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How Do | Create a Fund and compose a Donation Fund Thank you Letter?
Version 4.0

Creating a fund is a useful tool for organizing, tracking and reporting on donations. Once a
fund has been created, it will be available in the fund drop-down menu when entering a
pledge or donation receipt.

To create a fund within PastPerfect 4.0:
1. From the Main Menu, click Setup, and then click Contacts.
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2. Click on the Donation Funds & Pledges tab.
TIP: If this is the first fund being entered into the PastPerfect program, you may want
to Setup a Default Donation Fund Letter.

3. To add a new fund, click Add, type the name of your fund, and then click OK.
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4. To add code for the fund, click in the code field to the right of the fund, and then type

up to ten characters.
TIP: Fund codes are optional and can be used to group multiple funds for accounting

purposes.
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5. Click once on the name of your new fund to highlight it.
6. To add a letter that will correspond with this fund, click Compose Donation Fund

Letter.
TIP: If you have created a Default Donation Fund Letter prior to the addition of this

fund, the default letter will be the foundation of this new letter.
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The title of the fund will appear at the top of the PastPerfect WordRite screen.

You may edit the text of this letter, if needed.
If you would like to add a field, place your cursor where you would like the new field to

appear.
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10. Select the down arrow to the right of the Insert Field box, and use the scroll bar to view

the list.
11.Click on the desired field.
12.Click Insert Field. The field name will appear in angle brackets.

TIP: Any punctuation should be added before or after the angle brackets, not within
them.

13.0nce you are happy with your letter, click Save.

14.When it indicates that your letter was saved, click OK.

15.Click Exit to return to the Setup Contacts screen.
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<Date>

<Name_& Title>
<Company>
<Address1>
<Address2>

<City>, <State> <Zip>

Dear <Dear>:
Thank you for you donation of $<Amount> to...

Again, thank you for your generous donation. Our history can only be preserved by caring
members of the community like you.

Sincerely,
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16.Click Exit again to return to the Main Menu.

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!



