coifax 9 —

Options:

e Location

Mile Radius
Timespan

Sl Sales ~ Marketing ~ Operations ~ Analytics » Settings ~

FA

el Contacts ~ Groups = Fundraisers ~ Invoices = Activities » Calendar Sales Maps ~ Delivery Tools ~

Two Week v

10/8/2018 To

10/21/2018

I Displayed Types

Edit

<
£
]
z

Task

hank You

I Displayed Users

sl=|g

3

ol|lo|le =irialE o) [m] (>
i HIBE B
z s oll 113
a o g
H

2

5

T
E]

»
LI

@||m

HIBIBEIE
) H
UL

Map View

Map

side

10lm

Pilot Mound

Satellite

Stratford

Fraser

(35) Ogden

Bouton

{is9)

Minbum

Boone

G

Woodward

Activity Grid

Group Grid Route Planning

@

Stanhope

@)

\\@\

Jordan

g

E

=

Madnd\\

Granger

Kamrar
&) Sherman

iffe @9 ubbard

| Ellsworth

Jewell

Garden City

Hello, BobDay2
Sign out

Rock Halland

ra
La

O

New
Providence @

Whitten
Unien

/ \ Conrad

Roland  McCallsburg  Zearing

St Anthony
Zenorsville G

x\ Liscomb  GT)
INgor
o
s
\ 3

%,

“ Alblon o
Mountain
@

Marshalltown

*@iﬂ e 3 @ e ngmue ® Lo

Kelley >}

Malboumy Hoverhil | Lo
@ Rhodes

i
*v Cerbbridge Mkt - Cme

Slater 310)

&3
Alleman
Farrar

Elkhart
@ ira

PolkCity i

Ankeny ) *@" Valeria

Bondurant

Dallas Center & =

- D coifax

Laurel Gilmal

Naw}

@
Rushville

® Kellogg Oaki. T es
Newton & i

o) -—
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e Displayed Types
e Displayed Users

Group Tab Selection Criteria

Marketing ~ Operations

Groups ~ Fundraisers

Calendar Sales Maps ~ Delivery Tools

Activity Grid ~ GroupGrid  Route Planning
Color Scheme | Owning User v
Hallar
R Kamrar Fotk ’r - i
Find Groups Map  Satelite | s ]
N - ® Sherman @ Qi
® That have run before but no FR is \ Click Update Map when
heduled = 5 B " 5
e you modify either Activity ... flovern  Fadallie.
That have never run or Group Criteria+ & il -
) Al groups with no PR scheauled | 0 Sitods i) & Whitten )
) That have a FR scheduled 5} @ P Garden City Unien
) Based on Last Sample Date 4 K=
) Based on Last Activity Date y st \ Liscomb  G1Y) ®
m
) 8y Retention Status Pilot Mound / Roland  pcCallsburg  Zearing Byogor Yo
Timeframe: & 9 \ 2 @
Fraser St Anthony %,
Last 2 Years L Zenorsville Gi Aoy Green
| Mountain
| @
il Boore | =
Advanced Filters > S Jordan Marshalltown
(3 Ogden & | * ¢ @ Lafollle
@ ® S ¥* = e | ®
\ &) {
Luther / @
0 i <) J »
3 ‘ Keley @ Meltaaing O
(O] Rhodes
\
\ Collins
\ Cambridge Maxwell . / & ;
Madrid Stater @ / aure Gilmar
Woodward
Bouton (o) /
(@) 3 ) o ®
e Alleman /g Newl
e Fasrar @
LI Elkhart r L]
@ @ \ @ L
e olkcly Mingo~ Tecs
Minbum o @ L b ushville
= T

1. Options:

e  Show Groups Checkbox

e Update Maps Button

i. Displayed only on Group Criteria Tab, but needed when either Group or Activity criteria are modified to
update the map or grids

e Timeframe:
i. This Season
ii. Next Season
ii. 2 Seasons From Now

iv. Custom — you pick the date range

2. Advanced Filters:

Advanced Filters Satellite
ol W
- Sherman
Date Filter l N | &
Last Acowtey Eloworth____Radcllle ) | bphard
S Stanhope New
Last Sample 1|
. Swatiord D Providence (
aea Whiten
N Garden Gity Unor
[°™ Piot Mound Rolend  McCallsburg  Zeanng -
Fraser 2 St Anthony
55 Ogeden & | W Lafnoile
Last Sales Size Q) & ® '* ’)‘*"‘ &= Lesr
Aoy Frec z
Lulper T
M NVA ! \ Ketey (e Woverh
v etbourny’ ot e
Rhodes. o
Masimum: /A \ R ol
Madnd Siater Lol o
Soctn Vioodward L
Open Fundralser States ; N (¥ 4
A st = - gl g
C Factar @ 8
Ekhan o / 8
Polk City i )
hacbum » ~ > Rushvile
ankery " Vaecia @
A 1 o) Kellogg Oaki T w0
e Bondurant News © \
R C) & =
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e Date Filter
i, Last Activity
ii. Last Sample
ii. Timeframe
e Last Sales Size
FQ(_‘\\ Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~

ol Contacts ~ Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools ~

ElE]

Hello, BobDay2
Sign out

Scheduling

i. Category
ii. Group Attributes

ISR s - Marketing - Operations - Analytcs - Settings ~
PILOT

Contacts ~ Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools ~

Activity Grid

GroupGrid  Route Planning

# Show Groups

Update Map

Kamrar

Group Activity o Map Satellite @

Ay Activi v fside & Sherman

Ellsworth Radcliffe_
Add Jewell Ellsworth ____i T

Stanhope
Retention Statuses I

Al

Lead y st
oim /
New Pilot Mound

_Hubbard
S

Stratford

Garden City

i

Roland  pMcCallsburg  Zearing

E 4 L]
e Fraser ®

2
0

| 5] [ zenowviles

Boore [
() Ogden st
©

L, @ . Kelley 4 @

[s]
S| [s|{z][#][5
S| IEIEE]|R
=ik
g
I
)|

%

&

\ jCetbbridos Maxwell ol
Madrid \ Stater

R

Woodward \
Bouton

Alleman

g

. Fasrar
N Elkhart

I
]

T
E

W @

5 Polk City
ranger
Minbum o @ bt

KUR Ankeny Ty “Valeria

- |
Ll

z
L

® Bondurant
@) T
Dallas Center 9 o

S

J

Activity Map View Activity Grid Group Grid Route Planning a
¥ Show Groups Color Scheme | Owning User v
Update Map Rock Halland
y Kamrar P
A Map Satellite & Eldora -
ide & Shorman @ @
! i
Jewei Ellsworth _____Radclffe _Hubbard
Stanhope New
swatford  (79) Providence @)
Dayton o Whitten
=i @ Garden City \ Union
il D Conrad
St \ Liscomb (1)
i / Sme D A SO
Pilot Mound / Roland  McCallsburg  Zearing g
4 ® %
Fraser o St Anthony \ %,
B Zenorsville G \ Abion Green
Mountain
Group Attributes | &
=
B |
200 | Jordan | Marshalltown
Category (=) Ogden * . * = * Lafmolle
= 3%0) 5 |
Any Category v | O} & * Sumpenier | & Le Gt
|
\ &) |
Group Activity Luther J (@)
Kellg D / ’
prm—— = ey ‘ elley & 9 Melbourng Haverhill e
Rhodes /
\ /
\ Collins /
= \ Ceinbridge Maxwell /
Madrid '\ Slater an / Laliel Gilma
Woodward
Retention Statuses Bouton
ul o
) Alleman Nowl
W select M Farrar
- Elkhart
Lead @ O N U
— Polk City S
i Anken) S ———— ‘D
Dallas Center &2 — T coio o —
L = i S
e Open Fundraiser States
e  Group Attributes:

Hello, BobDay2
[a] s

Color Scheme | Owning User

Whitten
Union

N scomb (1)
ngor

L
&

s

%

St Anthony AT

| @&

Marshalltown

Haverhil

Laurel

Rushville

Newton

Ferguson

Kellogg Oaki T 5

Holland

Green
Mountain
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e Retention Statuses
e Displayed Users

2 —Map & Grids Displayed

Map View
Add activity to group without activity

FAa D Sales ~ Marketing ~ Operations ~ Analytics = Settings ~

[l Contacts ~ Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Deliv

Scheduling

Activity Group Map View Activity Grid Group Grid Route Planning

%/ Show Groups

Update Map v La - N

D)
Category + % Map Satellite o
Any Category v Ra Garden City
yd =
Group Activity Edina High School Band %
Jessi Rollerson
Any Activity hd Activity: Band lsburg
Owning User: KT
Add Last Fundraiser: Tuesday 14 Nov 2017
er Next Fundraiser:
Last Total: 349
Last Activity: Thursday 29 Mar 2018
Retention Statuses Retention Status: Active
Boone | T
(] Select All @ Jordan
Lead
New -

Create Delivery Activi
ng = Operations ~ Analy

Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools

Activity Groug Map View Activity Grid Group Grid Route Planning

I Show Groups Color Scheme | Owning User v

Upda

. . Kamrar ra
Group Activity - Map Satellite i La

Color Schemes:
e Owning User

Do

- Calendar Sales Mops - Delivery Toois ~

# Show Groups

—— - Map  Satelite

any oy

Roland  McCallborg Zewig

e —

Ogeee

Displayed Users

Metour 7‘

hoses

(2 > /7 w

i

D!
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e Retention Status

Hello, BobDay2
U ™ e

Foik
Kamvar -
- Map Satellite . Ll
e (o] Sherman q
Add JengiiElswarth T
Starhope @ | - S~ New
= o9 S Provdence
Retentien Statuses > N whitten
. Garden City \
0 seleetal \\ Conrad
led
. - sty s ® @
ier W ot Mound Roland  McCallsburg  Zearing L &
. o \ £
racer - \ B,
Zoncrsute g1 e o aion
.
. =)
.
L] ok 2% | Jordan t | Marchalltown
[race 1 den & | WX, . N
® anter |
E— P ok Ko -
| | @
Displayed Users Lul{n T | I
) Kalley L=} / Havernill
) Mebour werhi
@ sescrn \ ® midas 2E0TS Fergust
5 \ .
Bab [ | \ *.V Cambridge L /
oF ] Madrid @@ (2T
Waodward
FA [ ) Alleman } Bar .
G arrar &
FR [ o @ ~ Ekhart i
i arne Fushile
SR ® .t
vE | =) Bondurant Wewton
= ® - -
@ _ Michalhile

Googl

e Fundra

I Show Groups

le @

iser State

— ' Altoona

Map daia 22018 Gongie  Tarma of Lsw

&
e .-
Group Activity - Map Satellite s H
Ay e (o] Shoman G
Add sewaiiEloworh ____Badlffe G \ppary
Starhope @ |1 T
Retention Staluses = Whitten
[0 sesect Al i Conrad
et
. = sty Ao Liscomb G19) @
= W ot Mound Rolond  pMcCallsburg  Zearing L &
. @ \ 3
Zenorswile Gy S  abion
.
\
=
£
R . T
v * o
& »* affens
® S
& f +
Displayed Users T / b
- koo .
e Melbourne avertill
@ seeam \ ® Al Vi Ferguse
— \ N
\ S S
3 ] Slater & L
Voodvard
/
= ] - @ Ekhart P
; e
oobum Granger B
KUR [ ] @
vE [ | i Bonciura wewton
B ® “w— -
. @) _ et T
Gocgle o i iop datn S2010 Gomge  Termnf Lo

Activity Grid

® That have run before but na FRis
scheduled

© That have rever run
© Al groups with no FR scheduled
© That have a 7R scheculed

© ased on Last

ple Date

© Based on Last Activity Date

© 8y Retention 5
Timsframe:

Lacc2 vaurs v
Advanced Filters >

Activty Map View Group Grid  Route Planning
[ Show Groups §
fype | Subject Ciry
Update Maj
[ —
Find Groups
B cut cden Prairie FiA Gilbert

L

Hello, BobDay2

Stan End

10/8/2018 080000 AM | 10/8/2018 083000 AM

10/16/2018 030000 AM | 10/16/2018 033000 AM

1017726

18 020000 AM | 10117/
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e Activities from map converted to grid
e Create Delivery Activity Button

e  Export to Excel Button

e Add to Route Button

— = Marketing ~ Operations ~ Analytics » Settings ~
BiLOT

Contacts ~ Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps = Delivery Tools = D D

Map View Activity Grid Route Planning
¥l Show Groups
fsroup Co Owner Last Fundrsiser | Mext Fundraiser | Last Total |Last Activity | Activity Category Retention Stat |
Update Map Cedar Ridge o - 3/28/2018 -
Herman Talle KT 2/10/2017 32 . PTA|PTO Public Schoal Active
lementary 09:21:42 AM
Find Groups
fentral Music _ 10/24/2018 | _
Alissa Theisen KT 10/2/2018 483 , Band & Chorus School Music Retained
® That have nen before but no FR is oosters 11:00:00 AM
scheculed oo Lake Sooster 10/272018 ~
© That have never run . Earl Wins «T 9/27/2017 938 eomon | PR Public Schoal Active
© Al groups with no FR scheduled
2n o) b W 1/16/2017 7 Men-s
@ That have = FR schecuied den Prairie FFA Deb Wichle KT 11/16/201 768 50000 And Non-School Club | Active
) Based on Last Sample Date Einz High School 3/29/2018
Jessi Rollersan KT 11/14/2007 349 Sand School Music Active
© Based on Last Activity Dste Fand 02:04:35 PM
© By Retention Status 2/5/2018
Forest Hills Music | Debbie Brown KT 9/28/2017 322 Band School Music Active
Timeframe: 08:00:00 AM
R 2/29/2018 Local | Independent
eeL I ears v ficdie Academy Cara Haugrvedt T 3/15/2017 124 . | i Day Care Active
03:13:03PM | Day Care
10/17/2018
Advanced Filters > inderbermy Hill Todd Johansan KT 1/10/2018 309 Saseball Mon-School Sparts | Active
08:00:00 AM
foak Point Middie 3/29/2018
Cindy Curtis «T 9/28/2017 72 Chorus School Music Active
chool Choir 03:11:11 PM
foak Point Mational . 11/8/2017 National Honar
David Goff KT 10/5/2017 213 School Club Active
Honor Society DLODO0PM | Society
itella Christian 3/29/2018
[ Justin Wehrenberg KT 8721/2017 402 Other Private School Active
Fchool 09:19:26 AM
| R . _ 3/29/2018 _ X X
Fummit School Derek Bertolas KT 9/29/2017 2577 PTA|PTO Public Schoal Active
02:06:11 PM

Hello, BobDay2
Sign out

B

IEHHHHHHHEEEH%

e Groups from map converted to grid
o Create Delivery Activity Button
e Export to Excel Button
e Add to Route Button
o Add group to the Route

Route Planning

- Helle, BobDay2
R OO
el Contacts ~ Groups - Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery To

4 Scheduling

Activity Group Map View Activity Grid Group Grid Route Planning
) Show Groups
Type | Name City Start znd
Update Map
Find Groups
1
i &% Sr=ila Chrissian Schaol Ames
® That have run before but no FR is
scheculed .
© That have never nun 2% Gak pain: Middle Schoal Chair Huxley
@ Al groups with no FR scheduled =
&2 | Cedar Ridge s
© That have 2 FR scheduled Cedar Ridge Elementary Ame
© Based on Last Sample Date .
- &= | Edina High School Sand Ames
© Based on Last Actity Date
© By Retzntion Statue .
- Kiddie Academy Ames
Timeframe:
- o
Last 7 Years v &% Eden Lake Booster Club Stary City
7] 10/8/2018 |10
AP: Eden Lake Booster Club Stary City
Advanced Filters > v 080000 AM | 08:30:00 AM
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e Will display all groups or activities that were added to the route

e Move up or down along the route by clicking on the up or down arrows

e Delete from the route by clicking on the (-) button
e Create Delivery Activity Button
e Generate Route Button

Change Starting Point
Click on the Edit Starting Point button

Hello, BobDay2
Signout o

Generate Route =

Reorder

n v Edit Starting Point

Select appropriate address from dropdown (click on User for this example)

Select the starting point address

Select Address From:

[Coeser

Dealer

Warehouse

Use Current Location

Select appropriate address and Click OK

Select the starting point address

Select Address From:
User
Specify User

8ob Engen

Ehd
1035 15th St
Nevass, 14 50201

New starting address

MapView  Activity Grid  Group Grid

Hame cry sun tne

Type
) |

R

Stels Chrstien Schal mes

(L3 0

Osk Pains Micls Sencol Crair ey

113

Cedar Rioge tlementary ames

[T 13

13

om0 0208
OBOLODAM | 083000 AM

]
>]>]>]>]>]> 3]
[elefefe]e]<]<]
ooooooog

&

Advanced Filters >
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Generate Route

Click on the Generate Route button to create a Google Maps Route

Routing Results

I Full Route Directions I
{1035 15th St 1o AP: Eden Lake Booster Club)

[ Individual Leg Directions |

1035 15th St to Stella Christian School

Stella Christian School te Osk Point Middle School Choir
Dak Point Middle Schoal Chair to Cedar Ridge Elementary
Cedar Ridge Elementary to Edina High School Band

Edina High School Band to Kiddie Academy

Kiddie Academy to Eden Lake Booster Club

Eden Lake Booster Club to AP: Eden Lake Booster Club

Full Route Directions

R @ F &

Randsll
1035 15th St Nevada, 1A 50201

et
=

N Main, 509 N Main Ave, Hudey, 1A 501

4316 Ontario St Ames, 1A 50014 ety
Main Campus, 1921 Ames High D, Ame
1915 Philadelphia St Ames, 1A 50010
Zensile
726 Hillcrest Ave, Story City, [A 50248
726 Hillorest Ave, Story City, IA 50248
4316 Ontarlo Street Philodelphia Street {
@ & jn:slsmm =

sy
& vausaow Thz2min

oeTALS

INMain  Cambrdge

! 1 !

@1 e

Individual Leg Directions

= 6= @ f &£ x B _°°

.-

@R viaCoRdE41/E Lincon Way

acwal
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Email Route Directions

Click on the Email Directions button to email all directions to the signed in user email address
e To check the email address of signed in user:
o Click on the User Name in top right corner

“ “ Hello,

Sigﬁ“qut

o Look in the bottom right for the email address:

[+ [X]8]

How to track selling product to another dealer

Create an invoice in My Fundraising Place with a group that has a name of the dealership you are selling to, but do NOT tie the
invoice to a fundraiser:

e Asthe invoice is created, adjust the price for what you expect to receive for the product
o You will end up with approximately zero $$ of gross margin for this sale, and as long as it is a small percentage
of your overall sales, your financial statements will be an accurate representation of your core business activity.
e Since the invoice won't be tied to a fundraiser, it won't affect your statistics on the home page or in analytics
e The invoice can sync over to QB and you can receive payment like you would for any other sale
e Inventory is deducted accurately & a delivery activity can be scheduled from the invoice
e Record the lot numbers in the notes of the invoice
o This keeps traceability in place if the FDA ever asks for a dealership to account for all product that you
transferred on
o Technically you are selling to another dealer as a distributor, in which case the FDA requires you to track lot
numbers when you don't sell to an end customer or retail outlet
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Inventory Adjustments

Frequency is up to you, but monthly adjustments seem to work well.

