(Ver. 11/11/10)

This document replaces the 11/8/10 version of the same title.

Adding a “Memorial Gift” to the   Blackbaud-Kintera(FACTS) Donor Management System
Memorial Gift Entry has been further simplified in the Blackbaud-Kintera(FACTS) Donor Management System.  This entry process allows for Memorial Gifts to be searched for later on for specific gift information or to create a Memorial Gift Report.
Entering a New Gift as a Memorial Gift/Tribute Gift
1. From the home page, click Search & Edit Donor Records

2. Using the grey search bar, search for the person to update using name or supporter id

3. In the search result, mouse over the word Manage next to the name and click on Manage Contact

4. Click on the Add Gift Entry link on the right side of the screen

5. Under Gift Subtype drop-down box, select “Memorial/Tribute” 
6. Under Fund Designation drop-down box, select appropriate – “Restricted” or “Unrestricted”
7. Under Campaign drop-down box, select year donation received (ie., 2010-2011)

8. Skip the Source Code drop-down area.  This field is not used.

9. Under the Appeal drop-down box, select “Memorial – Tribute Gift”

10. In the Edit Notes field, enter the specifics of the gift – ex:  Memorial Gift in honor of Mr. Bob Jones    

11. Click Save

Adding a Memorial Gift/Tribute Designation to an existing transaction.  (To be used if you want to clarify that a donation you already entered is a memorial gift)  
1. From the home page, click Search & Edit Donor Records

2. Using the grey search bar, search for the person to update using name or supporter id

3. In the search result, mouse over the word Manage next to the name and click on Manage Contact

4. Click on the Financial tab

5. Click on the Transactions tab

6. In the list of transactions, find the specific transaction to update.  Mouse over the numbers in the Transaction ID column and click on Manage

7. Click the Edit button and click on Adjust

8. Scroll down to the Gift Subtype drop-down box, select “Memorial/Tribute” 
9. Under Fund Designation drop-down box, select appropriate – “Restricted” or “Unrestricted”

10. Under Campaign drop-down box, select year donation received (ie., 2010-2011)

11. Skip the Source Code drop-down area.  This field is not used.

12. Under the Appeal drop-down box, select “Memorial – Tribute Gift”

13. In the Edit Notes field, enter the specifics of the gift – ex:  Memorial Gift in honor of Mr. Bob Jones    

14. Click Save
