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How do | enter a Pledge payment?
Version 4.0

Option 1 — Add a payment from a Contact record:
1. Click on the Donations tab on the Contact record.
2. Click Enter a Donation Receipt.
3. You'll be asked if you want to apply this receipt to the pledge. Click Yes.
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Country USA Campaign: 2009 Annual Fund Drive Field 6 0.00

Activity: Annual Appeal Letter
Balance due: $1000.00
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4. Enter the payment information, and then click Post.

5. Click Yes when asked if you are sure you want to post this donation.

6. You will then have the option to print a Thank You Letter.

7. Click Exit. You should see the latest payment appear in the Donation History list.
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Option 2 — Add a payment from the Pledges/ Receipts screen:
1. From the Main Menu, click on Pledges/Receipts.
2. Click Enter Receipt under Donations.

= Receipts for the year 2009 (=
January | February I March I April } May I June } July \ August \ September } October I November } December \ Entire Year 2009
Pledges Membership Dues
Date From [ Amount] Date | From [ Amount] Date | From [ Amount
0211112008  Hiton, Richard L. 100000 |[02/1172008 |Hikon, Richard L. 50000 |[02/2172009 |Carter, Milicent 20000
02/03/2009 |Carter, Rose 1000.00 02/15/2009 |First Interstate Savings and Loan 150.00
Total pledges: 1000.00 Total donations: 1500.00 Total dues: 350.00
Enter Pledge Print Pledge [ Enter Receipt l Print Receipts Print list ‘ Enter Receipt ‘ Print Receipts | Print list |
Changeyear  Year Double-Click on entry for detail. Bateh Processing Exil[fle

3. On the Enter Donation Receipts screen, choose the donor from the Individual File list
by double clicking on the donor’s name.
4. You'll be asked if you want to apply this receipt to the pledge. Click Yes.
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January | Individual File Double-Click on doner 1o sslect

Gray, Sherman 4|
Griesau, Gene

ftware Company

Date
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Grimes, Jennifer
Gruber, Francis

Haggart, John & Stephanie
Haggart, Wiliam & Dawn
Hall, Alan

Hallenbeck, Doris

Halse, Marcia

Hamann, Nike

Hannum, Michael
Hanover, Henry

300 N. Posttstown Pike
Exton, PA 19341
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@ Do you want to apply this receipt to the pledge for $1000.00 made on
i 02/11/20097
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Pledge® 77
Campaign: 2009 Annual Fund Drive
Activity: Annual Appeal Letter
Balance due; $500.00
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Hiton, Earl
Hiton, Ernestine McMilan
Hoagland, Jack

Hobert, Susan

Hoellen, Robert
Holivay, Kent & Ruth
Holmes. Waraaret

=

In memory of

"

In honor of o 00
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When creating thank you letter use Dear: Formal (" Casual

[

Sortby: (* Last I First {  Company Post | Thank You Letter ‘ History

Enter the payment information, and then click Post.

Click Yes when asked if you are sure you want to post this donation.

You will then have the option to print a Thank You Letter.

Click Exit. You will see the donation in the Donations table on the Receipts for the
Year screen. If you go to that contact’s record, you will see the payment information
under the Donations tab for that contact.
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For more information on Pledges and Receipts, you can review Chapter 16 in your
PastPerfect 4.0 User's Guide. If you have any questions, please contact our Support Office at
1-800-562-6080 or email support@museumsoftware.com. Thank you for using PastPerfect!