Types of Inventory Adjustments:

e Sample Logs
e Lost Product
e Transfers

How to do an inventory adjustment:

1. Go to Operations > Inventory Adjustments
2. Click on the New Inventory Adjustment button

F “ Sales = Marketing = Operations = Analytics = Settings -
ﬂ_.l:l'l' Purchase Orders

= Inventory Inventory Adjustrnents = Irventory Maintenance

Es Inventory Adjustment

3. Select Adjust or Transfer. Click OK

Select an Inventory Adjustment Type

| Search |
+= Adjust

2 Transfer

Cancel

4.  Click on the Add Product button.

Helle, BobDay2
D Sign out

T
20

5. Select product(s) and click OK.

Select a Product

Hooubie chocolate @PDE)
Apple Cinnaman (PRAC)
Apple (BPAP)

Caramel Roll PRCA)
Biuebeny Roll (PREE)
Blueberry/CC (BPEC)
Cinnaman Rall (PRCT)
Cherry (BPCH)

Mapie Walnut (PRMW)

Raspberry [BPRA)
Strawbeny/CC (BPSC)
Cheese & Herb (BPFC)
2# Beef Sticks (SKVPBS)
Beef Sticks (SKBS)

Bacon (SKBAC)

Chae. Chip Cookie (WSCE)

Cancel
6. Update Inventory Adjustment information:
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Enter in the Qty Difference(s) and Description
Select Warehouse and QB Inventory Account
Click Save

Confirm that the New Qty(s) is/are correct

o 0 oW

— an
ez e
info Producs [+ [= [x]
Furtorn Grer 1 Feambar Do pion &y Onmand| Oy Diftenence s Cty Full Palets. Paliat Lo Caken Hachan
L0600
+ Poodbarttiner Braited Pastry
Adpestment Dt 0T Dantie Chowolans Butter Brad D Brasded Pasty 22 o2 EE] i
- s
Derpticn
Warehanse
Sarre
QuickBooks
| [— e, Sipenie v

QF Syme State
= . e

7. Click on the Save button

8. Click the Confirmed button

o Producs L+ [ x]

Retun Order Numbee | Description QyOnHand QryDifieence  NewQy  Full Pallers | Pallerlsyers Cases | Eaches
118060002
+ Productine: Braided Pastry
Adpustment Date 8DC | Double Chocelste Buter Braid® Brsided Pasury (22 az) 1 H Et]
RO oM I ma

9. After confirming:

Number | Descnption Quy Difference

" : 4 Productline: Braided Pastry

mm-m “,“. : - BPDC Double Chaocolate Buner Braid ® Braided Pastry (22 oz)
10. Click on the Save & Close button
1. Check your inventory after the adjustment:
a. Go to Operations > Inventory

+ Imentory Mainienanse

2 Inventory

Gid | Graph  QOWDsmls  Forec

O Last Refreshet: 6/05/2015 131:59 PM

A Oustanding Fundraisers
Warehouse: Dota shown through:  7/1/2018 ] B
Tem # QoM Pending & Ordered Invoices  Staged Invoices QOH - Pending & Ordered 1 | Pending Fundraisers Bocked Fundraisers. Qty Left 10 Buy. Ordered POs Pending POs
-+ Braided Pastry
Apple Cinnamon 0 o o o P s o 10

Dauble Chocolae 5 0 - » ™ m 0 -

Page 73



Inventory Maintenance Counts

e Done after doing a physical count of all your inventory. It will reset all inventory numbers to that physical count
e Recommend doing twice a year (end or beginning of each season)
e This will improve application performance and it will be easier to track inventory issues

How to do an Inventory Maintenance Count:

1. Go to Operations > Inventory Maintenance
2. Click on the New Inventory Adjustment button
Sales = Marketing ~ Operations « Analytics = Seftings ~

=

el Purchase Orders ~ Inventory Inventory Adjustments = Inventory Maintenance

7= Inventory Maintenance

Adjust Warehouse

3. Select Source Warehouse

rketing

rting:

& 2 ac
PENDING ez
Info Products
Fetum Order Mumber Deseription Qty O Hand | New Qry Ful Pallets  PalletLoyers  Cases Eaches
e 4 Productline Braided Pasiry
Adpustment Date PRMW Maple Walnut Butter Braid® Pastry Roll (23 oz 1652
6/6/2018 323 PM L) 8PDC Double Chocolate Butter Braid® Braided Pastry (22 az) EY
Description apap ‘Apple Butter Braid® Braided Pastry (2201 175
PRCA Caramel Butter Braid® Pastry Roll (23 oz) [
orze Bluebenry Buner Braid® Pastry Roll (22 cz ]
PRCI Cinnamon Butter Brakd® Pasiry Roll (23 o2 ]
a96c Bluebenry & Cresm Chesse Butter Braid ® Braided Pastry (22 oz) 154
Warehouse BRAC Apple Cinnamon Butter Braid Pastry Rol o
Souree 8PCH Cherry Butter Braid ® Braided Pasuy (22 oz) 7
Wit Berd Cold Storsge | Bpc1 Cmnamon Butter Braid® Braided Pastry (22 az) 186
BPRA Raspberry Butter Braid @ Braided Pastry (22 az) &

4. Enter in New Qty’s (or enter combination of Full Pallets/Pallet Layers/Cases/Eaches — all will total to New Qty)
5. Click the Save button

6. Confirm that the New Qty's are correct for all items.
7. Click the Confirmed button
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Inventory Staged Description

e Removes from the inventory without setting to delivered state
e Staged is removed from QOH
e Booked Fundraisers

o Forecasts according to programs
e QOutstanding Fundraisers Message
o There are fundraisers still open that are scheduled to have been completed. This affects the below forecasted
numbers.

FBio :
Gid | Grsph  QOH Detalls  Forecasted Detalls

© Last Refreshed 6/06/2015 7-51:47 P

Warshouse: West Bend Cold Storage Data shown through: 72/2018 n
Item = QoM Pending & Ordersd Invoices | Staged Involces QOH - Pending & Ordersd L | Panding Fundraisses Booked Fundraisers Quy Left 1o Buy Ordered POs Pending POs
+ Braided Pastry

Apple Cmnamon [ 0 0 o a 3 0 108
Bhuebemy Roll [] 0 0 0 (] &8 68 o 648
Caramel Roll %0 ] [ %0 o pFo) 7 o 648
Apple 17 130 143 -113 38 387 518 o 324
Cinnamon Roll [) 1] 0 0 (] 13 123 o 108
Cherry El B E 51 34 £l e o 324
Maple Walnut 1600 o o 1600 o 49 o 324
Cinnamon a7 188 18 141 46 45 612 o L
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Mixed Pallet Table

Country Maid Inc. - Mixed Pallet Table

Total Braided Cookie Braided Cookie Braided Cookie
Layers Pastry Dough Pastry Dough Pastry Dough
Per Pallet Layers Layers Cases Cases Units Units
12 12 0 216 0 1296 0
11 10 1 180 18 1080 108
11 9 2 162 36 972 216
11 8 3 144 54 864 324
11 7 4 126 72 756 432
10 5 5 90 90 540 540
10 4 6 72 108 432 648
10 3 7 54 126 324 756
9 1 8 18 144 108 864
9 0 9 0 162 0 972

8/24/2016



Order Changes

e Typical Order Process

e Possible Order Change Errors

e Order Change Scenarios

e My Fundraising Place Tools to catch possible errors
e Tips/Takeaways

Typical Order Process

Orders to Pack or Stage: Perform work of Staged Orders:
Paperwork & Label Queue staging orders Paperwork & Label Queue

Print out orders

Paperwork and Label Queue (Orders to Pack or Stage)

Perform work of Staging orders

Paperwork and Label Queue (Staged Orders ready for delivery)
Delivery

R

Possible Order Change Errors

1. Invoicing
a.  Need for second invoice — first submitted for payment
b. Pay the old revision — collections headache
c. Hard to collect mistake — giving it away
2. Product Delivery
a.  Missing product at delivery
b. No seller product — late order not prepacked
C. Restaging an order — headaches (PT help/inventory)
d.  Wrong paperwork for operations

Order Change Scenarios

1. Not Printed Yet

a.  No worries, user will continue to make changes
2. Printed, not Staged

a. To Do Box — hanging folders for each day

b. If changes, replace paperwork
3. Staged

a. Staged Box — hanging folders for each day

b. Done — paperwork is lying down

Page 77



c.  Changes — paperwork is standing up
4. Delivered
a. Do an add-on invoice

My Fundraising Place Tools to catch possible order change errors

1. Group Leader Portal Locking
a. Group Leader can make unlimited changes to their order and submit until labels or invoice is printed
i.  Once printed, GLP is locked at that point and you are made aware of any changes after that. You then
must unlock or enter the order yourself
2. Printing Label's Error Messages:
a. Seller Info and Invoice Total Mismatch
i.  Seller Info quantity and invoice guantity don't match

Seller Info and Invoice Total Mismatch

Product Sellerinfo Qty | Imvokos Qty From Group Portal
Apple 13 11 %
Cinnamon B 1 ¥
Surawbarmy/CC & -] Y

I BT -

3. Label Reprints Tile (Dashboard)

Good Morning, Bob

Label Reprints Needed

4. Invoices to Reprint (Smart List)

Sales » Marketing » Operations ~ Analytics » Settings ~

OO Contacts ~ Groups ~ Fundraisers = Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools ~

+]x (8] s s |5 B s [5]f]

MNumber Mame Invoice Date Delivery Group Fundraiser Contact
= =
118070001 *Algona AAU BB - Fall 2018 7/2/2018 7/2/2018 Algona AAU BB Algona AAU BB - Fall 2018 Engen, Bob
Tips/Takeaways:

1. Print labels later (minimize changes)
a. Prepack Labor — run smart lists for units to plan ahead
Print invoices later (minimize multiple versions and invoices)
Follow through right away as changes happen
Do day of delivery checks in My Fundraising Place (My Fundraising Place Tools mentioned above)
Inventory will stay spot on if your invoices reflect all product (Do monthly adjustments also)
Mark multiple invoices to Stage at once on the Invoice Grid
Order changes offer you a competitive advantage. It adds value for your customers and the opportunity to outshine
your competitors.

No s WY
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Printing Labels

1. Go to Sales > Fundraisers > Seller Info Tab

Sales = Marketing ~ Operations = Analytics = Seftings ~

FA
APILOT

Contacts ~ Groups = Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools +

Fundraisers - Algona Football - Fall 2018

= Py
@ C S ® O C O
DPPORTUNITY PEMDING EQOKED RUMNMING ORDERED DELIVERELD: PAID
Irifo Flier Activities Invoices Touch Points More Info Seller Info Seller Revisions

Selected Template

-

10 Item Max dx3

Print Label

2. Select a Label Template from the dropdown
3. Click on Print Label button
a.  Once you click the Print Label button, My Fundraising Place assumes that you have printed the labels
b. This will create a zip folder including these files:
i. Batch 1 (Word document used to print out the prepack labels separated by batch size)
i. Group Name Report (Use as a label for the cart for the freezer)
ii. Group Summary Report (Shows Items, cost, profit, averages)
iv. Seller Info Pick Ticket 1 (Shows how many items. Cases plus eaches. Used to pick from the freezer)
v. SellerStat (Seller Info Tab information in a spreadsheet to use however you want)
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Sales Planning Tool

e Benefits
e Sales Planning Tool
o Main Screen
= ] - Selection Criteria for Groups & Activities
e Group Tab Selection Criteria
e Activity Tab Selection Criteria
= 2 -Map & Grids Displayed
e Map View
e Group Grid
o Activity Grid
® Route Planning
o Change Starting Point
Generate Route (In Google Maps)
Full Route Directions
Individual Leg Directions
Email Route Directions

O O O O

Benefits

e See groups on a map instead of a list

Advanced search options
Helps efficiency with your sampling efforts

Sales Planning Tool

e (o to Sales > Sales Maps > Planning Tool

D Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~
=

PILOT ey Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools ~

+,

Address Cles

= Planning

Group Activity Map View Group Grid Activity Grid Route Planning

Update Map - Lehigh

ni MEIFI Satellite Burnside

Find Groups

Helps you target and find the right groups, based on some of the most common search options
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Main Screen

[ Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~
FA
LUl Contacts ~ Groups ~ Fundraisers ~ Invoices = Activities ~ Calendar Sales Maps ~ Delivery Tools -~

= Planning

Hello, BobDay:

Sign out

1 - Select Criteria for Groups & Activities

Group Tab Selection Criteria

Hello, BobDay2
Sign out

o5l Eldora
4 s . rh G
Map Satellite Sherman () 2
Sloworth Radcliffe_()
. bikors Gk 6 Jews) Elaworh Sadellle ) | upbard
Stanhope ~ Nt
sfod () Provdence D
= Whtten
i) Gorden City Union
Conad
3 Uscomb G
 Mound R Roliod  Mccatisborg  Zearng =
Fracer - i ¢
M
5%)
Baone =
| Matzhatown
jden G N . Lamollle
* = m*mu | =
®
i Melboamy Hovertdl | e
s ahodes /
Maswell bopes
Madnd Sister Laurel
Bouten, Wootward &)
== Alleran i Bpter '~f
Farst ) W
T2 . Eahan is / B
DI s 3 Ira
Advanced Filters 3 | | fum Granger ~ b owis
Ankeny " Volena
) Kell L
Bondurant 0}
- = t
o) @ coion

Map View Group Grid Activity Grid Route Planning Color Scheme | Owning User
- aveanruar
Karmrar e
i Map Satellite -
Find Groups &) Eldora @
. Sherman 14
cli when
'®) That have run before but no ck ugdate uap
PR is scheduled you modrfy either Gro“a‘ Ellsworth /'_—Raddlﬁiw
) That have never run H i New
. g%ffo&e“&gwtc"t‘r@ Providence
2 all groups with no FR fes ) Whitten
scheduled E i Garden City Union
") That have a FR scheduled Conrad
-/ Based on Last Sample Date st (it
") Based on Last Activity Date bt Mound Roland McCallsburg 74 EE Bgngor g.
(9] —1 ar
- By Retention Status L o ‘%’
Timeframe: St Anthaony B r
{metrame: Zenorsville G Albion (d
Last 2 Years b ) &
| \
|
Boone {
. | Jordan “ \ Marshalltown
Location den | . |
-Ahe Lamoille
| @ " New Mo |
1035 15th Streat F) €3 @ Z @
Luther |
radla Kell s ]
Mevad :@ 8Ly, L2/ Melboum? Haverhill P ]
\ Rhodes /
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vanced Filters (@] N -
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3. Options:

e Find Groups:
e Timeframe:

i.
i,
iii.
iv.

This Season

Next Season

2 Seasons From Now

Custom - you pick the date range

e Location

e Miles Radius (Within specific number of miles)
4. Advanced Filters:

Marketing ~ Operations

Groups + Fundrai

Analytics

Invoices » Activities ~ Calendar Sales Maj

ings

~ Delivery Tools ~

Group Grid  Activity Gid  Route Planning
Update Map - o ==
- Map Satellite Sherman o
Advanced Filters ¥
| Jewe Elsworth Radcliffe .
Date Filter —— -
Svrton Providence @
OlLast Activity (3] ‘Whitten
N Garden City Union
OLast Sample Ra crrad
onra
Timeframe:
© That occurred during o - eemi
. Roland >
© That did NOT occur Mounc) I i utcCelal ppzeating) £
during L4 2
Fraser St Anthony e
2seasonsage v Zenorsuille G Albion !
i
7172017 To A
L & Jordan Marshalltonn
123172007 =l Lamoille
@ s oW T
Clear
&3]
Luper @
Kelley ) /
] 1] Melbound Havetill
(] Apply Filter
b Collins
Minimom: H/& *!v ambridge Maxwell Lot
Madrid Slater an /
Woodward
outon
T / &
5 Alleman Egter ﬁ
Farrar ¢l
N Elkhart &
Open Fundraiser States o \_\ =
J Mingo
- burm (e ~ Rushville
[ Select All +
1 none selected this fiter is ke Joleria el o
not applied Bondurant Newlon -
. Center @ o oy
Fending s D colfax @ 5

e Date Filter

Last Activity
Last Sample
Timeframe

e Last Sales Size

" Map Satellite

Stratford

4 )
Frasr 2 say
pR—

Color Scheme  Owning User .
I o= i
o) Sherman @ oE
Jowi Bl
Whitter T
Garden City. v ]
Corvad
\ u [
Bangor
Road  McCallsbisg  Zeanng W
& 7]
hy

| Marshalitawn
i Lainoille
sr*wn |
| &
o) / "
= Meourng Haverh
) Rhodes /
Madrid Slater Laure!
Add
sauion Woodward
= e Bpfter @ ks
Alleman
Retention Statuses Farror % I
Ekhar £ 5 .
Select AR oD “Irn
bun ~d i Rushville &
Ankeey T Ve @
| Cr— = G el
P ] = Bondurant Newton © i
xid Daltas Cortor &0 = O coinr
I Fo— | L€

% Albica

Page 82



e  Open Fundraiser States
e Group Attributes:

i. Category
ii. Group Attributes

Hello, BobDay2
Sign out

Group Grid ~ Activity Grid  Route Planning Color Scheme  Owning User v
o Eldora |
N Map Satellite Sherman r1E
Add
JewgEllsworth ____Radcliffe
Stanhope T New
Providence
Retention Statuses i whitten
B] Garden City ™ Unien
[ select Al N\, Conrad
Lead \
\ Liscomb
New [ | o Bangor
Mound Rolan MeCallsburg  Zearing
r— . &
Fraser \
i St Anth: \
Lost [ 1 M
8oone \
| Marshalltown
SR
st
Mo ] ]
Displayed Users |
Kelley s / i
Je<) Y D |
¥ select Al 2 A s Melhourny Haverhil | fergusen
\ i
Woodward /
D12 [ ] Eouton /
/
2 Alleman e &
B G Farrar / d
® - Elnart e
b Granger ~— Rushville
[ [~ (= +
Ankeny i" Valeria
ME [ ] ) () Kell Kl
Bondurant Newton — i
ootz @ L v ®
L =

5. Upd

e Retention Statuses
¢ Displayed Users
ate Map Button

e Displayed only on Group Criteria Tab, but needed when either Group or Activity criteria are modified to update

the map or grids

Activity Tab Selection Criteria

S

Ul Contacts ~ Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools ~

4 October2018  »

Su Mo Tu we Th Fr Sa
0 12 3 4 5 6
7ngm JEREFIE]
14 15 16 17 18 19 20
21 22 23 24 25 28 27
8 203031 1 2 3

10/8/2018 To

10/21/2018

Displayed Types

|Appointment

Phone Call

ersonal

&
AREEEDEE
olla - = 2
ESIN] =

Send Startup Kit

Sl sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~

m
<
2

Hello, BobDay2
Sign out

Map View  Group Grid Activity Grid Route Planning Color Scheme  Owning User v
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Map Satellite i .
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)
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e Pantar (34 &= =
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Options:
e Show Activities Checkbox
e Timespan

FA D Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~
)

lalnll Contacts ~ Groups ~ Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps + Delivery Tools +

Hello, BobDay2
Sign out

Planning

Jewe Ellsworth ,__Eadl:h!.[ﬁﬁ@%j

Stanhope

=)
&
°
T
=
5
g
o
=
=
H
2

®
£
z
z

B Roland  pcCallsburg  Zearing
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e Displayed Types
o Displayed Users
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=
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Map View
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Color Schemes:
e  Owning User

Sales ~ Marketing = Operations = Analytics ~ Settings =

Retention Statuses
Select Al

tead

i

[Retained

§
L

[re-won

imactve

i

[unknown

Displayed Users

. Rétention Status

Retention Statuses
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[

[actve

Retaned

(]
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Group Grid

e Groups from map converted to grid

e  Export to Excel Button
e Add to Route Button

o

fFind Groups

® That have run before but no
FRis scheduled

© That have never run

© Al groups with no FR
scheduled

© That have a FR scheduled
© Based on Last Sample Date
O Based on Last Activity Date
© By Retention Status
[limeframe:

Last 2 Vears v

Location

1035 15th Street
Nevada
1A 50201

ithin| 20 miles

Advanced Filters

Add group to the Route

er | Last Fundraiser Start -

2/10/2017

10/2/2018

9/27/2017

11/16/2017

11/14/2017

9/28/2017

3/15/2017

1/10/2018

9/28/2017

10/5/2017

8/21/2017

9/29/2017

Next Fundraiser | Last Total Ext. Ttems | Last Activity

483

988

349

322

224

272

219

2577

10/24/2018
11:00:00 AM
10/8/2018
08:00:00 AM
10/16/2018
08:00:00 AM
3/29/2018
02:04:35 PM
4/9/2018
08:00:00 AM

3/29/2018
03:13:03 PM

10/17/2018
08:00:00 AM
3/29/2018
03:11:11 PM
11/8/2017
01:00:00 PM
3/29/2018
09:19:26 AM
3/29/2018
02:06:11 PM

Activity Categary

PTA | PTO P

School

Band & Chorus School Music

Boosters Public School
FFA Non-School Club
Band School Music
Band School Music
Lacal |

Independent Day | Day Care
Care

Non-School
Baseball

Spors
Chorus School Music
National Honor

School Club
Society
Other Private School
PTA|FTO Public School

Hello, BobDay2
Sign out

Retention Stat...

Retained

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

BE000 0 880060

Activity Grid

Update Map e
Find Groups

® That have run before but no
FRis scheduled

© That have never run

-~ K

© All groups with no FR
scheduled

© That have a FR scheduled
© Based on Last Sample Date
© Based on Last Activity Date
© By Retention Status

Timeframe:
Last 2 Vears v
Location

1035 15th Sreet
Nevada
N 50201

within| 20 mies

Advanced Filters >

Acthity MapView  Group Grid

Subject

Ap: Eden Lake Booster Club

EM: Eden Prairie FFA

PH: Kinderberry Hill

Route Planning

City

Story City

Gilbert

Ames

Ouner

Start
10/8/2018
08:00:00 AM
10/16/2018
08:00:00 AM
10/17/2018
02:00:00 AM

End Route
10/8/2018

08:30:00 AM
10/16/2018
08:30:00 AM
10/17/2018
08:30:00 AM
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e Activities from map converted to grid
e Export to Excel Button
e Add to Route Button

Route Planning

_\\ Sales ~ Marketing ~ Operations i i [ | Hello, BobDay2
2

Sign out
el Contacts ~ Groups ~ Fundraiser: Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools ~ =

i= Planning

Group Activity Map View Group Grid Activity Grid Route Planning

Update Map Type  Mame City Start End Reorder
. - P |
Add
[ .-
ma® | Stella Christian School Ames
Retention Statuses .
&= Ozk Point Middle School Chair Huxdey
|| Select All
[ .
Lead aa®  Cedar Ridge Elementary Ames
.
N S Edina High Schaol Band Arnes
Ret d .
&= Kiddie Acadermy Ames
.
&= Eden Leke Booster Club Story City
AP: Eden Lake Booster Club Stary City
0800:00AM | 08:30:00 AM

e Will display all groups or activities that were added to the route
e Move up or down along the route by clicking on the up or down arrows
e Delete from the route by clicking on the (-) button

Change Starting Point
Click on the Edit Starting Point button

Hello, BobDay2
Sign out

Fearder

Select appropriate address from dropdown (click on User for this example)

Select the starting point address

Select Address From

Dealer

Desler

Warehouse

Use Current Location
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Select appropriate address and Click OK

Select the starting point address

Select Address From:
User

Specify User
Bob Engen

RS
1035 15th St

Nevada, IA 50201

New starting address
Marketing ~ Operations ~ Analytics ~ Settings ~

~ Groups » Fundrais: es v Activities v Calendar Sales Ma

Update Map Type | Mame City Start End Reorder

Group | Activity MapView  Group Grid  Activity Grid  Route Planning

- ..\ Imss 15th 5t Nevada n
Add
[ -
22 Syl Chsian shool - (2 [v ) -]
Retention Statuses .
2% Oak Paint Middle School Choir Hundey n =
] select AN
.
Lead &= Cedar Ridge Elementary Ames n =
&% Edina High School Band Ames A
o
2 i Acsdemy - (2o ) -]
o
20 cien Loke pooster i F— n =
_
10/8/2018 | 10/8/2018
AP: Eden Lake Booster Club Story City 5 % ¢
0800:00 AM | 03:30:00 AM

Picrlzad 1lzare

Generate Route

Click on the Generate Route button to create a Google Maps Route

Routing Results

|Fu|| Route Directions I
(1035 15th St to AP: Eden Lake Booster Club)

[Individual Leg Directions|

1035 15th St to Stella Christian School

Stella Christian School to Oak Point Middle School Choir
Oak Point Middle School Choir to Cedar Ridge Elementary
Cedar Ridge Elementary to Edina High School Band

Edina High School Band to Kiddie Academy

Kiddie Academy to Eden Lake Booster Club

Eden Lake Booster Club to AP: Eden Lake Booster Club
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Full Route Directions

= = £ £ x 5.0 @
innlnm
a o -
ooy
- Us0w 2
N L0
afe
it Corie A
o
Gosgle [
# 0@
2
- 1530
o fusz| ©
1035 15th Street
e ———— : X

Email Route Directions

Click on the Email Directions button to email all directions to the signed in user email address
e To check the email address of signed in user:
o Click on the User Name in top right corner

“ “ Hello,

Sigﬁ“qut

o Look in the bottom right for the email address:

[+ [X]8 ]
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Why should you manage your inventory in My Fundraising
Place?

Inventory forecasting in My Fundraising Place is very powerful and can help you make better business decisions. It requires very
little data entry by you and by doing it, you will get some great benefits!

Why should you manage your inventory in My Fundraising Place?
e  Deliver on your promises!

o For some businesses, having enough product on hand is a matter of luck. They were lucky enough to have the
product on hand when they needed it. This luck doesn't always last! If you don't have enough product on
hand and fail to meet your commitments, then you risk losing that customer forever.

e Storage costs

o Having too much inventory will lead to higher storage costs
e (Cash flow

o Accurate forecasts are important, so you don't tie up your cash in excess inventory
e Sales Planning

o By forecasting you have visibility on what to expect in terms of sales. Knowing this information will allow you to
adjust your sales plan instead of waiting until the end of the season to find out that your sales are down.

e Product Costs

o The more accurate you are with your inventory needs, the better Country Maid can be at having the right

amount of product, at the right warehouse, at the right time. This impacts your product costs!

Don't avoid forecasting because you are afraid that you won't be accurate! Forecasting is just an educated guess based on the
information that you know about the group. Nobody is perfect when it comes to forecasting.

Tips:
e When forecasting for a fundraiser take the following into account:
o Past performance of the group
o The reason for the fundraiser (motivation)
o The group sizes
o Participation rates (based on this specific group's history or on this group type)
o The group leader’s strengths & weaknesses
e  Perform Maintenance Counts once or twice per year
e Create Inventory Adjustments at least once per month
e Review your forecast accuracy by sales rep. Some reps might be too optimistic, and others might like "surprises" so they
forecast too low. Knowing this information can help you be more accurate with your ordering.
e Compare your flavor percentages on the program to actual percentages multiple times throughout the season
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FInance

Setup & Use Quickbooks Integration

Country Maid will be glad to take you through the process of setting up QuickBooks integration.

To Enable QuickBooks Integration

The general process for setting up integration is as follows:
e Open My Fundraising Place on the computer that has QuickBooks installed. In sync agent, navigate to Settings

o Click "Enable Integration” button

"§\ QuickBooks

Sync Invoices QuickBooks Integration - Disabled
Sync Purchase Ord
yne Furchase Lrders [ QuickBooks Integration | Enable Integration ]

Sync Inventory Adjustments

QuickBooks Sync Computer  HALL!

Custemer Matching

I Settings

QuickBooks Company File Location

QuickBooks Company File Name  Cedar Valley Fundraising 86-1140998

e Open QuickBooks into your company file (single user mode, logged in as an administrator)

ChUsers\Public\Documents\Intuit\QuickBooks\Cedar Valley Fundraising Jan 16.0BW

H

e  Click the "Make this computer the QuickBooks Sync Computer” button just below the “Enable Integration Button in My

Fundraising Place (shown above)

e QuickBooks will then ask you if you want to let My Fundraising Place (or an unknown application) access its files. We
recommend you say “Yes, when the QuickBooks file is open” from the list of options. You will have to answer this
question T more time a little later as you do the next step.

e The next step is to click the “Load and Edit Settings” button (found on the right side of the screen, shown below)

gmassner

"§\ QuickBooks

Sync Invoices QuickBooks Integration - Enabled
Sync Purchase Orders
4 QuickBooks Integration | Disable Integration

Sync Inventory Adjustments
QuickBooks Sync Computer

Customer Matching

QuickBooks Company File Name
I Settings

QuickBooks Company File Location

QuickBooks Settings

HALL! | Make this computer the QuickBooks Sync computer...

Cedar Valley Fundraising 86-1140998

C\Users\Public\DocumentsiIntuit\QuickBooks\Cedar Valley Fundraising Jan 16.08W

H

Load and Edit Settings
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Now that settings are loaded (this will take a little while depending on the size of your QuickBooks file), you are
ready to start selecting default “sync settings”. The settings that are loaded into memory (but not retained by My
Fundraising Place and will have to be re-loaded if you want to change settings) are:

o Chart of accounts
o ltem list
o Vendors
The settings available to be matched to a QuickBooks expense account are as follows:
o Invoice delivery charge item
o Invoice Sales Tax Item
o Invoice discount item

o There are 3 types of inventory adjustments in My Fundraising Place. When creating the adjustments, you
can select from the three adjustment types to send the cost to an expense account of your choice in
QuickBooks:

= Inventory Adjustment
= Inventory Adjustment — Gifts
= Inventory Adjustment — Samples

QuickBooks Settings

Invoice Delivery Charge item | Delivery Charge v |

Invoice Sales Tax Item |Sa|es Tax v |

Invoice Discount item |discount '|

Inventory Adjustment Account |Sampla Expense v |

Inventory Adjustment Account - Gifts |Sample Expense v |

Inventory Adjustment Account - Samples |Sample Expense v |
Exclude Bill To Street Addresses from Sync [

After you map these accounts, the next step is to match products and vendors. My Fundraising Place allows you to
map your product lines to different income, asset, and COGS accounts in QuickBooks. This is very helpful when
using QuickBooks financial tools to analyze the sources of profitability and expenses. To map these, follow the
following steps:

o For each carried product line, match the income, asset and COGS accounts with the QuickBooks accounts
that you have setup for them

o Then for each carried product in My Fundraising Place, match them to an existing QuickBooks Item number
(NOTE: if you later change the name of the QuickBooks item number or the My Fundraising Place item
number, you will NOT have to re-map these settings)

o Match the vendors in My Fundraising Place with the appropriate QuickBooks vendors
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Productline ¥ | Carried ‘ QuickBooks Income Account ¥ | QuickBooks Asset Account T | QuickBooks COGS Account
Braided Pastry [H Butter Braid Inventory Asset Butter Braid
Cookie Dough |® Classic Breaks Inventory Asset Classic Breaks

Pastry Roll [® Butter Braid Rolls Inventory Asset Butter Braid Rolls

Skoglund Meats |® Skoglund Meats Inventory Asset Skoglund Meats

Product Number ¥ | Description Y | Carried ‘ QuickBooks Item T

BPAL Almond Créme Butter Braid® Braided Pastry (22 0z) [H BBALMOND
EPAP Apple Butter Braid® Braided Pastry (220z.) L] BBAPPLE
PRAC Apple Cinnamon Butter Braid Pastry Roll L]
BPBV Bavarian Créme Butter Braid® Braided Pastry (22 0z.) (B BBBV

SKlerky Beef Jerky L] SKBeeflerky
SKBS Beef Sticks L| SKBeefSticks
BEPBC Blueberry & Cream Cheese Butter Braid® Braided Pa: (® BBBLUEBERRY Butter Braid

Vendor T | QuickBooks Vendor A\
Country Maid, Inc Country Maid
Skoglund Meats Skoglunds

e When finished with setup, click on the Save button in the upper right hand corner.

gmassner

QuickBooks
Sync Invoices QuickBooks Integration - Enabled ﬂ
S Purch Ord
yne Furchase rders QuickBooks Integration

Sync Inventory Adjustments

QuickBooks Sync Computer  HALL | Make this computer the QuickBooks Sync computer...

Customer Matching

QuickBooks Company File Name  Cedar Valley Fundraising 86-1140998
I Settings

QuickBooks Company File Location  CAUsers\Public\Documents\Intuit\QuickBooks\Cedar Valley Fundraising Jan 16.08W

QuickBooks Settings Load and Edit Settings

That's it for setting up QuickBooks integration!  You now are ready to utilize this powerful tool as part of your dealership!

To start sync processes

My Fundraising Place breaks up the sync process to ensure that it does not tie up a lot of internet bandwidth. You can sync the
following entities independently:

e Invoices that need sent to QuickBooks

e Invoices that need to check QuickBooks for a paid status

e Inventory Adjustments

e  Purchase Orders

We will start with Invoices first. Inventory and purchase orders are self-explanatory once we understand invoices.

A) Invoices

1. Step 1. Create Invoice(s) in My Fundraising Place
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B30 00 236

PENDING ORDERED STAGED DELIVERED  PAID
Info More Info
Invoice Name # of Sellers n
Laurens-Marathon Drill Team Fall 2015 12 — T
Group Price List BPDC
aurens-Marat $5 Profit 8-14 v BPAP 12
Fundraiser PRC 3
Invoice Date frec -
Laurens-Marathon Drill Team Fall 2015
972 S = BPCH 7
Bill To
o BPCI 18
Emily Stove Invoice Date Same as Delivery
BPRA 7
BPSC 19
Billing Address -Bn Delivery / Ship Ta
° Q[+
Laurens-Marathon Drill Team
DL: Laurens-Marathon Dril Team 82
units, 12 sellers - Laurens
10/16/2015 3:00 PM - 3:30 PM
Pickup Time 3:30 PM - 4:30 PM
S mily Total Items 82

2. Step2:

B Invoice - Laurens-Marathon

PENDING ORDERED

—_—————

STAGED DELIVERED

V. Garfield Street

Drill Team Fall 2015

PAID

Info More Info
Invoice Name # of Sellers ﬂ
Laurens-Marathon Drill Team Fall 2015 12
Item #
Group Price List BPDC
Laurens-Marathon Drill Team $5 Profit9-14 v BPAP
Fundraiser BPBC
. _ R Invoice Date
Laurens-Marathon Drill Team Fall 2015
9/28/2015 i
Bill To
BPCI
Emily Stover Invoice Date Same as Delivery
I BPRA
BPSC
Billing Address .BH Delivery / Ship To
° Q-
Laurens-Marathon Drill Team
300 W. Garfield Strest DL: Laurens-Marathon Drill Team 82 Ext
Laurens, 1A 50554 Items, 12 sellers - Laurens, 1A
10/16/2015 3:00 PM - 3:30 PM
Group  Contact ~ Other Pickup Time 3:30 PM - 4:30 PM
Stover, Emily Total tems
300 W. Garfield Street
Laurens, 1A 50554

3.

the invoices listed in the grid below to QuickBooks.

QuickBooks

Price Per It | Extended A
$9.00 $63.00
$9.00 $108.00
$9.00 $108.00
$9.00 $63.00
$9.00 $162.00
$9.00 $63.00
$9.00 $171.00
Total Detail

Amount

00 D8ac

Mark My Fundraising Place invoice(s) as “Delivered or “close” the related delivery activity

Items Price PerIt.. = Extended A .

7 $9.00 $63.00

12 $9.00 $108.00

12 $9.00 $108.00

7 $9.00 $63.00

18 $9.00 $162.00

7 $9.00 $63.00

19 $9.00 $171.00

82 Total Detail $738.00
Amount

Total Ext.

Step 3: In the Sync Agent, go to the Sync Invoices page and click the “Sync” button

Discount Amount

gmassner

. Clicking this button will send

I Sync Invoices

Sync Purchase Orders Invoices needing to be synced to QuickBooks

Sync Inventary Adjustments |\ i odon ¥ | Name ¥|Number ¥ |TotalUnits T | Total Price ‘|'|SyncState ¥ | Last Synced On
Customer Matching 3/10/2016 Summit Church - Alta Spring 2016 116030072 50 $459.00 Pen
Settings
e  Once the invoice is synced, the grid will show the following information that reflects that the sync was

successful (a refresh will show an empty grid)

l Sync lnvo

Syne Purchase Orcers

ces

Syne Inventory

T | Totat Units T | Total Price

Customer Matching

Mdwest Yeuth F

cothal League - F

Settngs

¥ | Sync State

Synced

T | Last Synced On

14 P

v]\
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4. Once a user has received payment in QuickBooks (NOTE: The payment needs to be applied to the invoice so that
QuickBooks records the invoice as “Paid") — the My Fundraising Place QuickBooks user can sync the lower grid on
the invoice screen (shown below):

($\ QuickBooks

' Sync lnvowces
Syne Purchase Orders k Gyr [~

Sy Inventory Adyust nts | I .
e inventory Acyustee Invoiced On ¥ | Mame ¥ | Number Y ’l alUnits 7| Totaifrice TiSyncState 7 Lant Symced On T | Sync Message

Customer Matching

Settngs

=

Invoiced On ¥ | Name ¥ | Nusber T TotalUnits ¥ | TotalPrice T SymcState T Last Symced On T | Sync Message
A A — A - A A
) $400 00 ye AM
$2.440.% yoce
v $6328.00 yr<ed

This grid shows the list of invoices waiting for QuickBooks to record the invoice as paid. By clicking this “sync” button, My
Fundraising Place will look at the invoices in QuickBooks to determine if it has been paid or not.

Here is a look at the invoice in QuickBooks (note the “Paid” symbol at the top)

CUSTOMER:JoB | Midwest Youth F ~ ~ TEMPLATE IntuitProdu.. -

DATE BILLTO SHIPTO T

08/26/2014 Bl 315Eastdth St
Spencer, IA51301

INVOICE #

114082042
R NUMBER TERMS REF SHIF VIA FOE
~ DMz ~ 08/26/2014 M =

QUANTITY ITEM GODE DESCRIFTION PRICE EACH

101 BB Pastries: Double Chocolate BB 8.00 80.. Al
94 BB Pastries: Apple Butter Braid 8.00 75 |
120 BB Pastries:... Blueberry Cream Cheese Butter Braid 8.00 96.

95 BB Pastries.... Cherry Butter Braid 8.00 76.
122 BB Pastries... |Cinnamon Butter Braid 8.00 97.

91 BB Pastries: Raspberry Butter Braid 8.00 72.

6,328 00
6,328 00
0.00

CUSTCMER MESSAGE

MEMO Save & Close ‘ Save & New ‘ ‘ Revert

So now we will click the “sync” button on the lower grid and My Fundraising Place updates the invoice status to “Paid” and if this
was the last open invoice for this fundraiser, it will mark the fundraiser as paid as well. In this example, you can see that 3 invoices
were marked as paid when this sync was performed.
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[nvoices that need paid status from QuickBooks s | ¥) [

Invoiced On ¥ | Name ¥ | Number Y | Total Units T | Total Price ¥ [SyncState 7 | Last Synced On Y ‘ Sync Message

6/19/2014 lowa Landsharks Football Academy - Spring 2014 114065098 217 $1,736.00 Synced 7/15/2014 1:19:47 PM
11/11/2013 Late Orders 113113458 50 $400.00 Synced 9/5/2014 4:58:47 PM Updated - Paid
10/25/2013 Marshalltown Central lowa Sea Cadets - Fall 2013 113101531 430 $3,440.00 Synced 9/5/2014 4:58:49 PM Updated - Paid
8/26/2014 Midwest Youth Football League - Fall 2014 114082043 791 §6,328.00 Synced 9/5/2014 4:58:53 PM Updated - Paid

That is all there is to syncing invoices!
Purchase orders and Inventory adjustments are just a 1-way sync (My Fundraising Place pushes those over to QuickBooks so that
the QuickBooks user can pay the bills and account for the inventory adjustment charges).

Other QuickBooks / My Fundraising Place Tools:

There are some tools in the Sync Agent that help My Fundraising Place users match existing QuickBooks and My Fundraising
Place Customers. If you have merged QuickBooks customers together and now My Fundraising Place creates a new QuickBooks
customer every time you sync an invoice from them, you likely need to re-map the My Fundraising Place group to an existing
QuickBooks customer. Feel free to ask Country Maid to help you use these tools to solve your My Fundraising Place and
QuickBooks integration issues!
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Setup

Adding and formatting merge fields in Microsoft Word

Here is a link to a 3 minute video showing an abbreviated summary of the content found in this document.
http://youtu.be/K7-5Ee9THFO

TIP: Appendix A is a handy reference when building templates, even if you already know how to use merge fields!

My Fundraising Place utilizes Microsoft Word® for email templates, custom flier templates, parent letters
and (coming soon) the invoice templates.

My Fundraising Place passes numerical and date data into MS WORD as unformatted data, and the data
formats must be applied within the MS WORD templates.

To add a merge field to a MS WORD Document, click on the insert field option found on the insert menu under the quick
parts section.

EHS 0O&®m@anD
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

B B 0@ Bll a & w [ @ kI D OO B 4 AS o

2 Date & Time
Cover Elank Page Table Pictures Online Shapes SmarArt Chart Screenshot s iy apps ~ Wikipedia  Online  Hyperlink Bookmark ~ Cross-

Documentl - Word

Comment Header Footer Page Text Quick WordArt Drop Equ
Page~ Page Break - Pictures  ~ Videa reference - - Number~ Box~ Pamsw -  Cap~ [Object -
Pages Tables Tiustrations Apps Media Links Comments Header & Footer ] AutoTedt »
L 2 2 2 < [® Document Property b
] Field..

=} Building Blocks Organizer...

]

Then the following window will appear, and after you select “MailMerge” from the field categories and
“MergeField” from the field names, your screen will look like this:

. A
7
Field I (=
Please choose a field Field properties Field options
Categories: Field name; [ Text to be inserted before: |:|
|Mail Merge []  [peiveypate |
o Eoer [ Text to be inserted after: l:l
AddressBlock - Mr -
Ak Uppercase |7 Mapped field
\| |compare Lowercase
Database First capital [ vertical formatting
Fill-in Title case
Greetingline
||
[MergeField |
MergeRec
| |Mergeseq
Next
| [wewtrr
Set
Skiplf
[lipreserve formatting during updates|
Description:

Insert a mail merge field
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http://youtu.be/K7-5Ee91HF0

Then you can add any of the available field names for the email template that you are trying to create
(see appendix B of this document for a list of all field names). This example is showing you how to
add the "DeliveryDate” field to a MS WORD template. Once you click "OK" the following field is
inserted into the document.

«DeliveryDate»

If you right click on the merge field and select “Toggle Field Codes”

ot -[i |5 5% Ap

B I U -A-~:=~i=- syl

_JB Cut

Ry Copy

i Paste Options:
D

[ Update Field
Edit Field...
Toggle Field Codes

A Font..

Paragraph...

el

Or hit "ALT + F9” you will toggle the merge field to see the merge field format codes. This is what it looks like when no
field format codes have been applied.

{ MERGEFIELD DeliveryDate \* MERGEFORMAT }

If you had data that was pushed into this delivery date field that was a date and time (such as: 04/07/2003), you could
format the field several different ways (see appendix A for complete table of formatting options)

Displays the day of the week or month {MERGEFIELD Date \@ "M/d/yyyy"} 4/7/2003
as a number. Single digit day numbers
will not include a leading zero.

Displays the day of the week or month {MERGEFIELD Date \@ "d MMMM yyyy"} 07 April 2003
as a number. Single digit day numbers
will indude z leading zero.

Displays a three-letter abbreviation for {MERGEFIELD Date \@ "ddd, d-MMM-yy"} Mon, 7-Apr-03

the day of the week.

Displays the full name of the day of the {MERGEFIELD Date \@ "dddd, MMMM d, yyyy"} Monday, April 7, 2003
week,

Displays the month as a number. Single {MERGEFIELD Date \@ "M/d/yy"} 4(7/03
digit month numbers will not indude a
leading zero.

Displays the month as a number. Single {MERGEFIELD Date \@ "yyyy-MM-dd"} 2003-04-07
digit month numbers will include a
leading zero.

Displays a three-letter month {MERGEFIELD Date \@ "MMM-yy"} Apr-03
abbreviation.

Displays the full month name {MERGEFIELD Date \@ "MMMM d, yyyy"} April 7, 2003

Displays a two-digit year number. For {MERGEFIELD Date \@ "MMM-yy"} Apr-03
years 1-9, the year number will indude a
leading zero.

_ Displays a four digit year number {MERGEFIELD Date \@ "MMMM d, yyyy"} April 7, 2003
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If you are formatting time, you can use the following formats:

Use lowercase h to display times based {MERGEFIELD Time \@ "h:mm"} 6:05
on the 12-hour clock. Lowercase h

displays single-digit hours as single-digit

numbers, without 2 leading zero.

Use lowercase hh to display times based {MERGEFIELD Time \@ "hh:mm am,/pm™} 06:05 am
on the 12-hour clock. Lowercase hh

displays single-digit hours with 2 leading

zero.

Use uppercase H to display times based {MERGEFIELD Time \@ "H:mm"} 7:05
on the 24-hour clock (military dock).

Uppercase H displays single-digit hours

as single-digit numbers, without a

leading zero.

Use uppercase HH to display times based  {MERGEFIELD Time \@ "HH:mm"} 18:30
on the 24-hour clock (military dock).

Uppercase HH displays single-digit hours

with a leading zero.

Displays single-digit minutes without a {MERGEFIELD Time \@ "m 'minutes™ 2 minutes
leading zero.

Displays single-digit minutes with a {MERGEFIELD Time \@ "hh:mm am,/pm™} 06:05 am
leading zero.

Displays uppercase AM or PM. {MERGEFIELD Time \@ “hh:mm AM/PM"} 08:30 PM

Displays lowercase am or pm. {MERGEFIELD Time \@ “hh:mm am,/pm™} 07:55 am

To display text within a date or time, {MERGEFIELD Date \@ "hh:mm 'EST"} 06:15 EST
enclose the text in single quotation
marks.

To include a character, such as - {MERGEFIELD Date \@ "MMM-yy"} Apr-03
(hyphen), in a date or time, do not
enclose in quotation marks.

If you are formatting other numbers, you can use the following formats:
Percentages

Frequently, percentages will display as decimals - e.g. 41% from the data may display as 0.41354836739 when
merged into Word. To display the decimal as a percentage, you should create a calculated field e.g.:

{ ={ MERCEFIELD Amount } * 100 \# "0% "} ' 41% i

%, $, ", and so on Includes the specified character in the result. For example,
{ = netprofit # "##%" } displays "33%".

For more information, refer to the following references:
http://www.officearticles.com/word/merge field formatting in microsoft word.htm
http://support.softartisans.com/WordWriterV1/doc/features/format.asp
http://www.gmayor.com/formatting word fields.htm

Here is a link to a short video showing the insertion of a merge field and formatting the date.
http://youtu.be/K7-5Eif e91HFO
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Merge Field Format Merge Field Name Data Type Notes
Flier ContactName string
Flier ContactNamel abel string
Flier ContactPhone string
Flier ContactPhonelabel string
Flier DealerCity string
Flier DealerEmail string
Flier DealerName string
Flier DealerPhone string
Flier DealerState string
Flier DealerStreet] string
Flier DealerStreet? string
Flier DealerWebsite string
Flier DealerZipcode string
Flier DeliveryDate DateTime Same as DeliveryOn
Flier DeliveryDateLabel string
Flier DeliveryOn DateTime Format for DATE only!
Flier FundsFor string
Flier GroupGoal decimal
Flier GroupName string
Flier GroupNamelabel string
Flier GroupProfitGoal decimal Called GroupGoal on flier
Flier MakeChecksTo string
Flier MinimumPerSeller int

Flier Notel string
Flier Note2 string
Flier Note3 string
Flier PO1CP decimal
Flier POTDN string
Flier POINM string
Flier PO2CP decimal
Flier PO2DN string
Flier PO2NM string
Flier PO3CP decimal
Flier PO3DN string
Flier PO3NM string
Flier PO4CP decimal
Flier PO4DN string
Flier PO4ANM string
Flier PO5CP decimal
Flier PO5DN string




Flier POSNM string
Flier PO6CP decimal
Flier PO6DN string
Flier PO6NM string
Flier PO7CP decimal
Flier PO7DN string
Flier PO7NM string
Flier PO8CP decimal
Flier PO8SDN string
Flier POBNM string
Flier PO9CP decimal
Flier POSDN string
Flier POINM string
Flier P10CP decimal
Flier P10DN string
Flier P1ONM string
Flier P11CP decimal
Flier P11DN string
Flier P1INM string
Flier P12CP decimal
Flier P12DN string
Flier P12NM string
Flier P13CP decimal
Flier P13DN string
Flier P13NM string
Flier P14CP decimal
Flier P14DN string
Flier P14NM string
Flier P15CP decimal
Flier P15DN string
Flier P15NM string
Flier P16CP decimal
Flier P16DN string
Flier P16NM string
Flier P17CP decimal
Flier P17DN string
Flier PT/NM string
Flier P18CP decimal
Flier P18DN string
Flier P18NM string
Flier P19CP decimal
Flier P19DN string
Flier P19NM string
Flier p20CP decimal
Flier P20DN string




Flier P20NM string
Flier P21CP decimal
Flier P21DN string
Flier P2INM string
Flier P22CP decimal
Flier P22DN string
Flier P22NM string
Flier P23CP decimal
Flier P23DN string
Flier P23NM string
Flier P24CP decimal
Flier P24DN string
Flier P24NM string
Flier P25CP decimal
Flier P25DN string
Flier P25NM string
Flier ReturnOrderOn DateTime Format for DATE only!
Invoice AmountCollectedOnline decimal
Invoice BillToAddress string
Invoice BillToContactFirstName string
Invoice BillToContactLastName string
Invoice BillToContactName string
Invoice BillToGroupName string
Invoice BillToPhone string
Invoice DealerAddress string
Invoice DealerEmail string
Invoice DealerLogo image
Invoice DealerName string
Invoice DealerWebsite string
Invoice DeliveredOn DateTime
Invoice Delivery decimal
Invoice DeliveryArriveAt DateTime
Invoice DeliveryArriveAtFormatted string
Invoice DeliveryArriveOn DateTime
Invoice DeliveryDate DateTime
Invoice DeliveryPickupEnd DateTime
Invoice DeliveryPickUpFormatted string
Invoice DeliveryPickupStart DateTime
Invoice DetailTotal decimal
Invoice Discount decimal
Invoice FundraiserName string
Invoice InvoiceDate DateTime
Invoice InvoiceNumber string
Invoice Notes string
Invoice Profit decimal




Invoice ProfitPercentage decimal
Invoice QuantityTotal int
Invoice RevisionNumber int
Invoice ShipToAddress string
Invoice ShipToContactFirstName string
Invoice ShipToContactLastName string
Invoice ShipToContactName string
Invoice ShipToGroupName string
Invoice ShipToPhone string
Invoice Subtotal decimal
Invoice Tax decimal
Invoice TotalDue decimal
Invoice Details Cases int
Invoice Details DisplayOrder int
Invoice Details Eaches int
Invoice Details ProductLineName string
Invoice Details ProductName string
Invoice Details ProductNumber string
Invoice Details Quantity int
Invoice Details TotalUnitPrice decimal
Invoice Details UnitPrice decimal
Label Box «X» of «N string
Label CurrentLabelCount decimal
Label CustomField1 string
Label CustomField2 string
Label CustomField3 string
Label DeliveryDate DateTime
Label LabelCount decimal
Label LastPrintedDate DateTime
Label Organization string
Label POTNm string
Label PO1Qty int
Label PO1SNm string
Label PO2Nm string
Label PO2Qty int
Label PO2SNm string
Label POSNm string
Label PO3Qty int
Label PO3SNm string
Label PO4ANmM string
Label P04Qty int
Label PO4SNm string
Label PO5Nm string
Label PO5Qty int
Label PO5SNm string




Label PO6Nm string
Label PO6Qty int
Label PO6SNm string
Label PO7Nm string
Label PO7Qty int
Label PO7SNm string
Label POBNmM string
Label PO8Qty int
Label PO8SNm string
Label PO9NmM string
Label PO9Qty int
Label PO9SNm string
Label P1ONm string
Label P10Qty int
Label P10SNm string
Label PTINm string
Label P11Qty int
Label P11SNm string
Label P12Nm string
Label P12Qty int
Label P12SNm string
Label P13Nm string
Label P13Qty int
Label P13SNm string
Label P14Nm string
Label P14Qty int
Label P14SNm string
Label P1SNm string
Label P15Qty int
Label P15SNm string
Label P16Nm string
Label P16Qty int
Label P16SNm string
Label P17Nm string
Label P17Qty int
Label P17SNm string
Label P18Nm string
Label P18Qty int
Label P18SNm string
Label P1ONm string
Label P19Qty int
Label P19SNm string
Label P20Nm string
Label P20Qty int
Label P20SNm string




Label P21INm string
Label P21Qty int
Label P21SNm string
Label P22Nm string
Label P22Qty int
Label P22SNm string
Label P23Nm string
Label P23Qty int
Label P23SNm string
Label P24Nm string
Label P24Qty int
Label P24SNm string
Label P25Nm string
Label P25Qty int
Label P25SNm string
Label P26Nm string
Label P26Qty int
Label P26SNm string
Label P27Nm string
Label P27Qty int
Label P27SNm string
Label P28Nm string
Label P28Qty int
Label P28SNm string
Label P29Nm string
Label P29Qty int
Label P29SNm string
Label P30Nm string
Label P30Qty int
Label P30SNm string
Label P31Nm string
Label P31Qty int
Label P31SNm string
Label P32Nm string
Label P32Qty int
Label P32SNm string
Label P33Nm string
Label P33Qty int
Label P33SNm string
Label P34Nm string
Label P34Qty int
Label P34SNm string
Label P35Nm string
Label P35Qty int
Label P35SNm string




Label SellerCustomField string
Label SellerFirstName string
Label SellerLastName string
Label SellerNumber int
Label Totalltems int
Marketing Email ContactAddressName string
Marketing Email ContactCity string
Marketing Email ContactEmail string
Marketing Email ContactFirstName string
Marketing Email ContactlLastName string
Marketing Email ContactPhoneExtString string
Marketing Email ContactPhoneString string
Marketing Email ContactState string
Marketing Email ContactStreet] string
Marketing Email ContactStreet2 string
Marketing Email ContactZipCode string
Marketing Email DealerCity string
Marketing Email DealerEmail string
Marketing Email DealerName string
Marketing Email DealerPhoneExtString string
Marketing Email DealerPhoneString string
Marketing Email DealerState string
Marketing Email DealerStreetl string
Marketing Email DealerStreet? string
Marketing Email DealerWebsite string
Marketing Email DealerZipCode string
Marketing Email GroupAddressName string
Marketing Email GroupCity string
Marketing Email GroupEmail string
Marketing Email GroupName string
Marketing Email GroupPhoneExtString string
Marketing Email GroupPhoneString string
Marketing Email GroupState string
Marketing Email GroupStreet] string
Marketing Email GroupStreet? string
Marketing Email GroupZipCode string
Marketing Email SalesPersonEmail string
Marketing Email SalesPersonFirstName string
Marketing Email SalesPersonlLastName string
Marketing Email SalesPersonPhoneExtString string
Marketing Email SalesPersonPhoneString string
Touchpoint Email ArriveAtTBD bool
Touchpoint Email CallinOrderOn DateTime Format for DATE only!
Touchpoint Email ContactAddressCity string
Touchpoint Email ContactAddressName string




Touchpoint Email ContactAddressState string
Touchpoint Email ContactAddressStreet1 string
Touchpoint Email ContactAddressStreet?2 string
Touchpoint Email ContactAddressZipCode string
Touchpoint Email ContactCity string
Touchpoint Email ContactEmail string
Touchpoint Email ContactFirstName string
Touchpoint Email ContactlLastName string
Touchpoint Email ContactName string
Touchpoint Email ContactNameFormatted string
Touchpoint Email ContactPhone long
Touchpoint Email ContactPhoneExt int
Touchpoint Email ContactPhoneExtString string
Touchpoint Email ContactPhoneString string
Touchpoint Email ContactState string
Touchpoint Email ContactStreet] string
Touchpoint Email ContactStreet? string
Touchpoint Email ContactZipCode string
Touchpoint Email CustomField3 string
Touchpoint Email CustomField4 string
Touchpoint Email CustomLabel3 string
Touchpoint Email CustomLabel4 string
Touchpoint Email DayslLeftToSell int
Touchpoint Email DealerAddressFormatted string
Touchpoint Email DealerCity string
Touchpoint Email DealerEmail string
Touchpoint Email DealerName string
Touchpoint Email DealerPhone long
Touchpoint Email DealerPhoneExt int
Touchpoint Email DealerPhoneExtString string
Touchpoint Email DealerPhoneFormatted string
Touchpoint Email DealerPhoneString string
Touchpoint Email DealerState string
Touchpoint Email DealerStreetl string
Touchpoint Email DealerStreet2 string
Touchpoint Email DealerWebsite string
Touchpoint Email DealerZipCode string
Touchpoint Email DeliveryAddressFormatted string
Touchpoint Email DeliveryAddressName string
Touchpoint Email DeliveryCity string
Touchpoint Email DeliveryEndAt DateTime Format for TIME only!
Touchpoint Email DeliveryEndAtFormatted string
Touchpoint Email DeliveryExtltems string
Touchpoint Email DeliveryMinimum int
Touchpoint Email DeliveryOn DateTime Format for DATE only!




Touchpoint Email DeliveryOnFormatted string

Touchpoint Email DeliveryOwnerFirstName string

Touchpoint Email DeliveryOwnerlLastName string

Touchpoint Email DeliveryOwnerPhone long

Touchpoint Email DeliveryOwnerPhoneString string

Touchpoint Email DeliveryPickupAt DateTime Format for TIME only!
Touchpoint Email DeliveryPickupAtFormatted string

Touchpoint Email DeliveryPickupEndAt DateTime Format for TIME only!
Touchpoint Email DeliveryPickupEndAtFormatted string

Touchpoint Email DeliveryStartAt DateTime Format for TIME only!
Touchpoint Email DeliveryStartAtFormatted string

Touchpoint Email DeliveryState string

Touchpoint Email DeliveryStreet1 string

Touchpoint Email DeliveryStreet2 string

Touchpoint Email DeliveryUnits string

Touchpoint Email DeliveryZipCode string

Touchpoint Email EndAtTBD bool

Touchpoint Email EndOn DateTime This is the Return Order Date
Touchpoint Email EndOnTBD bool

Touchpoint Email FlierNotel string

Touchpoint Email FlierNote2 string

Touchpoint Email FlierNote3 string

Touchpoint Email Fliers int

Touchpoint Email FundraiserName string

Touchpoint Email FundraiserYear int

Touchpoint Email FundsFor string

Touchpoint Email GroupAddressCity string

Touchpoint Email GroupAddressName string

Touchpoint Email GroupAddressState string

Touchpoint Email GroupAddressStreet] string

Touchpoint Email GroupAddressStreet2 string

Touchpoint Email GroupAddressZipCode string

Touchpoint Email GroupCity string

Touchpoint Email GroupEmail string

Touchpoint Email GroupGoal decimal

Touchpoint Email Grouplncentive string

Touchpoint Email GroupName string

Touchpoint Email GroupParticipation decimal Formatted as xx.x
Touchpoint Email GroupPhone long

Touchpoint Email GroupPhoneExt int

Touchpoint Email GroupPhoneExtString string

Touchpoint Email GroupPhoneString string

Touchpoint Email GroupPortalURL string

Touchpoint Email GroupProfit decimal

Touchpoint Email GroupProfitGoal decimal




Touchpoint Email GroupSize int

Touchpoint Email GroupState string

Touchpoint Email GroupStreet] string

Touchpoint Email GroupStreet? string

Touchpoint Email GroupZipCode string

Touchpoint Email IncentiveDescription string

Touchpoint Email IsPrePack bool "True" if checked
Touchpoint Email KickOffAddressName string

Touchpoint Email KickOffAt DateTime Format for TIME only!
Touchpoint Email KickOffAtFormatted string

Touchpoint Email KickOffCity string

Touchpoint Email KickOffOn DateTime Format for DATE only!
Touchpoint Email KickOffState string

Touchpoint Email KickOffStreet string

Touchpoint Email KickOffStreet2 string

Touchpoint Email KickOffZipCode string

Touchpoint Email LeaveAtTBD bool

Touchpoint Email MakeChecksTo string

Touchpoint Email MinimumPerSeller int

Touchpoint Email PFAddressName string

Touchpoint Email PFCity string

Touchpoint Email PFState string

Touchpoint Email PFStreet? string

Touchpoint Email PFStreet? string

Touchpoint Email PFZipCode string

Touchpoint Email Posters int

Touchpoint Email PriceListDisplayName string

Touchpoint Email PriceListName string

Touchpoint Email PrintFlierAddressName string

Touchpoint Email PrintFlierCity string

Touchpoint Email PrintFliersOn DateTime Format for DATE only!
Touchpoint Email PrintFlierState string

Touchpoint Email PrintFlierStreetl string

Touchpoint Email PrintFlierStreet2 string

Touchpoint Email PrintFlierZipCode string

Touchpoint Email ProgramDescription string

Touchpoint Email ReturnOrderOn DateTime Format for DATE only!
Touchpoint Email SalesPersonFirstName string

Touchpoint Email SalesPersonlLastName string

Touchpoint Email SalesPersonNameFormatted string

Touchpoint Email SalesPersonPhone long

Touchpoint Email SalesPersonPhoneExt int

Touchpoint Email SalesPersonPhoneExtString string

Touchpoint Email SalesPersonPhoneFormatted string

Touchpoint Email SalesPersonPhoneString string




Touchpoint Email SendStartupKitOn DateTime

Touchpoint Email SignupURL string

Touchpoint Email StartAtTBD bool

Touchpoint Email StartOn DateTime Format for DATE only!
Touchpoint Email StartOnTBD bool

Touchpoint Email StoreURL string

Touchpoint Email TimeZone string

Touchpoint Email TimeZoneAbbreviation string

Touchpoint Email TotalExtltems int

Touchpoint Email TotalUnits int




Adding Templates to My Fundraising Place and Selecting
Templates on a Program

Go to Marketing and select Templates.

Click the + button to add a new template.
N Sales » Marketing ~ Operations = Analytics ~ Settings =

PiLoT Programs = Incentives Price Lists Marketing Lists Emails Templates Goals Leads = Smart List Competitors

BREN S

MName Type

Confirmation TOA (213 KB) Fundraiser Booked Confirmation Email
2018 FR Confirmation- 7+1 with Link (22 KB) Fundraiser Booked Confirmation Email
Confirmation BB (213 KEB) Fundraiser Booked Confirmation Email
2017 FR Confirmation- TOA with Link (216 KB) Fundraiser Booked Confirmation Email
2017 FR Confirmation- BB with Link {216 KB) Fundraiser Booked Confirmation Email

Fill out the name, select a type of template, set the status as “Active”, select the file from your computer and enter a description
of the template. When you are done click the "x" in the upper right hand corner. You will need to do this for each template

type.

N Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~

PiLoT Programs = Incentives Price Lists Marketing Lists Emails Templates Goals Leads » Smart List Competitors

[e) Template Confirmation BB

Name Confirmation BB
Type 1 - Fundraiser Bookad Confirmation Email A\
Status Active v
File FR Confirmation-BB with Link.docx

Select files...
Description FR details at the top and one page
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After uploading your templates, go to the Program you wish to add the templates too. You can double click an existing program
to open it.

Sl Sales ~ Marketing ~ Operations ~ Analytics ~ Settings -

PiLoT Programs = Incentives Price Lists Marketing Lists Emails Templates Goals Leads » Smart List Competitors

MName Status

7BE + 1CC Active

% zeE Active

COPY PP TBB + 1CC Active
COPY PP 7BB + 1CC Active
PP 7BB + 1CC Active
PP BBB Active
PP TOA Active
TOA Active

Click on the "Touch Points” tab on the left. From here you can use the q to select any uploaded templates for that specific

touch point item. To remove a template, use the  button.

Emails Templates Goals Leads ~ Smart List Competitors

Program - 8BB

Info  Fiers  Products | TouchPoints | Pre-pack

TP Item Booked Template Subject Enabled Scheduled Run
3 1 Email:Fundraiser Socked Confirmation 2017 2R Confirmation- 85 with Link B | Funcraiser Contrmation sna Datais %R = fooked
2 Email: Fundraiser iart Starting your Fundrsiser B | vour fundraiser st soon bays sefore star
: Email: uncraizer ficke0 ek D Rarindar B | vour kicc-off activity starts seen. Dy Bsers Kick-0Ff
TP Item Running Template Subject Enabled Scheduled Run
. Email: Midains Cheek In 2017 walfivay There with Link BY | Hoveis your tundeaiser going? midpein
s Email: Rzrmingzr Ordzr 2017 Remindier o Order with Link B0 | vour order neecs o be scbmimed soon b aye Sefore Call n Order
? Diys Bafors Call In Order Date
TP Item Ordered Template Subject Enabled Scheduled Run
s Email: order Confimation 2017 rder Canfirmation ot P7) BY | rcice Orcerea R = Qrdered
7 Email: Deliiery Confrmation Delvery reminder 3 days befors ) | cetery Confrraton S Bt By
TP Item Delivered Template Subject Enabled Scheduled Run
s Emall: after Gelivery ﬂ= How did the delivery go? E Days After Delivary
TP Item Paid Template Subject Enabled Scheduled Run
B Email: Thank You Thank you email Thank You =
“ Emal Folini-ue Follewr-up Days after Faid
A# Attachments Template Attachment Name led Attach To TP Item

Enabl
Letter To Parents GoverLetter 22 &) LetterToParents 1 - Fundraiser Booked Confirmation
Fundraiser Sales Taslkit Burtter Sraid Srand tips combined R FundraiserSalesToolkit 1 - Fundraiser Booked Confirmation £
Custom Fier Fier 1 Fundraiser Backed Confirmation £

To have a touch point item set by default or to turn it off by default you can check or un-check the box. If it is checked it will
pull over on each individual fundraiser as "checked".

To preview a template use the preview button: @
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***Note — if you didn't want to use have a touch point enabled by default but still wanted to occasionally use the touch point
item then you should still upload a template for the touch point item, but you would uncheck the box. This will allow you to
enable it at the fundraiser level

Sales ~ Marketing ~ Operations » Anafytics ~ Seftings ~

or Programs - Incentives Price Lists Marketing Lists Emails Templates Goals Leads » Smart List Competitors

Program - 8BB

Infe Fliers Products Touch Points Pre-pack
TP Item Booked Template Subject Enabled
¥ 1 Email: Fundiraiser Bocked Confirmation 2017 R Cenfirmation- B5 with Link Q B Endraiser Confirmation and Detalls
Email: Funaraiser Start Starting yeur Fundraiser Q B Vour fundraiser starts soon.
Email: Funairaiser Kick-Off Kick OFF Remindsr qQ B Your kick-off activity starts soon
TP Item Running Template Subiect Enabled

To select a flier for the program, click on the Fliers tab. Use the Q to select the flier template(s) that you want to use with this
program. A dealer can have multiple fliers uploaded for the same program (example — one template with goals and one
template without goals).

Use the ® 10 setthe default flier. Usethe — to remove a flier.

***Note 1, 2 & 3 fields can be used to pull data in to the flier intercept page on the fundraiser IF a dealer wants to use it. These
fields are intended to be used for allergen notices, and information about the products on this program. Many dealers will have
this information on the flier template itself though.

5]

8 orai variable e W Qoals
Preprinted tempiate tx Typs: Fler Stz Active m

PrePrinted template et for order forms

Page 113



Avalara AvaTlax for My Fundraising Place
User Guide /‘

Avalara AvaTax is a cloud-based solution automating transaction tax calculations and the tax filing process. Avalara provides real-
time tax calculation using tax content from more than 12,000 US taxing jurisdictions and over 200 countries, ensuring your
transaction tax is calculated based on the most current tax rules.

Connect to AvaTax

1. Log in to My Fundraising Place (To access AvaTax sandbox, log in to test.frpilot.net)
2. Goto Settings > Dealer > Settings
3. Check the box next to Integrate with Avalara AvaTax
4. Enter your Avalara AvaTax credentials: Avalara AvaTax
e Account ID: Provided during your AvaTax

Integrate with Avalara AvaTax 04
account activation process
e License Key: Provided during your AvaTax Aualara Account1d 2000233319
account activation process Avalara LicenseKey .
5. Click Test Connection
6. Select your Company Code b ABC123 (ABC Test Company) 7
7. Enter a default Delivery Fee Tax Code (FR020400) T e W e
8. Enable Document Committing: Leave checked unless
Avalara transactions will be committed by or within Enable Document Committing ) @
another Avalara-integrated service Avalara AvaTax Admin Console

9. Use the Avalara AvaTax Admin Console link to access
the Admin Console

Assign a Tax Exemption Category to a Group

1. Goto Sales > Groups
2. Open a group and click the More Info tab

v
3. Check the box next to Tax Exempt eRom

1. In the Tax Exemption Number field, enter the Tax Exemption Number
group's exemption number
2. Inthe Tax Entity/Use Code field, select the Tax Entity/Use Code Y
appropriate tax entity/use code
4. Click Save
Assign Tax Codes to Products Product Details
1. Go to Settings > Products ProductNumber* | g0 Reorder At 100
2. Select a Product to open the Product Details screen Names o Minimum At -
3. Enter the applicable AvaTax Tax Code in the TaxCode - e
field. (PFO50001) To see a list of available tax codes, visit
http://taxcode.avatax.avalara.com S st e i B
Repeat for every product i S
5. Click Save Dipliyoriad 5 Palets PrTruck [
Vendor SKU* BoAP Extended Items
per it
Product Color & Lbs Per Case* 93
Is Active 4 Default Sample 4 Avalara TaxCode*

Flavor
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Building Email Templates

How to create a booked confirmation email template from scratch.
1. ldentify the purpose of the email message you want to communicate
a.  What data elements are needed from My Fundraising Place to support the purpose?
b.  What communications strategy do you want to use (appearance of a personal email, sent from the dealership
team, or from the sales person?)
c.  What logos / images should be included?
Identify data fields you want to include in the email template
Plan how you want to present your data and control spacing when viewed on different devices
Build display framework (tables or no tables)
Type message, insert merge fields, insert images, set formatting of text and merge fields
a. Formatting: Stick with common fonts, fonts need to be available on Azure server
b. Images: Use small images, png or gif formats work best, non-transparent background is also recommended
6. Test, double check formatting of merge fields

A R A



Custom Fields

Custom fields in My Fundraising Place allow the dealer to customize fields for any specific needs they may have in their business
and processes. There are four fields available each for the contact, group and fundraiser pages.

Setting up the custom fields:

1. Go to Settings > Dealer > Custom Fields tab

Sales » Marketing » Operations ~ Analytics + Settings ~ Hello, BobDay2

Sign out
r Products Vendors Warehouses Quick Books Recycle Bin

Qac

Info  Settings  CustomFields  MyFundraisingPlace.com Settings  Email Notifications

Group Custom Field Labels

Group Custom Field 1 Label CustomField1 Group Custom Field 2 Label CustomField2
Group Custom Field 3 Label CustomField3 Group Custom Field 4 Label CustomFieldd
Contact Custom Field Labels

Contact Custom Field 1 Label CustomField1 Contact Custom Field 2 Label CustomField2
Contact Custom Field 3 Label CustomField3 Contact Custom Field 4 Label CustomFieldd
Fundraiser Custom Field Labels

Custom Fields 1 and 2 will display on the More Info tab of a fundraiser. Custom Fiekds 3 and 4 will display on the main page of the fundraiser.

Fundraiser Custom Field 1 Label CustomField1 Fundraiser Custom Field 2 Label CustomField2
Fundraiser Custom Field 3 Label CustomField3 Fundraiser Custom Field 4 Label CustomField4
© 2018 - FR Pilot Online 5.5.51.695 - 5/11/2018

2. Enterin the appropriate custom field labels
3. Click on Save & Close

v

Location of the custom fields:

For this example, | entered the Custom Field number in each label name to show you where they are located for the contact,
group and fundraiser.

Contact — More Info Tab:

2 Contacts - Jimmy Butler

Info Mare Info Activities Fundraisers Groups
Created On 05/31/2018 Next Fundraiser 064072018
Created By Bob Engen Last Fundraiser
Mocified On 05/31/2018 Last Activity 060172018
Modified By Bob Engen Last Sampled 06/01/2018
CustomFleld1 CustomField3

,

CustomField2 CustomField4
Do Not Email 5]
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Group — More Info Tab:

22 Groups MN Timberwolves

nfo | Morelvo | Adivies  Fundraisers  Invoices  Sales History

Info

GroupWebsite | Group Wensie

Sodial Media | Social Media
Make Checks PayablaTo | MN Timberwoles
Tachate | 0%
Apply Tax To NoTac v
Delvery Minimum | Dalivery Minirmun
Group Time Zone v
G

Lead Source Type

DoNotemal  []

PrePack Orders ]
Retention Status

Next Fundraiser

Last Fundraiser

Last Activity

Last Sampied

CustomFieldL

CustomField2

CustomFieid3

CustomFieids

Fundraiser (Custom Fields 1 & 2) — More Info Tab:

Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~

N
DLl Contacts ~ Groups ~ Fundraisers ~ Invoices = Activities » Calendar

6 Fundraisers - MN Timberwolves - Spring 2018

—= C C C C O

QPPORTUNITY PENDING BOOKED RUNNING ORDERED DELIVERED PAID
Info Flier Activities Invoices Touch Points More Info
CustomFieldl
CustomField2
Competitor

World's Finest Che ¥

ds 3 & 4) — Info Tab:

Settings -

es » Activities = Calendar Sales Maps + Delivery Tools =

® Fundraisers - MN Timberwolves - Spring 2018

e 2 | OEE0
Info | Flier  Activites Invoices  TouchPoints  Morelnfo  Sellerlnfo  Seller Revisions
Info Goal Program
Group MN Timberwolves = Group Size 25 Program . v
W Algona, 14 B mntimberwolves @gmail com
Contact Jimimy Butler = # Sellers # Sellers Prics List $5 Profit 3-14 v
Basketbal Cosch
doe L Prof Gosl 5150000 Warehouse West Band Cold Storage v
jbutier@gmail.com i
Incentives Select incentives v  Forecasted 300
Event Name MN Timberwolves - Spring 2018 ltems
Funds Far Tourney Fees Forecasted 300
Start 6/7/2018 B Ext ltems.
:‘*'M MN Timberwolves
s .
Rewmn Order 10015 m Flen 2
Min/Person Calculated minimum: 12 -
CallinOrder ¢ 2c 15 = CustomField3 |
Status Open v Notes - CustomFieldd R
Owning User 5o e . Min Quantity | oo

o EIEICY ~ a
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How to format merge fields in templates

1. Download the word document template for the touchpoint you want to change:
a. Go to Marketing > Templates
b.

Sales v Marketing + Operations ~ Analytics + Settings +

Lol Programs Incentives Price Lists Marketing Lists Emails Templates Goals Leads ~ Smart List Competitors

[3 Template

9 - Thank You Email

Name Type Status Description

Select touchpoint type for the template you want and then click on the Refresh Grid button

) Hello, RobertE

Sign out

hark et 5268 Thank vou T T -

c.  Double-click on the template (Thank You Email for this example)

Sales ~ Marketing ~ Operations ~ Ana

LAl Programs Incentives Price Lists Mat o oals Leads ~ Smart Li

Name Type Status Description

Hello, RobertE
Sign out

EB 9~ Thank You Email v n =

Tk vt G268 Thenk Yo e R T ]

d. Click on the Download Template button in the top right corner

Sales ~ Marketing ~ Operations ~ Analytics v Settings + ) [ Hello, RobertE

Sign out

Lol Programs Incentives Price Lists Marketing Lists Emails Templates Goals Leads » Smart List Competitors

[8 Template Thank you email
~]F]

Name l Thank you email | ]
Type 9 - Thank You Email v
Status Active v
File Thank you letter docx
Select files.
Description Thank you letter
i
© 2018 - FR Pilot Online 5551854 - 10/18/2018
2. Open the Template Word Document you just downloaded (in the Downloads folder)
FARD Sales + Marketing ~ Operations ~ Analytics + Settings + ) [ Hello RobertE
LUl programs Incentives Price Lists Marketing Lists Emails Templates Goals Leads ~ Smart List Competitors u u Sioplout

[8) Template Thank you email

a0

Name Thank you email

Type 9 - Thank You Email "
Status. Active v
File Thank you letter docx

Select files.
Description Thank you letter
p
© 2018 - FR Pilot Online 5551854 - 10/18/2018

| & Thank you email ..docx & | showall | X

3. View the contents of that document
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Thank you for your business!

Hi «ContactFirstNamen,

We hope that you have found the Butter Braid® pastry fundraiser to be a
success, and we would be happy to discuss strategies to help your group raise
additional funds if necessary!

Below is a summary of the fundraiser that you may wish 1o keep for future
reference, and if you will not be the contact in the future, we would appreciate
it if you could pass this summary along fo them, and (ideally) let us know who
the new contact person is so that the many happy consumers that your group
sold fo can have access to the wonderful, special Butter Braid® pastries in the
futurel

Qur records show the following:

Total Units Sold «TotalUnits»
Percentage of sellers participating uGroupParticipationnZ
Approximate gross profit earned l SuGroupProfity l

4. Hit Alt F9 - this will show the merge field formatting commands

5.

6.

7.
8.

Thank you for your business!

Hi { MERGEFIELD ContacifirsiName \* MERGEFORMAT},

We hope that you have found the Butter Braid® pastry fundraiser to be a
success, and we would be happy to discuss strategies to help your group raise
additional funds if necessary!

Below is a summary of the fundraiser that you may wish to keep for future
reference, and if you will not be the contact in the future, we would appreciate
it if you could pass this summary along to them, and (ideally) let us know who
the new contact person is so that the many happy consumers that your group
sold fo can have access to the wonderful, special Butter Braid® pastries in the
future!

Qur records show the following:

e
Total Unis Sold f“"gsg‘éggskfmn;""u"”‘ \
Percentage of sellers participating Hé\:g(égg:bl\i%;upFurhupqhon \
¥
Approximate gross profit earned Asn{é\;é';fé?ﬂ-ADT ;;roupProﬁt \

a. Time
i. \@ "h:mm am/pm"
b. Long Date
i. \@ "MMM d, yyyy"
i. \@ "MM/dd/yy"
ii. \@ "ddd, MMM d, yyyy"
¢. Currency
i. \#"0.00"
d. Decimals (For this example)
i. \@ "0.00"
e. Phone Number
i. \# "000'.'000".'0000"

It should look like the text below when you are done:

MERGEFORMAT }%

S{ MERGEFIELD GroupProfit \

Save the document
Upload the document into My Fundraising Place

a. Go to Marketing > Templates

Now you can replace the \ * MERGEFORMAT with applicable formatting depending on the type of field and look you
want:



e.

f.

Select touchpoint type for the template you want and then click on the Refresh Grid button

Sales - Marketing ~ Operations ~ Analytics ~ Settings ~ ) [ Hello, RobertE
Sign out

LSl Frograms Incentives Price Lists Marketing Lists Emails Templates Goals Leads ~ Smart List Competitors

[8 Template

9 - Thank You Email

Name Type Status Description

ko crai 21 Thenk You e T -

Double-click on the template (Thank You Email for this example)

Sales + Marketing ~ Operations ~ Analytics ~ Settings

Ll Programs Incentives Price Lists Marketing Lists Emails Templates Goals Leads ~ Smart List Competitors

Name Type Status Description

Tarkyouerst 25 Thok You e e 7= 1

Click on Select Files

abes = Marketing + Op Analytics + Settings ~

A
PiLOT

Pr Price Lists Marketing Lists Emails Te

Thank you email
Type - Thank You Email -
Status St .
File Thank you letter docx
Descriptior Thank you letter
£
© 2018 - FR Pilot Online S

Navigate to the word document you want to upload into My Fundraising Place and click Open

€ Open X
T~ « Templates > Templates ~ O | Search Templates »p
Organize ~ New folder = - O o
Productivity ~ Name Status Date modified
Shared with Ever %5 Thank you letter © 11/8/2018 2:21 PM
Training Thank you letter Fall 2018 © 11/8/2018 2:21 PM '
= This PC
s 3D Objects
m Desktop v < >
File name: ‘Thankyou letter Fall 2018 ~ ‘ ‘Custam Files V‘
Il Open |V|| | Cancel ‘

Click on the Séve & Close button

Sign out

Name Thank you email
Type 9 Thank You Email .
Status. Active -
File Thank you letter Fall 2018 docx
[ setect s |
D Thank you letter Fall 2018 docx x
Description Thank you letter
#
© 2018 - FR Pilot Online 5551854 - 10/18/2018
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9. Test the new touchpoint template you just uploaded

a.
b. Click on the Preview button for the appropriate template

Go to Sales > Fundraisers > Touch Points Tab

Hello, RobertE
L0 ™ o
#® Fundraisers - Calgary Cupcakes - Fall 2018
—= D
OPPORTUNTTY  PENDING BOOKED RUNMING (ORDERED DELIVERED PAID | ﬂm

Info Flier Activities Invoices Touch Paints More Info Seller Info Seller Revisions
TPItem Booked Actions Scheduled Run Completion Date
1 Email: FR Booked Confirmation FR = Booked Manual
2 Email: Fundraiser Start 4 Days Before Start
3 Email: Reminder Kick-Off 3 Days Before Kick-Off
TPItem  Running Scheduled Run Completion Date
4 Email: Midpoint Check In 09/24/2018
5 Email: Reminder Order 4 Days Before Call In
Order Date
TPItem Ordered Scheduled Run Completion Date
6 Email: Order Confirmation FR = Ordered Manual
7 Email: Delivery Confirmation 4 Days Before Delivery
Date
TPItem Delivered Actions Scheduled Run Completion Date
2 Email: After Delivery Days After Delivery
TPItem Paid Actions Scheduled Run Completion Date
9 Email: Thank You FR = Paid
10 Email: Follow-up 0 Days After Paid

This will create a test touchpoint Word document in the bottom left corner. It will be in the Downloads folder

also.

FA-
Ll Contacts ~ Groups ~ Fundraisers ~ Invoices Activities Calendar Sales Maps ~ Delivery Tools ~

Info Flier Activities Invaices Touch Points More Info Seller Info Seller Revisions
TPItem Booked Actions Scheduled Run Completion Date
1 Email: FR Booked Confirmation FR = Booked Manual
2 Email: Fundraisar Start 4 Days Befare Start
3 Email: Reminder Kick-Off 3 Days Before Kick-Off
TPItem Running Scheduled Run Completion Date
4 Email: Midpoint Check In 09/24/2018
5 Email: Reminder Order 4 Days Befare Call In
Order Date
TPItem Ordered Scheduled Run Completion Date
[ Email: Order Confirmation FR = Ordered Manual
7 Email: Delivery Confirmation 4 Days Before Delivery
Date
TPItem Delivered Actions Scheduled Run Completion Date
8 Email: After Delivery Days After Delivery
TPItem Paid Actions Scheduled Run Completion Date

9 Email: Thank You B = FR = Paid

Sales » Marketing ~ Operations ~ Analytics = Settings ~ Hello, Robertk
[0 ™ sawou

#® Fundraisers - Calga pcakes - Fall 20
T 9]
QPPORTUNTTY  PENDING BOOKED RUNMING ORDERED DELIVERED PAID | MEE

@ flier 6367730625...docx | Show all ‘ x

Click on that document to view if your changes worked. If not, please modify current document and go

through this process again
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How to copy the GLP or MFP link

Here is the GLP/MFP link:

Click here

How to copy the GLP or MFP link to your templates:

1.

w

7.
8.

Highlight the link above:
Click on Ctrl C to copy the link

Go to the spot where you want it on the template you are copying to
Click on Ctrl V to paste link there

Test Template

Click here

To test the link:
a. Hold the Alt key and press the F9 key
b. If everything is correct, it should look like below:

Test Template

{ HYPERLINK "" { MERGEFIELD GroupPortalURL \* MERGEFORMAT } \* MERGEFORMAT }

If you want to change the text of the link:
a. Let's say the desired text is “Go to the Online Link”

Click here

b. Click before the last ‘'e” in here and delete up to the 'C" in click
Ce

C.  Then enter the desired text after the 'C’
CGo to the Online linke

. Click after the 'C" and backspace to delete it
e. Click before the last ‘e’ and hit the delete key to delete forward

Go to the Online link
f. Hint:

i.  Ctrl Z will undo the last change, so if the link suddenly breaks you can sometimes bring it back via the

undo function
Save your Template document
Is the template in Marketing Templates in My Fundraising Place?
a.  No
i. Add to Marketing Templates
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rritories Templates Goals

Name Tvoe T

1. Enter in Name and Description
2. Make sure the correct Template Type is selected
3. Click on the Select Files button and select the template file
4. Click on the OK button
b. Yes
i. Upload the new template
1. Double-click on appropriate template

Sales + Marketing ~ Operations ~ Analyti

FR
PiLoT Programs Marketing Territories mplates Goals L

m B Marketing

MName Type Status

Test Marketing Email Template (14 KB) Marketing Email

Think Spring 2019 (1,030 KB) Marketing Ernail Active

2. Click on the Select Files button and select the template file

Sa Marketing Analyt

Name ‘ Test Marketing Email Template ‘
Type Marketing Email “
Status Active >
File Test Marketing Email Template doc
Select files
Description

Test Marketing Email Template

3. Click on the OK button
4. Click on the Save & Close button
9. My Fundraising Place Testing
a. Touchpoint documents
i. Order Reminder & Midpoint typically are used with this link, possibly more
ii. If the Touchpoint Template is not associated with the correct Marketing Program:
1. Click on the Edit Touchpoints button

Sales ~ Marketing ~ Operations = Analytics ~ Seftings ~ Hello, RIEngen
L0 ™ somen

N

LSl Programs ~ Incentives Price Lists Marketing Lists Emails Territories Templates Goals Leads ~ Smart List Competitors

= Program - 5 Pastry - Caramel Rolls 2018
(| F]

Info Fliers Products Touch Points Pre-pack Seller Report

TPItem  Booked Template Subject Enabled Scheduled Run

1 Email: Fundraiser Booked GLP Link Test S —— E FR = Booked

Confirmation
2 Email: Fundraiser Start Fundraiser Start Email B

. Your fundraiser starts Days Before Start
3 Email: Fundraiser Kick-Off Kick Off Reminder Email Your kick-off activity = Days Before Kick-Off
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2. Click on Delete Template from Program button
3. Click on Add New Template to Program button and select appropriate template

emplates Goals nart List Competitors

& Program - 5 Pastry - Caramel Rolls 2018
aa

Info Fliers Products Touch Points Pre-pack Seller Report
TPItem  Booked Template Subject Enabled Scheduled Run n
1 Email: Fundraiser Booked GLP Link Test Fundraiser Confirmat E FR = Booked
Confirmation
2 Email: Fundraiser Start Fundraiser Start Email

Your fundraiser starts Days Before Start

4,
5. Click on Save & Close button

{ii. Test Touchpoint Template
1. Go to Sales > Fundraisers > Touch Points Tab

Sales v Marketing ~ Operations v Analytics = Settings « 7| ‘7| Hello, RJEngen

SN

. P - . Sign out
Sl Contacts Groups Fundraiser: ices Activities Calendar Sales Maps = Delivery Tools ~ 9

£ Fundraisers - Blackhawks - Spring 2019

C—C—"0 D

Info Flier Activities Invoices Touch Points More Info Seller Info Seller Revisions

TP Item  Booked Actions Scheduled Run Completion Date
1 Email: FR Booked Confirmation @ = FR = Booked Manual
2 Email: Fundraiser Start = Days Before Start
3 Email: Reminder Kick-Off B = Days Before Kick-Off

Click on the Resend button for the appropriate Touch Point

Remove the email address in the email — to eliminate the chance of accidentally sending
Click on the Link in the email to verify that it is working

Note: The Preview button that creates a Word Document does not work to test the link

U W
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How to copy the Signup link

Here is the Signup link:

Click here

How to copy the Signup link to your templates:
Highlight the link above:

Click here

2. Click on Ctrl C to copy the link

—

3. Go to the spot where you want it on the template you are copying to
4. Click on Ctrl V to paste link there

Test Template

Click here

5. To test the link:
a. Hold the Alt key and press the F9 key
b. If everything is correct, it should look like below:

Test Template

{HYPERLINK "" { MERGEFIELD GroupPortalURL \* MERGEFORMAT } \* MERGEFORMAT }

6. If you want to change the text of the link:
a. Let's say the desired text is "Go to the Online Link”

Click here

b. Click before the last ‘'e” in here and delete up to the 'C" in click
Ce

C.  Then enter the desired text after the 'C’
CGo to the Online linke

d. Click after the 'C’" and backspace to delete it
e. Click before the last ‘e" and hit the delete key to delete forward

Go to the Online link
f. Hint:

i.  Ctrl Z will undo the last change, so if the link suddenly breaks you can sometimes bring it back via the
undo function
7. Save your Template document
8. Is the template in Marketing Templates in My Fundraising Place?
a. No
i. Add to Marketing Templates
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b. Yes

Name

1.
2.
3.
4

1.

3.

Twe T

Enter in Name and Description
Make sure the correct Template Type is selected

Click on the Select Files button and select the template file
Click on the OK button

Upload the new template

Double-click on appropriate template

Sales ~ Marketing ~ Operations ~ Analytics ~

FA-
piLoT Programs ~ Incentives Price Lists Marketing Lists EnWls Territories Templates Goals L

[&) Template

Marketing

Name Type Status

Test Marketing Email Template (14 KB) Marketing Email

Think Spring 2019 (1,030 KB) Marketing Email Active

2. Click on the Select Files button and select the template file

M - o Anal ‘7‘ ‘7‘ Hello,

Territories

s Goals Leads ~ SmartList Competitors \—

[@) Template Test Marketing Email Template
(V] ]R]

Name ‘ Test Marketing Email Template

Type Marketing Email ~

Status Active v

File Test Marketing Email Template.docx
Select files.

Description

Test Marketing Email Template

Click on the OK button

4. Click on the Save & Close button
9. My Fundraising Place Testing
a. Touchpoint documents
Thank You & Follow-up Touchpoints typically are used with this link
If the Touchpoint Template is not associated with the correct Marketing Program:

1.

Click on the Edit Touchpoints button

A ]

Info I Prod Touch Points | Pre-pack  Seller Report

TPItem  Booked Template Subject Enabled  Scheduled Run
1 GLP Link Test FR = Booked
2 Fundraiser Start Email oars Beore st

Kick Off Reminder Email Days Before Kick-Off

Info  Flies  Products | TouchPoints = Pre-pack  Seller Report

TPItem  Booked Template Subject Enabled  Scheduled Run

1 Email: Fundraiser Booked GLP Link Test B | Funareiser Confirmat FR = Booked
Confirmation
2 Email: Fundraiser Start Fundraiser Start Emil Vour fundrsiser starts E Iays Before Sart

Hello, RIEngen
Sign out
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5. Click on Save & Close button

{i. Test Touchpoint Template
1. Go to Sales > Fundraisers > Touch Points Tab

FAd Sales » Marketing ~ Operations » Analytics ~ Settings
Ll Contacts Groups Fundraisers ~ Invoices Activities Calendar Sales Maps ~ Delivery Tools ~

) Hello, RIEngen
Sign out

£ Fundraisers - Blackhawks - Spring 2019

————_—_——
Info Flier Activities Invoices Touch Points More Info Seller Info Seller Revisions
TPItem  Booked Actions Scheduled Run Completion Date
1 Email: FR Booked Confirmation @ = FR = Booked Manual
2 Email: Fundraiser Start @ = Days Before Start
3 Email: Reminder Kick-Off @ = Days Before Kick-Off
2. Click on the Resend button for the appropriate Touch Point
3. Remove the email address in the email — to eliminate the chance of accidentally sending
4. Click on the Link in the email to verify that it is working

5. Note: The Preview button that creates a Word Document does not work to test the link

b. Marketing Email
i. 2 Ways of Testing

1. Send a Test Marketing Email to the Test Marketing List

Create a Testing Contact (your email)
Create a Testing Group (your email)

an oo

the link) to the Test Marketing List
e. Verify that the link is working correctly

2. Inline Test
a. Highlight Test Marketing List to email to

R = Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~

Create a Testing Marketing List that only includes the Test Group
Send a Test Marketing Email using the Test Marketing Email Template (which includes

Sl Programs ~ Incentives Price Lists Marketing Lists Emails Ter

2o Marketing List

Name Type

e

b. Click on Create Email Action button

Email Action

Subject Test Marketing Email

Template Test Marketing Email Template ~

Schedule ® Send Now () Send at Future Date & Time

Owning User v
Use ta averride owning users to a single person. Otherviise, leave
blank.

Recipients. 1
Click Test’ to send a copy of the email to

i. Enter Subject Line

ii. Choose Test Marketing Email Template from dropdown
ii. Choose Send Now or Send at Future Date & Time

iv. Click on Test button

1. Will send email to the Users Primary Email Address in My

Fundraising Place
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How to not Sync Sales Tax from My Fundraising Place to
QuickBooks

Open QuickBooks
1.

2.

Click on Items & Services

File Edit View Lists Faworites Company GCustomers VYendors

My Sh
Home
My Company
& Income Tracker
 Bill Tracker
Calendar
Snapshots

Customers

Click on New in the Iltem pop-up

m
=
Furchase
Orders

Employees Banking Reports Window Help Special Offers

Home

VENDORS

Receive
Irventory

Entar Bills

CUSTOMERS

® &

Enter Bills
Against
Inventary

Options

L-J Create Bales

arrant

Loak for in Allfields Search within results
NAME DESCRIFTION TYFE Ao iTOL. | PRICE ATTACH
« Rent Service Re.. 0.00 4
+ BB Pastties BB Pastries Inventory Part Sa -12 8.00 '
+BH Four Cheese Butter Braid Almaond Inventory Part EE] -332 3.00
+BBAFPLE Apple Butter Braid Inventary Part Sa.. 1463 a.00
+BBBLUEBERRY Butter Braid Blueberry Cream Cheese Butter Br..  Inventory Part Sa 235 8.00
=BREY Bavarian Creme Butter Braid Inwventary Part Sa. 14 8.00
+BBCHERRY Butter Braid Cherry Butter Braid Inventary Part Sa.. 1,026 8.00
+BRCINMNAMON Butter Braid Cinnaman Butter Braid Inventary Part Sa.. 2,054 a.00
+BBCRCH ButterBraid Crearn Cheese Butter Braid Inventory Part Sa 12 8.00
=BBDoubleChoc Double Chocolate BB Inventary Part Sa.. 1,975 8.00
+BBRASFBERRY Butter Braid Raspberry Butter Braid Inventary Part Sa. 534 8.00
+BBETRAWBERRYCC Strawherries and Cream Inventary Part Sa. 477 a.00
+hP3AA AllAmetican Yalue Pack Inventary Part Sa 286 11.34
=MP3CC Creamn Cheese Lover's Value Pack  Inventory Part Sa. 333 11.34
+ BB Rolls Inventary Part Sa. 1] 8.00
+BRAC FPRApple Cinnarman Inventary Part Sa 140 a.00
+BRBB Butter Braid Blueberry Roll Inventary Part Sa 229 8.00
+=BRCA Butter Braid Caramel Roll Inventary Part Sa. 242 8.00
I Mewy Clri+r I Butter Braid Cinnamon Roll Inventory Part Sa. 185 £.00
Editltern CUE Butter Braid Roll Maple Nut Irventary Part Sa. 177 &.00
Duplicate term
Delete Hern D Butter Braid Orange Roll Inventory Part Sa. 158 8.00
ASHE it Multigle ltzms Pastry Roll Walue Pack Inventary Part Sa. 340 11.34
& Inventary Part Co.. 1] 8.00
Make ltern Inactive Chae Chip Classic Breaks Inventary Part Sa 1,312 a.00
Show Inactive ltems Peanut Butter Classic Breaks Inventory Part Sa. 151 8.00
*  Hierarchizal View Sk Meats Inventory Part ga. 0 8.00
Flat view 16 0z Bacon Inventary Part Sa. 7 5.05
Customize Columns... Skoglund Beef Sticks-10 0z Inventary Part 2a 367 2.00
Use Cirl+ Imvertory Part Sa.. 17.01 5.00
Eindin Transactions.. 2# Bmokey Beef Sticks Inventory Part Sa. 144 12.50
& Print List.. Cirl+P Inventary Part Ma.. a0 0.00
Re-sort List Mor-irventory Part Ma 0.00 v
Activities ¥ Reports (v Excel ¥ | Attach Include ingctive

Receipts

See Funding

Manage
Sales
Tax

&

Pay Bills

lterns &
Services

Irventory
Activities

irder Checks &
Tax Forms

QuickBooks 2019 Calendar
is here
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3.

4.

Fill in ltem information:
1. Type: select Other Charge
2. ltem Name/Number: enter NoSalesTax
3. Account: select Uncategorized Income

TYFE

| Other Charge - UseformlscellaneoL!sIabor,materlal, or part
charges, such as delivery charges, setup fees, and
service charges.

Itern MameiMumber Subitem of

MoSalesTax v

This item is used in assemblies oris a reimbursable charge

Description Amountor%  Tax Code
0.00) Tax -
Account

Ipncategorized Income = |

Cancel
Hext
Hotes
Custom Fields

Spelling

ltem is inactive

Click on OK

Log in to My Fundraising Place Sync Agent

1.

2.
3.
4

Click the Settings tab on the left side of the window
Click Load and Edit Settings

Under Invoice Sales Tax Item select your NoSalesTax
Click Save

QuickBooks

dmassner

Sync Invoices QuickBooks Integration - Enabled

Sync Purchase Orders ) )
QuickBooks Integration | Disable Integration

Sync Inventory Adjustments

QuickBooks Sync Computer QB | Make this computer the QuickBooks Sync computer...

Customer Matching
QuickBooks Company File Name
I ]
QuickBooks Company File Location

QuickBooks Settings

A

Load and Edit Settings

Invoice Delivery Charge item | Delivery Charge

Invoice Sales Tax Item || NoSalesTax

Invoice Discount item | discount

Inventory Adjustment Account | Inventory Expense

Inventory Adjustment Account - Gifts | Inventory Expense

Inventory Adjustment Account - Samples |Inventory Expense

Exclude Bill To Street Addresses from Sync |
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Outlook Activity Sync Instructions

Sync My Fundraising Place activities to Microsoft Outlook

Enter Credentials

1. Login to frpilot.net
Click your username in the top right corner

Click My User Account Settings
Enter your Office 365 Email Address and Password under Outlook Activity Feed Credentials
Click Save

Ui W

Enable Activity Sync

1. Check the box next to Enable Outlook Activity Feed
2. Adjust settings if necessary
3. Click Save

4. Add other users’ calendars by clicking the + icon

Start Syncing

Note: Only activities created after sync is enabled will be synced. Changes to an activity in Outlook will not sync back to My
Fundraising Place.

1. Create a new activity

2. Close Microsoft Outlook and reopen

3. Select your new calendar

4[] My Calendars
Calendar
FR Pilot

Optional: Enable Activity Categories

1. Select Enable Outlook Calendar category naming to categorize activities by type and color.
2. Type a name for each category

Activity Types to Sync @ Deliveries @ Appointments @ Tasks # Kick-offs # Phone Calls @ Personal @ Print Fliers
Outlook Calendar Categories ¥ Enable Outlook calendar category naming per FR Pilot Activity type @
Deliveries Appointments  Tasks Kick-offs Phone Calls Personal Print Fliers
Delivery Appt Task KO Phone Call Personal PF

3. In Outlook, double click on an activity
4. Double click on the category name
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© © N

N
o

DL: 200 Ext. ltems, 50 sellers - West Bend, |A - Appointment

Insert Format Text Q Tell me what you want to do

@ x FD? [ Calendar El ll_@ % @ l.é.! 22 show As: |l Busy - O @

Private

I High Importance

Save & Delete Copyto My Q,Forward . Appointment Sche.du\mg Skype Meeting Invite Reminder: | None . |Recurrence  Time  Categorize e © Uf'ﬁc.e
Close Calendar Assistant Meeting Notes Attendees Zones K owimportance | Add-ins
Actions Show Skype Me... Meeting N...| Attendees Options Tags Add-ins | &
Delivery < ] ]
r

Subject |DL: 200 Ext. Items, 50 sellers - West Bend, A |

Locatian |West Bend, 1A 50597 vl

Start time |w=a 419/2017 ‘ 1:00 PM v| [coordinated universal Time ~| [ A day event

Endtime [ Wed4/19/2017 |00 M | |coordinated universsl Tme -

Activity Contact: Mr. Teacher
Phone: (111) 222-3333
Pickup Time Start: 4/19/2017 1:00:00 PM

Pickup Time End: 4/19/2017 4:00:00 PM

Select CategoryName (Not in Master Category List)
Click New

| Color Categories X

To assign Color Categories to the currently selected items, use the checkboxes next to
7| each category. To edit a category, select the category name and use the commands to the |~

right. 2
MName Shorteut key Mew...
[ Biue Category
|| iDelivery (not in Master Category List); ]
[ Holidays Delete
[[1[ orange Category Color:
1 Purple Category
[ Red Category
0 D Standup Shortcut Key:
[0 Yellow Category

Rename

~

o

Choose a category color

Click OK

Click OK

Repeat steps 3-9 for each category
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Picking Up

a New Flavor

e Add/Activate Product (if needed)

O See Product Maintenance Information Sheet on the My Fundraising Place Support Website:
https:

support.myfundraisingplace.com/knowledgebase/products-maintenance

Adding a Non-CountryMaid Product Line
Adding a Non-CountryMaid Product
Activating/Deactivating a Product Line
Activating/Deactivating a Product

e Create the product in Quickbooks (if not already created)

e Map the My Fundraising Place item to the Quickbooks item in the Sync Agent

e Modify Price List/Create New Price List

e Modify Fliers/Prepack Labels (if needed)

e (reagte a New Program

Create the product in Quickbooks (if not already created):
1. Log into Quickbooks

2. Click on Lists

3. Click on Items List

My Shoricuts Fived Asset ltem List

Frice Level List
-
Home: Sales Tax Code List

‘1" My Company Other Marnes List
Custamer & Vendor Profile Lists
W Income Tracke S A,

B Bill Tracker Memorized Transaction List Clrl+T

Calendar AddiEdit Multiple List Entries

4. Check to see if you have the new flavor in the Items List

ists Favolites Company Customers Vendgrs Ernployses Banking Repotts Window Help (U4

A Home

A® My Gompany

W income Tracker

By Bil Tracker

il Calencar

@€ snapshois

o Customers

T Vendors

[ Employees

I Bank Feeds

2 QuickBooks 2019
Docs

B Reports

@ orcercrecis
- —_

= Iterr List

» Candy 2.5lb CandyWinooden §... Inventory Part Gross Revenue - Ws C.
|+ Chocolate Chip 2.51h Chocolate Chip Inventory Part Gross Revenue - W C,
|+ Macadamia Nut 2.51b Macadamia Nut Inventory Part Gross Revenue - WS C.

» Gatmeal Cranberry Vih...| 2.51h Oatmeal Cranber.. Inventary Part Gross Revenue - WS G

> Peanut Butter 2.51h Peanut Butter Wa... Inventary Part | Grass Revenue - WS C.

250 Wi Inventory Part Gross Revenue - W5 C.
+ Almond Crerme 22 0z Almond Creme fi.. Inventary Part | Gross Revenue - BB pa
o Apple 22 0z Apple filed Butte .. Inveniory Fart Gross Revenue - B8 pa.
- Bavarian Creme 22 0z, Bavarian Creme ... Inveniary Part Gross Revenue - BB pa..

+ Blueberny & Cream Ch... |22 02 Blueherry & Crea... Inventory Part Gross Revenue - BB pa.
» Gherry 220z Cheny filled Butt.. Inveniory Part Gross Revenue - BB pa.

+ Cinnarnon 22 0z Cinnamanfiled .. Ilnventary Part Gross Revenue - BB pa

o Gream Gheese 22 0z Cream Cheese ... lventaryPart | Gross Revenue - BB pa

» Four Cheese and Herb |22 oz Four Cheese an... Inventory Part Gross Revenue - BB pa.

o Raspbeny 22 02 Raspbenryfilled . InventaryPart | Gross Revenue - BB pa

» Strawherry & Cream C... |22 0z, Strawberry & Cre... Inventory Part Gross Revenue - BB pa.
+ Caramel pastry roll 230z Caramel pastyr... Inveniory Part Gross Revenue - B pa.

+ Dissount Discount Ling ltem Discount  Other Expense

 Delivery Charge Forgroups thatdo ot Other Charge Other Incame

o Sales Tax Sales Tax Other Charge Sales Tax Payable:Sale.
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5.

If the product does not exist, click on the ltem button at the bottom of the window
Select New from the popup menu

_n User Licenses

@ Add Payroll

@ My Shortcuts
E View Balances
M Run Favorite Reports

B Open Windows

Automate Time Tracking

TSheets tracks time anywhere
for faster, more accurate payroll
and invoicing.

+ Bnickerdoodle

+ Btrawherry & Cream Cheese

| My

ctri+M |

AddrEdit Multiple tems

Show Inactive tems
w Hierarchical Wigw
Flat Wigw
Customize Columns. .

FEind in Tranzactions...

Print List... Cirl+P

e Enter the necessary information for the new flavor (Triple Chocolate used here as an example):

Vil.
viii.

TYPE

Iterm Mame/Mumber

Triple Chocolate

Try it freel

Type:

Item Name/Number:
Manufacturer's Part Number:
Cost:

COGS Account:

Preferred Vendor:

Income Account:

Asset Account:

Use for goods you purchase, track as inventory, and resall.

Suhitern of

Re-=ort List

A[:t_iuities ¥ | Reports

Inventory Part

Triple Chocolate

WSTC

4.39

COGS - WS Cookie

Country Maid, Inc.

Gross Revenue — WS Cookie
Inventory Asset — WS Cookie

Cancel

Hotes

Manufacturer's Part Mumber
v WETC

Custom Fields

PURCHASE INFORMATION
Diescription on Purchase Transactions

2.51lb Triple Chocolate Wooden Spoon
cookie dough

Cost 4.349
COGS Account

Frefarred Vendar — Country Maid, Inc.

INVENTORY INFORMATION

Reorder Point

AssetAccount (Wi

Inventory Asset - W3 Cookie - ‘:\

Gross Revenue - WS .

SALES INFORMATION
Description on Sales Transactions

2.4lb Triple Chocolate Wooden Spoon
cookie dough

Sales Price 9.00

Tax Caode Man '

IncameAccount | Gross Revenue - WS .

Average
OnHand  cCost on PO,
u 439 ]

Spelling

ltern is inactive



e C(lickon OK

Map the My Fundraising Place item to the Quickbooks item in the Sync Agent:
1. Open the My Fundraising Place Sync Agent
2. Signin

foaSchmos

3. Go to the Settings Tab
4. Click on the Load and Edit Settings button
a.  This will load all current Quickbooks information into the My Fundraising Place Agent

fs‘\ QuickBooks

Syne Invoices QuickBooks Integration - Enabled =

Sync Purchase Orders ) .
QuickBooks Integration | Disable Integration

Sync Inventory Adjustments

QuickBooks Sync Computer QB | Make this computer the QuickBooks Sync computer...

Customer Matching

QuickBooks Company File Name  Joe Schmoe Fundraising
I Settings

QuickBooks Company File Location  C:\Users\rengen\Downloads\Joe Schmoe Fundraising New.QBW

QuickBooks Settings Load and Edit Settings

5. Once the loading has finished, find the product from My Fundraising Place on the left side of Product List
a. Click on the Product Line (WSTC)
i. It should be marked as “carried” but not have a QB name on the right side of the list
b. Click on the blank area to the right and a dropdown box will appear
c.  Select the Quickbooks Item from the dropdown box (Triple Chocolate)

QuickBooks Settings
Invoice Delivery Charge item |[Delvery Charge  ~| 1

Invoice Sales Taxltem [SalesTax |

Invoice Discount item [Discount |

Inventory Adjustment Account
Inventory Adjustment Account - Gifts
Inventory Adjustment Account - Samples

Exclude Bill To Street Addresses from Sync O
Productline ¥ | Carried | QuickBooks Income Account ¥ | QuickBooks Asset Account ¥ | QuickBooks COGS Account 7
WS Cookie Dough [ Gross Revenue - WS Cookie Inventory Asset - WS Coakie COGS - WS Cookie
Braided Pastry [ Gross Revenue - BB pastries Inventory Asset - BB pastries COGS - BB pastries.

Need to remouve this

Cookie Dough

Product Number T | Description T | Carried

QuickBooks Item T |

PPMO Mozzarella Pastry Puffins (27 oz.)
PPCI Cinnamen Pastry Puffins (27 oz)

WSTC Wooden Spoon Triple Chocolate Cookie Dough, 2511 1 I | Triple Chocolate |

PRMW Maple Walnut Butter Braid® Pastry Roll (23 oz)

PRCI Cinnaman Butter Braid® Pastry Roll (23 0z)

PREB Blueberry Butter Braid® Pastry Roll (22 0z)
BPAL Almond Créme Butter Braid® Braided Pastry (22 oz)

Vendor T ‘ QuickBooks Vendor T -

6. Click on the Save button (top right corner)
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N -
$)  QuickBooks
Sync Invoices QuickBooks Integration - Enabled ls

Sync Purchase Orders ) -
QuickBooks Integration | Disable Integration

Sync Inventory Adjustments

GuickBooks Sync Computer QB [ Make this computer the QuickEiooks Sync computer..

Customer Matching

I Settings

QuickBooks Company File Name  Joe Schmoe Fundraising

QuickBooks Company File Location AL Downloads\Joe Schmoe ing New.QBW

Modify Price List or Create New Price List (if not already created):

1. When a new flavor is added it is automatically added to existing pricelists but with $0.00 as its price
2. Ifthe existing pricelists haven't been used in My Fundraising Place:
e You can change the price on the new product in the existing pricelist
3. Ifthe existing pricelists have been used in My Fundraising Place:
e Copy an existing Price List to create a new Price List where you can add a price to the new product

Modify Fliers/Prepack Labels (if needed):

1. If you will have the same number of flavors (just switching flavors):
e If you currently have a Flier/Prepack Label that has been created with all variables and no hardcoded fields
i. You should be OK. Please do a test on your flier/label to make sure the new flavor is showing
2. Ifyou are adding a flavor:
e You will need to create a new Flier/Prepack Label. Please create with all variables and no hardcoded fields in it.
3. We are currently in the process of creating standard prepack labels and fliers. Please feel free to contact
dealer.support@countrymaid.net for help if needed with these.

Create a New Program

1. Go to Marketing > Programs
2. Click on the New Program button

ings ~ Hello, BobDay2
Sign out.

wails Templates Goals Leads ~ Smart List Competitors

e B

Narne Status Descrigtion

788 + 1CC Active 7 Braided Pastries and 1 Cookie Deugh -

COPY PP 788 + 10C Acive 7 Braided Pastries and 1 Cookie Deugh

‘—‘ ‘—‘ Hello, BobDay2
PiLO

Sign out
T Programs - Incentives Price Lists Marketing Lists Emails Templates Goals Leads ~ Smart List Competitors U

Fliers Products. Touch Points Pre-pack

Name Status

8BB Fall 2018 Active v
Description Is Primary
o

8BB Fall 2018

i.  Name/Description: Include the name of the season in the name of the program if possible
ii. Check Primary if applicable
e  Fliers Tab
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oroducts. Touch P Pre-pack

Flier Templates

Click on the Add Flier to Program button
Select Flier Template

Select a Template

flier_cookie (84 KB)
Zbraids and 1 cookje

8 item variable GOAL Type: Flier Status: Active

PrePrinted template text for order forms

8 item variable_goals (84 Type: Flier Status: Active
KB)

8 braid variable flier with goals

10 item variable goal Type: Flier Status: Active
flier (76 KB)

10 item variable goal flier

PrePrinted template text Type: Flier Status: Active
(21 KB)

ii. Click OK
Products Tab

A J Sales » Marketing ~ Operations ~ Analytics » Seftings ~
Ll Programs ~ Incentives Price Lists

Emails Templates Goals Leads ~ Smart List Competitors

P 8BB Fall 2018

Infa Fliers Touch Points Pre-pack

i. Click on the Add Program Detail button
Add Program Details

Product Line
Braided Pastry T
Product
Apple

Apple Cinnaman

Blueberry Roll
Blueberry/CC
Caramel Rall
Cheese & Herb
Cherry
Cinnamon
Cinnamon Roll
Double Chocolate
Maple Walnut
Raspberry
Strawberry/CC

Cancel

ii. Select products

Unassigned Sales Percentage: 100%
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iii. Click Save
e Touchpoints Tab

Pre-pack
TP Item Booked Template
1 Email: Fundraiser Booked Confirmation
2 Email: Fundraiser Start
3 Email: Fundraiser Kick-Off

[.  Review Touchpoints and make changes if needed
e Pre-pack Tab

Hello, BobDay2
Sign out

Info Fliers Products Touch Points

Prepack Templates
|E ded Items |Number of Labels Batch Size <000
Extended Items Per Case: 7
Import Custom Pre-Pack
Settings: Select files

Hide zero quantity flavors @
on labels:
(Impacts all programs)

i. Click on Add Prepack to Program button
ii. Select Prepack Template
Select a Template

10 Product Small Font Type: Pre-pack Labels Status: Active
Label {16 KB)
Same as the main one, but products and group name are a smaller font

10 Item Max 4x3 (16 KB) Type: Pre-pack Labels Status: Active
10 Item Max 4x3in GP PrePack Label

Cancel

iii. Click OK

ello, BobDay2

Sign out
emplates Goals Leads  Smart List Competitors

& Program - 8BB Fall 2018

Info Fliers Products Touch Points Pre-pack

Name Status

8BE Fall 2018 Active v
Description Is Primary

8BE Fall 2018 d
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Products Maintenance

Adding a Non-CountryMaid Product Line

Adding a Non-CountryMaid Product

Activating/Deactivating a Product Line

Activating/Deactivating a Product

Adding a Non-CountryMaid Product Line:

1. Check if vendor is in My Fundraising Place:
a. Go to Settings > Vendors

 J Country Maid, Inc
Skoglund Meats

b. If notin system, add vendor:

i. Click on the New Vendor button above

arcses [+]x [+
S— oEg
Email Address uu

ii. Enter the name, contact name, website, description, addresses, phone number and email address

Check if they are the primary vendor

() Primary Vendor

iv. Click on Save & Close button

2. Go to Settings > Products
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3. Add new Product Line:
a. Click on Add Product Line button

A Sales » Marketing ~ Operations ~ Analytics » Settings ~
PILOT IS

Dealer Products Vendors ~ Warehouses = Quick Books Recycle Bin

@ Products

Product Lines

Sutter Braid® Braided Pastry

I Braided Pastry

WS5 Cookie Dough

Wooden Spoan® Cookie Dough

b. Enter information for vendor

Product Line Details

Vendor v Active |_|

MName

Description

Save Cancel

i. Select vendor from dropdown
ii. Enter name and description
ii. Check active if applicable

Product Line Details

Vendor Johnson's Treats A Active: ()

Ice Cream

Description Johnson's Ice Cream

Sawve Cancel

c. Click on the Save button

Adding a Non-CountryMaid Product:

1. Go to Settings > Products
2. Select Product Line the product will be under
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Product Lines

Products (Ice Cream)

Braided Pastry

Sutter Sraid @ Sraided Pastry

Active

Ice Cream
Johngen's Ice Cresm

Active

WS Cookie Dough

Wooden Spoon Cookie Dough

3. Click on the Add Product button

Active

Product Details

Product Number*
Name*

Display Name*
Description*

Item Price $0.00
Display Order*

Vendor SKU*

Product Color

Flavor

Is Active | Default Sample

O

Reorder At*
Minimum At*
Items Per Case*
Cases Per Layer*
Layers Per Pallet*
Pallets Per Truck*

Extended Items
Per Kit*

Lbs Per Case*

* Indicates Required Field

4. Enter all required fields (*)
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Product Details

Product Number*
Name*

Display Name*
Description*

Item Price
Display Order*

Vendor SKU*

Product Color

[s Active

CCIc

Chocolate Chip

CcC

Johnson Chocolate Chip Ice Cream

$10.00

CCIC

vl Default Sample O

Flavor

Reorder At*

Minimurm At*

Iterns Per Case™

Cases Per Layer*

Layers Per Pallet*

Pallets Per Truck*

Extended Items
Per Kit*

Lbs Per Case*

12

10

18

* Indicates Required Field

Sawve Cancel

5. Click on the Save button

Activating/Deactivating a Product Line:
1. Go to Settings > Products

2. Select All in the dropdown for Product Lines. This will show all product lines — both active and inactive.

=
PiLO

Sl Sales ~ Marketing » Operations ~ Analytics = Settings ~

Al Users ~ Dealer Products Vendors ~ Warehouses Quick Books Recycle Bin

Product Lines

L+

Braided Pastry

Eutter Braid @ Eraided Pastry

Cookie Dough

Classic Sreaks® Coskie Dough

Ice Cream

Johnson's Ice Cream

Skoglund Meats

Mests

WS Cookie Dough

Vioeden Speon® Cookie Dough

3. Double-click on the Product Line you want to change

Active

Inactive

Inactive

Inactive

Active
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Ul Users ~ Dealer Products Vendors ~ Warehouses Quick Books Recycle Bin

@ Products

Product Lines

Braided Pastry

Butter Braid T Braided Pastry

Active
Cookie Dough

Classic Breaks @ Cookie Dough

Ice Cream
lohnson's lee Cream
Skoglund Meats

Mests

Inacthe

Inactive

Inactive
WS Cookie Dough

‘Wooden Spoon® Cookie Dough

Active

4. Check the Active Checkbox to make active and unchecked to make inactive

Product Line Details

Vendor Johnson's Treats v Active il
Name Ice Cream
Description

Johnson's Ice Cream

Save Cancel

5. Click the Save button

Activating/Deactivating a Product:
1. Go to Settings > Products

2. Select All in the Products dropdown. This will show all products — both active and inactive. You will have to individually
select active and inactive to see those products.
All

FA
PLoT

Product Lines Products (ice Cream)

Braided Pastry

Al

I ce Cream |

W Cookie Dough

isasen SponE Cosios Dot

Icmi- Dough (CDIC)
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3.

4. Check the Active Checkbox to make active and unchecked to make inactive

5.

Active

Product Lines

(+] 7]

Active

Products (ice Cream)

- aa

Braided Pastry

I:umno«quc)

W Cookie Dough

#osden Sooun Cosos Dough

Inactive

jck Boaks Reeycle Bin

Product Lines

(+]¢)

Aze

Products (lce Cream)

- a3

Braided Pastry.

Sume B waid acmy

[checotate chip cai)

Iler'e-n

WS Cookie Dough

[EESE P

Double-click on the Product you want to change

Products (Ice Cream)

|+

Hello, BobDay2
Sign out

Inactive ¥

IChocolate Chip (CCIO)

Johrson Chocolate Chip lee Cream

Product Details

Product Number*
Name*

Display Name*
Description*

Item Price
Display Order*

Vendor SKU*

Product Color

Is Active

ol ()

Chocolate Chip

cc

Johnsan Chacalate Chip Ice Cream

$10.00
0
CCIC
I -
a Default Sample ]
Flavor

Reorder At*

Minimum At*

Items Per Case*

Cases Per Layer*

Layers Per Pallet*

Pallets Per Truck*

Extended Items
Per Kit*

Lbs Per Case*

* Indicates Required Field

Save Cancel

Click the Save button
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Scope of document: This document will provide a user an understanding of how Touch Point were designed to work in
My Fundraising Place, and how to configure them for normal use in the fundraising sales process. This document does
NOT help a user design touchpoint documents.

Objective of Touch Points: To help a dealership provide a high level of service to their customers, without creating an
administrative burden during the busiest times of the fundraising sales cycle.

What exactly are Touch Points and how do they impact a dealership? My Fundraising Place Touch Points are a series
of automated workflows that pull information together for transmittal (via email) to a customer. Most are fully automatic
(see definitions below) and some are manually initiated. My Fundraising Place is configured to only send automatic Touch
Point emails from 8 AM to 5 PM. The goal is to pretend that the emails are being sent from a real person during normal
working hours.

Most of the work to utilize Touch Points is in planning and setting up the Touch Point process for each fundraising
program in My Fundraising Place. This work is typically completed in the off season when a dealership plans their
communication strategy for the upcoming fundraising season.

Before this document discusses how to setup Touch Points for use in My Fundraising Place, we will provide a little more
background information on Touch Points and how they work.

Definitions / Terms:
e  Workflow — a computer service that uses logic to analyze My Fundraising Place data to determine when to take
an action that is defined by a touchpoint.
¢ Manual touchpoint — a workflow item that is initiated by a manual push of a button by a user. When a user
initiates a manual touchpoint, the logic is reviewed and if the logic is satisfied, the touchpoint will execute.

o Because a user is initiating the event, there is no risk of the workflow being automatically ran multiple
times.

e Automatic touchpoint — a workflow item that is monitoring the software for the right conditions to execute an
event (such as send an email when a date is satisfied)

o Automatic Touch Points are sent from a workflow engine installed in the SQL Azure environment so that
emails and workflow events can be sent if all client computers are off when the conditions are satisfied,
and to prevent multiple clients from trying to send the same workflow at the same time.

o Automatic Touch Points are configured by a dealer to send “XX" days before a triggering event. These
triggering events are defined on the Touch Point setup page located on a program.

e Touch Point enable / disable - this is an option that allows a user to select if a touchpoint item will be included
in a manual or automatic touchpoint event.

o Merge fields — a data tag that is inserted into a MS WORD® document that is designed to accept data from a
computer process automatically

o Template for Touch Points — an MS WORD® document that has a pre-configured message written (including
pictures, formatted text) that contains merge fields. The contents of the MS WORD® template ultimately will be
merged into an MS Outlook® email for delivery to customer



sTemplate types:
s Email body

sFlier / order taker
#Resources

Step 1: Upload
Templates

Step 2:
Attach templates to
program(s) and
configure defaults

*Programs are a
collection of products
being offered as a
fundraiser solution

* Recommended testing
incluedes running a test group
all the way through the
fundraiser process and to
review all templates with data
to ensure proper formatting /
content

Step 3:

Test templates

After creating templates for use in My Fundraising Place (refer to other training resources for help on creating templates
using merge fields), there is a simple 3 step process for configuring a program to use your templates. The 3 steps are:

Figure 1 — 3 Step Process for Configuring My Fundraising Place to use the automated Touch Point process

What are the available Touch Points in My Fundraising Place? This question is best answered using table 1 below.

Each Touch Point (TP) is named in the first column, and the table is grouped by the fundraiser stage that the TP is

expected to be executed. Any of the individual TP steps can be manually “resent” by clicking the = icon. This icon with
pop open a MS Outlook message with the TP content included for the user. If a TP item was sent automatically, the last
column will display the date and time it was sent. In addition, any of the TP steps can be printed from MS WORD® by

clicking on the [ icon found on each TP step on a fundraiser.

The highlighted numbers in table 1 are settings that are defined on each program. The midpoint date is a date that is

calculated from the fundraiser start date and the fundraiser Return Order date.
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Table 1 - List of Touch Point steps in My Fundraising Place

TP Item Booked Actions Scheduled Run Completion Date
1 Email: FR Booked Confirmation @ FR = Booked hanual
2 Email: Fundraiser Start @ Diays Before Start
E’ Email: Reminder Kick-Off @ Diaye Before Kick-Off
TP Item Running Actions Scheduled Run Completion Date
4 Email: Midpoint Check In @ 07/08/2018
5 Email: Reminder Order @ Days Before Call In Order Date
TP Item Ordered Actions Scheduled Run Completion Date
] Email: Croler Confimmation @ FR = Ordared hlanual
7 Email: Delivery Confirmation @ Diays Before Delivery Date
TP Item Delivered Actions Scheduled Run Completion Date
E Email: After Dalivery Diaye After Dalivery
TP Item Paid Actions Scheduled Run Completion Date
3 Email: Thank You E EE FR = Paid
10 Email: Follow-up Diays After Paid
A# Attachments Actions Scheduled Run
1 Email: Letter To Farants @ = With TP Ttem 1
z Email: Fundraiser Sales Toolkit @ = With TP Item 1
3 Email: Custom Flier @ = With TP Item 1
4 Email: Order Tabulator With TP Item 1
5 Email: Additional Order Tabulator With TP Item 5
& Email: Additional Attachment With TP Item 1
7 Email: Additional Attachrment 2 With TP Item 1

Following is a description of each Touchpoint email

Fundraiser “Booked” Status Emails:
1 - Fundraiser Booked Confirmation Email: This TP is designed to be sent after collecting all the relevant dates and
information about a fundraiser. It collects the important information about the fundraiser service cycle into a template
that the dealer manually sends to the primary contact to let them verify what the dealership has committed to help their
group with to raise the funds they need. Typically, key dates are verified in this email. This email also can have various
resources attached that are relevant to the fundraiser service cycle (See attachments 1 through 5).
e Attachment 1 - Letter to parents — this letter is a MS WORD® document that is a dynamically built letter the
group leader can use to print a letter for the parents of the kids.
e Attachment 2 — Called the “fundraiser sales toolkit” — it really is just a file that a dealer can upload (PDF, or
other format) that is attached to the Touchpoint 1 email. Some possible uses include a copy of the "book of
motivation” or other resources for new groups. Many dealers may configure this step with a resource but not
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include it by default (by unchecking the “enable” button on the program TP setup page). Then the dealer can
choose to include it on just 1 fundraiser by enabling the TP on the fundraiser so that it will pull this resource
in.

e Attachment 3 — The custom flier that is selected and customized for this fundraiser

e Attachment 4 — the order tabulator — the excel order tabulator that is setup for the program

2 — Reminder Fundraiser Start Email: This TP is a message to remind the group that their fundraiser start date is
approaching and is a good chance to verify that they have everything they need (they got their forms, etc.) so that the
fundraiser schedule is not affected.

3 - Reminder Fundraiser Kick-off email: This TP is an email that is sent out prior to a kick off activity reminding the
group that a kickoff is planned. Typical data that can be used in the TP includes the date / time and the address.

Fundraiser “Running” Status Emails:

4 — Midpoint Check-in Email: This automated email is an automated email that just reminds them that they should be
half way done with their fundraiser. It is a good time to encourage the group leader to check-in with their sellers and ask
for updates as to who is achieving their goals. The midpoint date is a date that is calculated from the fundraiser start date
and the fundraiser Return Order date.

5 - Reminder Order Email: This automated email is user configurable on a program to be sent out XX days prior to the
call in order date.

e Attachment 5 - Order Tabulator Resend: This touchpoint is a good place where the order tabulator resend
attachment is best used with a program. It allows the order tabulator to be attached a 2" time with a
selected Touchpoint email (recommended is #5). Some dealers like to send it a 2" time so that the group
leader doesn't need to look for the order tabulator in the email (or they may have deleted it).

Fundraiser “"Ordered” Status Emails:

6 — Order Confirmation Email: This email is a manually initiated email that is sent when the dealer wishes to send the
invoice to the customer. Information that can be merged into this email includes a profit summary, participation statistics,
and delivery information (date, time, address).

7 - Delivery Confirmation Email: This email is an automated email that is sent XX days prior to the delivery date.
Information that is typically used for this email includes the total number of items, total profit, delivery details
(address/date/arrival time) and also the time that the product is to be picked up by parents.

Fundraiser “Delivered” Status Emails:
8 - After Delivery Email: This email is an automated email that is sent XX days AFTER the delivery date. This is the email
step that thanks them for their business and is a good place to include a survey link along with a thank you.

Fundraiser “Paid” Status Emails:

9 — Thank You Email: This is an automated email that will be sent when a fundraiser is marked as paid (which occurs
when all invoices associated with it are marked as paid). Some dealers will choose to use this automated email step to
send a survey link along with their thank you, and others will not use this as a thank you (because they prefer to use a
written thank you note) and they may just use it to encourage the customer to sign up for next year and ask them to take
a survey about their opinion of the fundraiser.

10 - Follow-up Email: This is an automated email that will be sent XX days after a fundraiser is marked as paid. This a
good email to ask them for a good time to setup their next fundraiser (if they do not have one already signed up).



Detailed Touch Point Setup instructions: Following are the detailed steps to setting up touchpoint emails. These
instructions do not include how to design or edit the templates, just the process used to configure all Touch Points.

1. Upload templates to the template library. While uploading, you need to identify what type of template you are
putting into the library.

a. Click "+" near top of list to add a new template

FR Sales ~ M i
g-":"' Programs = Incen

itives Price Lis ¢ : Goals Leads ~ Sma Competitors

[s] Template

+[2]o

Name

Kick Off Reminder (71 K8 Reminder Kick-0ff Email
Thank you email (52 KE) Thank ¥ou Email

2017 Order Confirmation (hot PP] (104 KE) Inivaice Ordered Email
(Conver Letter (45 KB) Cowver Letter
Confirmation TOA (213 KB) Fundraiser Baokes Canfirmation Email
8 item variable GDAL flier_cookie (84 KB) Flier

FB - Group Leader (253 KB) Additienal Attachrment

b. Give the template a name that will make it easy to select from a list when you add the template to a

program. Then select the file type so My Fundraising Place knows what data to push to the template
when it is being utilized

FRGr

Sales + Marketing ~ Operations ~ Analy Settings ~

Programs ~ Incentives Price Lists Marketing Lists Emails Templates Goals Leads - Smartlist Competitors

[8) Template Kick Off Reminder

Name

¥ick OFf Reminder
Trpe 3 - Reminder Kick-Off Emeil v
Status Booked 2
1 - Fundraiser Booked Confirmation Email
File
2 - Reminder Fundraiser Start Email
3 - Reminder Kick-Off Email
Description Running
4 - Midpoint Check-in Emsil
5 - Reminder Order Email
© 2018 - ER Pilot Online Ordered

c. Set the file status to active so it will show up in the template library and make it available for the

programs. Also give the file a description to help you choose between the different versions of this
document.

d. Select the file from a location on your computer.

Sales ~ Marketing ~ Operations ~ Analytics ~ Setfings ~

FAa
gu:n‘ Programs ~ Incentives Price Lists Marketing Lists Emails Templates Goals Leads ~ Smart List Competitors

[8) Template Thank you email

Name ‘ Thank you emazil | ‘
Type 9 - Thank You Email M
Status Active M
File Thank you letterdocx

Select files
Description

Thank you letter with facebook link
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2. The next step is to attach the templates to a program.

e. Close the form. Repeat the above steps until you have all the templates in your library you wish to use.

a. Open an existing program and select the Touch Point page. In this example we are going to select the
lookup icon located in the TP Item 1 to attach an email template to it.

Select a Template

R - |

Confirmation TOA (213 Type Fundraiser Booked
Confirmation Email
Taste of lewa Confinmation

2018 FR Confirmation Type: Fundraiser Booked
741 with Link (22 KB)
7+1 FR confirmation New 2018

Confirmation B8 (213 Type
) Confi
7R details 2t the top and one page

2017 FR Confirmation Type: Fundraiser Booked
TOAwith Link (216K8) ~ Confirmation Email
2017 F& Confirmation

2017 FR Confirmation
KE)
2007 FR Confirmation

Status: Active

Statuz: Active

Status: Active

b. Once attached, the user can click the preview button to look at the template file (without data) and
click on the button to set the default (enable/disabled) for this TP item. If there is no check mark in

the box, the TP is not enabled by default and would look like this [l
c. Repeat these steps for each Touch Point until the program is configured.

3. The next step is to configure the custom flier templates that will be available to the program. To attach these
templates, you will need to navigate to the “flier” page on the program.

a.

Click on the Q (look up button) in the flier template area and add the appropriate flier template(s) to this
program. You can have multiple flier templates associated with the program. It is important that you have all
available templates on this view that you expect to use during the fundraiser sales process so that you can
quickly choose an alternate flier layout while working with a customer fundraiser basis.

ngs ~
Emails Templates Goals Lea

& Program - 8BB

Info Fliers Products Touch Points Pre-pack
Flier Notes
Mote 1 L\\) Net:
Note 1
Mote 2 Note 2
Mote 3

Flier Templates

8 item variable_goals

8 braid variable flier with goals

PrePrinted template text

PraPrinted template text for ardar forms

Type: Flier

Type: Flier

Smart List Competitors

Status: Active

Status: Active
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Fa-
LSl Contacts ~ Groups - Fundraisers ~ Invoices ~ Activities ~ Calendar Sales Maps ~ Delivery Tools ~

The 3 note fields that are provided on a program give you 3 custom fields that will merge to a flier template.
These fields can have a program level default, but also be customized on the fundraiser flier page on a
fundraiser by editing the fields show below (the proper use of this page is discussed in other training
documents

Sales ~ Marketing ~ Operations ~ Analytics ~ Seftings +

E® Fundraisers - Algona Football - Fall 2018

O

CPPORTUNETY PENENG 00D ANNTG ORDERED DevERED PaD

Infe | Flier | Actvites Invoices  TouchPoims  Morelnfo  Sellerinfo  Seller Revisions

Flier Control

Selected Template

oRAFT [ [y [N
Merge Data

Group Name o e Notel

Make Checks foke Chacks Payable To
Payable To —

Contact Name
Note2

Contact Email

Contact Phone # Contact
Contact Ext # Note3 Note3
Minimum Per Seller

Group Goal Group Gos y:

Funds For Funck For

4. The last step is testing the document to see if the template displays data as expected. To test, choose a test
group, or create a test group with your own email address as the contact’s email address so you can test the
entire process if you would like. Create a fundraiser with this group and start working it through the process. You

can use the “resend” function on a fundraiser’s Touch Point step T {0 see what the test emails would look like.

Thi

s will pop up in a MS Outlook window with the merged data and files (if applicable).

How to use the enable / disable options on a Touch Point:

To explain how a dealer would use the enable / disable settings, let us consider A Item #1 (the letter to the parents).

Some dealers would not want to include this on every fundraiser, so they would configure the program to have a template
in #1, but they would "Uncheck” the enable button on the program as shown below. You can see there is a template titled
“Parent Letter Test” and it is disabled by default.

& Program - 8BB

Info  Fliers

TP Item
1
2

H

TP Item
a

H

TP Item

TP Item

H

TP Item
s

1

Products | TouchPoints | Pre-pack

Booked Template Subject Enabled Scheduled Run

Email: Fundraiser Booked Confimation 2017 £ Confirmation- 55 with Link [B] [ Funcrakser Confimmation and Derals [7]] £2 = onizd

Email: Fundraiser Start Starting your Fundraiser = B eotmrmames 7| T ey setore sare
Email Sundrascer ko ek o Aamindar Bl vour kdek-off activity stars soon. ¥ ER R

Running Template Subject Enabled Scheduled Run

Email; Midpoint Check in 2007 Halfway There with wink B e — [7] nidgain:

Emal Aurnder i 27 Reminger SRt Lok (B | Your order needs to be submitted soon. 7] 3 [oays Before call in Order Date
Ordered Template Subject Enabled Scheduled Run

fat orde * (Bl wcice Ordered M B Do

Ema; Defuery o B Delivery Confirmation 7] a Bays Sefars Delivery
Delivered Template Subject Enabled Scheduled Run

Email, afier Balivery How did the delivery go? E Days Afer Delivery
Paid Template Subject Enabled Scheduled Run

Email; Thank veu Thank you email m Thank You! R = Paid

Email: Sallow-
F Follow-up Days after paid
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If the user is on fundraiser and wishes to enable the parent letter, they would just need to click the enable box on the A
Item #1 [shown below on the fundraiser’s Touch Point page] prior to sending the TP Item #1 confirmation. If they check
that box, when the TP Item #1 Touch Point triggers (in this case manually) the parent letter will be attached to the
Fundraiser booked confirmation email Touch Point.

Marketing ~ Operations ~ Analytics ~ Settings ~

A
Piar 3 rs 2 ctivities ~ Calendar Sales Maps - Delivery Tools ~
E® Fundraisers - Algona Football - Fall 2018
coscaungy w00 e ORDERED e fore
Info  Fler  Aciviies Inwokes | TouchPoints | Morelnfo  Sallerlnfo  Seller Revisions

TP Item Booked Actions Scheduled Run Completion Date
1 Email: FR Booked Confirmation R FR = Bocked Manual
2 Email: Funcaiser Start Blr|e Days Before Start
3 Email: Remninder Kick-Off Zglr|e Days Before Kick-Off

TP Item Running Actions Scheduled Run Completion Date
a Email: Midpoirt CheckIn AR 07/08/2018
5 Email: Reminder Order R|e Days Before Call In Order Date

TP Item Ordered Actions Scheduled Run Completion Date
6 Email: Order Confirmation R FR = Ordered Manual
7 Email: Deiivery Confirmation R|e Days Before Defivery Date

TP Item Delivered Actions Scheduled Run Completion Date
E Email: After Dlivery Days After Delivery

TP Item Paid Actions Scheduled Run Completion Date
3 Email: Thank You EE FR = Paid
0 email: Folioui-up Days After Paid

A# Attachments Actions Scheduled Run

1 Email: Letter To Parents AR With TP Item 1
2z Email: Funcraiser Sales Toolkiz ole|e With TP Ttem 1
3 Email: Custom Flier olele With TP Ttem 1

Other Touchpoint Best Practices:

Email Account Configuration: There are 2 typical ways that dealerships will configure their automated emails depending
upon their staffing and support model. All dealerships typically start with Method #1 while they are an owner/operator,
but then as they grow and have additional resources (multiple salespeople, office administrative help, etc.), they
sometimes may migrate to Method #2. Method #1 and Method #2 are explained after a short description of how My
Fundraising Place sends automated emails.

My Fundraising Place is configured to send the automated workflow emails from the fundraiser’'s owning user. The
email account that is used is the email credentials that are found on the settings tab of a user’s card (shown below).

itings «

Dealer Products Vendors Warehouses ~ Quick Books Recycle Bin

4h Bob Engen

Info | Security

Properties
Set My User Restriction h User Locked

Password Email Credentials for User's Touchpoints

User Name robertengen@countrymaid net

Password
Confirm Password o ——

Roles 7 User Types 7

I operations | [ Anabytes | Settings Operations-Restricted [ oetivery person ] [ sales person GroupPortal
I warketing

The REPLY ADDRESS of the automated email will be the primary email address of this user. A workflow email could be
sent from one account and have a reply address of another account.
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Marketing ~ Operations ~ Analytics ~ Settings +
Dealer Products Vendors Wareho Quick Books Recycle Bin

& Bob Engen

Info Security

First Name

Last Name

User Name

Display Name

Job Title

User Color

Default State

Default Warehause

Phone Number

Bob

Engen

BOB

BOB

Trainer yaar 2

_'

A

‘West Bend Cold Storage

Addresses

n Emnail Address

Method #1: The email comes from the owning user (typically the sales person) and the reply address is the same email
address. In this scenario, users have their own email account credentials entered into the email settings on their user card,
and their own email address is configured as their primary email address.

Method #2: The email settings on the owning user’s card is set to a generic company email address (such as
info@dealership.com) that is reviewed by an office worker. The reply to can either be to the salesperson’s real address, or

the reply to could be directed to the same info@dealership.com by setting the user’s primary email address to be this
email address.

Monitoring Automated Emails: For automated emails to go out, there are a few requirements. These include:

The owning user of a fundraiser must have an exchange email account setup and enter those credentials on the
email settings tab of a user.

The Owning user of a fundraiser must have a primary email address

The fundraiser needs to have a primary contact

The primary contact on a fundraiser must have a valid email address

The global workflow email setting found in the dealer setting page must be enabled (see picture below)

ick Books Recycle Bin

Info Settings Customn Fields MiyFundraisingFlace com Settings Email Notifications
Dealer N Addrasses
Aler ame Fundraising Professionals
ES
Web-Site . - Fundraising Professional Training
v frpro.com 206 S Broadway Ave
West Bend, [A 50557
Tacld Dezler Tax Id Professional FR's main office

Phone Number u Email Address

A

B

(BBE) 222-7973 lurt banwart@countrymaid.net
Toll Free Business Line
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Sales » Marketing ~ Operations ~ Analytics v Settings ~

FR

il Users + Dealer Products Vendors Warehouses ~ Quick Books Recycle Bin

[E Dealer

Info Settﬁngs Custom Fields MyFundraisingPlace.com Settings Email Notifications
Allow Workflow Emails 2
Allow Support v

The Touchpoint Successes screen shows how many automated emails were sent during each week.

B Sales ~ Marketing = Operations ~ Analytics = Settings -
FR
Ll Overview Sales Marketing Touchpoints

2 Touchpoint Successes

Date Group Name Name
=

£/12/2012 080234 AM ORDEREMALL
6/8/2018 02:03:09 AM MIDPOINTEMAIL
5/14/2018 08:03:02 AM MIDPOINTEMAIL
5/4/2018 03:28:41 PM AFTERDELIVERYEMAIL
4/19/2018 08:02:20 AM ORDEREMAIL
4/13/2018 02:03:07 AM ORDEREMAIL
4/16/2012 0E05:47 AM ORDEREMALL
4/9/2018 02:01:22 AM MIDPOINTEMAIL
4/6/2018 08:02:37 AM MIDPOINTEMAIL
4/4/2018 03:01:16 AM MIDPOINTEMAIL
3/13/2018 02:02:00 AM ORDEREMAIL
3/5/2018 02:03:55 AM MIDPOINTEMALL
2/6/2018 03:04:41 AM MIDPOINTEMALL

Owner

Status

Succeed
Succeed

Succeed

Pracessing

Succesd
Succeed
Succeed
Succeed
Succeed
Succeed
Succesd
Succeed

Succeed

If you want to view an exact copy of the email that was sent, you can look in the sent items of your MS Outlook® email

account that corresponds to the owning user's email settings.
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Sync Sales Tax from My Fundraising Place to QuickBooks

Open QuickBooks

1. Create a New Item of type Other Charge
2. Under Account, select your sales tax account

1. If you do not already have a sales tax account, create a new account of type Other Current Liability

Other Charge . Usefor miscellaneous labor, material, or part

charges, such as delivery charges, setup fees, and

k Cancel
senice charges.
Next
ltern Name/Number Subitem of
Frabhi: S Notes
Sales Tax v

Custom Field:
This item is used in assemblies oris a reimbursable charge

Spelling
Description Amountor %  Tax Code
Sales tax A 0.00 =
Account _ .
v Sales Tax -

S

Log in to My Fundraising Place Sync Agent
1. Click the Settings tab on the left side of the window

2. Click Load and Edit Settings
3. Under Invoice Sales Tax Item select your sales tax Item
4. Click Save
5. Click the Sync Invoices tab on the left side of the window
6. Load and Sync invoices
7. Sales tax will now be shown as a line item on invoices
Invoice wnsois @ | T
115&}0049
- - - 30410512013 B -
1qu : BBI;‘avrs‘lr‘r;;cs'BBv. Do’LIl‘:‘IeCh&ola(eBB — 9.00 - 90.00 Ta:(r
10 BB Pastries:BB... Apple Butter Braid 9.00 90.00 Tax
10 BB Pastries:BB... Blueberry Cream Cheese Butter Braid 9.00 90.00 Tax
10 BB Pastries:BB... Cherry Butter Braid 9.00 90.00 Tax
1 Sales Tax Total sales tax 26.78 26.78 Non
Your customer cant pay this invaice oniine B v (00%) 0.00
Turn on TOTAL 386.78
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
BALANCE DUE 386.78

Iy
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[BD Fields on Templates

In order to see the TBD options on the templates you will need to use the following field names: DeliveryOnFormatted,

DeliveryStartAtFormatted and DeliveryPickupAtFormatted. The following instructions must be done on each template that you
want to update.

*Notes:
e The TBD fields can't be formatted like other date fields since it has to be passed in as a string value and not a date value.
o If you used these fields on your template and a delivery date was NOT a TBD then the date would look like this:
07/07/2015. If a dealer wanted their other fields to match that look, they may need to change the formatting on
the other date fields to be mm/dd/yyyy.

e The invoice report is already setup to display the TBD options, but in a future release dealers will have the option to
customize that.

If a dealer is using another Delivery Date field like DeliveryOn, you will need to edit that field. To do this select the field, right click
and select "Edit Field"

Delivery Date

uDelivert M

Iinimum for FREE Delivery:

uDeliver

Make Checks Payable To:

«MakeC Iy Paste Options:

Number of Order Forms: uFliersn b=
Number of Posters: 4Posters

! Update Field
Fundraiser Purpose: {{FundsFi S (TaEk I
Group Sales Geal: uGroupl Teggle Field Codes
Number of Sellers: 4Groupd A Font..
Minimumn Sale Per Person: uMinimu =

=q Paragraph...

R S S 3 Ia¥

A dialog box will open. Change the Field Name to DeliveryOnFormatted and uncheck the Preserve formatting during updates
checkbox (in the lower right corner). Then click OK. You would need to do the same steps with the Start / End times and Pickup
Start / End times if they want those on their templates.

Field ?

Please choose a field Field properties Field options

|:| Text to be inserted before:

Categaories: Eiald mama:

(Al v

DeliveryOnFormatted

[] Text to be inserted after:

Field names: ormag:

Fill-in ~
GoToButton Uppercase
Greetingline Lowercase
Hyperlink First capital
If Title case
IncludePicture

IncludeText

Index

Info

Keywords

LastSavedBy

Link

ListMum

MacroButton

MergeRec

Mergeseq

MNext b

[] Mapped field

|:| Vertical formatting

|:| Preserve formatting during updates

Description:

Insert a mail merge field

Field Codes

Cancel
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Tips & Tricks in My Fundraising Place

Global Search Button
Invoices to be Reprinted Check (Smart List)
Multiple Selects in My Fundraising Place

Global Search Button:

1

2.

Location of Global Search button

Hello, BobDay2
Sign out

Analytics ~

— tings «

Contacts ~ Fundraisers « Invoices - ActMties ~ Calendar Sales Maps ~ Delivery Tools ~

Groups ~

B Invoices
- Eaa

Toullems | Towd Bxt Mems | Towl Amt 8l To Cry

Name Ivoice Date | Davery Group Fundraisar Contact
sigons

= &
118070022 Aigona Chess Team - Fall 2018 /672018 62018 Aigona Chess Team Algona Chess Team - Fall 2018 Engen, Susan Staged Open £ 2 s21750 Algona
118060033 Aigona Footbal - Fall 2018 we201s w2018 Aligona Footbal Algona Footbal - Fal 2018 - Pending Open » £l 32700 Aigona
Aigona Tis Engen, Bob suged Open 125 125 s113250 Agona

*Algona AAU 88 - Fall 2018

Global Search screen

Sales = Marketing ~ Operations = Analytics = Settings ~

Contacts = Groups = Fundraisers = Invoices = Activities = Calendar Sales Maps = Delivery Tools -

Q Search
Type at least 3 characters to see results
Search T | Adva

Sales = Marketing ~ Operations = Analytics = Settings =

Fa

el Contacts ~ Groups = Fundraisers = Invoices = Activities = Calendar Sales Maps = Delivery Tools

@ soblong

A Lohg Bob Van Meter Schools Van Meter Dallas boblong@vmbulldogs.com 5153066877

@ BobEngen
MM Fngen Bob Algona AAU BB Algona Kossuth bsmengen@gmail.com 5153206565

@9 Algona AAU BB
W™ 1 |qona AAU BB Engen Bob Algona Kossuth robertengen@countrymaid.net 5152956565

@® Van Meter Schools
™ /5 Meter Schoals Long Bob Van Meter Dallas bob long@vmbulldogs com 5159962221

B&3 Algona AAU BB - Fall 2018

BF 4lgona AAU BB - Fall 2018 Algona AAU BB Engen Bob Algona Kossuth Fall 2018
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3. Global Advanced Search screen (Select options and click OK)

Sales = Marketing = Operations = Analytics = Settings =

N
PILOT

Contacts =~ Groups =~ Fundraisers = Invoices = Activities =~ Calendar Sales Maps ~ Delivery Tools -

Type at least 3 characters to see resulfs
Search i Clear Advanced Search

Include Contacts
Include Groups
Include Fundraisers

Doo®

I} Include Inactive/Closed

™ |gona AAU BB Engen Bob Algona Kossuth robert.engen@countrymaid.net 5152956565

@9 Van Meter Schools
™ o, eter Schools Long Bob Van Meter Dallas boblong@vmbulldogs.com 5158962221

B4 Algona AAU BB - Fall 2018
®&F sigona AAU BB - Fall 2018 Algona AAU B8 Engen Bab Algona Kossuth Fall 2018

Sales = Marketing ~ Operations = Analytics = Settings -

=)

Ll Contacts - Groups ~ Fundraisers = Invoices = Activities =~ Calendar Sales Maps ~ Delivery Tools -

Bob Adva Search

. Bob Long

Al | ong Bob Van Meter Schools Van Meter Dallas boblong@vmbulldogs.com 5153066877

. Bob Engen
Al Fngen Bob Algona AAU BB Algona Kossuth bsmengen@gmail com 5153206565

Invoices to be Reprinted Check (Smart List):

1. Creating Invoices to be Reprinted Check Smart List
a. Invoices that need to be reprinted will have an * at the beginning of the name

A & Sales = Marketing = Operations ~ Analytics ~ Seftings ~
PiLoT Programs = Incentives Price Lists Marketing Lists Emails Templates Goals Leads = Smart List Competitors

& SmartList Editor - Invoice

Name Invoices to be Reprinted

Filter

n Status% Mot Equal

And n n State Equals

O State Equals

State Equals

Name Containg
n Status Equals

Display Columns

Mumber

Canceled
Ordered
Staged

Delivered

Open

Sort Columns

Invoiced On [Asc]
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2. Opening Invoices Screen:

ndar Sales Maps « Delivery Tools «

B Invoices

GT[E]E] S ]| - [ — - =] ]

Mo Smart List

Wuresr name voiceDie | Devery Group Funcuiser Comicr st stas 7o
(=] ) gons
Inveices Created in the lest 14 days
18070022 Algans Chess Team -Fal 2018 80672028 a0 Aigans Chess Team Aigons Chess Team - Fall 2008 | Engen. Susan Suged open Aigona
118060033 Algona Footbal - Fall 2018 w6/2018 /82018 igons ¢ oatosll Algona Footbal - Fall 2018 Engen, Brane Penang Open Inveices Created in the last 14 days algona
18070001 “Algana AAUB -Fsl 018 7272018 2018 Algana AL B8 Aigons AU B8 - Fall 2018 Engen, Bob. Staged Open Invokes Created in the last 14 Days Lynn | Alpona

Hew
System

Accounts Receivable
Open Invoices

Pending Invoices.

3. After using Invoices to be Reprinted Smart List:

Activities ~ Calendar Sales

Mumber Mame Invoice Date T | Status

118070001 [Fhigona Aau 88 - Fall 2018 7/2/2018 Open

Multiple Selects in My Fundraising Place:

1. Multiple items in My Fundraising Place to make processing more efficient and quick:
a. Contacts (Sales > Contacts):
i. Delete selected items
ii. Mark to Inactive selected items
Add to Marketing List selected items

ing =~ Operations = Analytics = Settings ~

Contacts ~ Groups - Fundraisers = Invoices - Activities ~ Calendar Sales Maps ~ Delivery Tools ~

Last Name First Name lob Title City
Engen
Engen Brant Football Coach Algona

b. Groups (Sales > Groups):
i. Delete selected items
i. Mark to Inactive selected items
ii. Add to Marketing List selected items

Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~

Contacts = Groups = Fundraisers « Invoices = Activities = Calendar Sales Maps ~ Delivery Tools =

Name Phone Contact Contact Phone Contact Email ¢

Algona AAU BB (515) 295-6565 Bob Engen (515) 320-6565 _I

Algenz Chess Team (515) 295-7575 Susan Engen {515) 320-2323 sengen@gmail.com H
Algona Debate Team | (515) 205-089% Frank Cupersmith (515) 220-4242 _I
Algona Football (515) 295-6565 Brant Engen {515) 320-4545 bsmengen@gmail com 13

MN Timberwolves (515) 295-8787 Jimmy Butler (515) 295-6464 _I
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C.

d.

e.

Fundraisers (Sales > Fundraisers):
i. Delete selected items

A N g ~ Operations ~ Analytirs = Seltings -

5 ~ Invoices = Activities = Calendar Sales Maps ~ Delivery Tools -

Event Name Start On Status Fundraiser State Delivery Person Contact Owning L

Algena Debate Team -
Fall 2018

ﬂ-_-ﬂ

A.Igunx Foaotball - Fall
6/30/2018 Open Ordered

7/13/2018 Open Booked Frank Cupersmith

Brant Engen

MMN Timberwolves -
6/30/2018 Closed | Opportunity Jimmy Butler Bob
Fall 2018

Invoices (Sales > Invoices):
i. Delete selected items
ii. Print selected items
ii. Setas Ordered/Staged/Delivered — selected items

Bl Sales ~ Marketing ~ Operations ~ Analytics ~ Settings ~
PiLOT

Invoices

Number Mame

Invoice Date Delivery Group

2 o O Tt 20 ——

118060033 Algona Football - Fall 2018 Algona Football

i gmaure-atans s s ewess

Activities (Sales > Activities):
i. Delete selected items
i. Close selected items

Type | Subject Group Contact

PP DL: Algona Football 39 Ext. tems,
=l N

PP DL: Algona Debate Team 0 Ext. Items,
Al Debate T Cupersmith, Frank
Oy gona ‘gam ith, Fran|

L ———

Contacts ~ Groups = Fundraisers = Invoices ~ Activities » Calendar Sales Maps = Delivery Tools -
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