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How do | enter a Pledge?
Version 4.0

From the Pledges tab on a Contact record:
1. Click Enter New Pledge.
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2. Select a Campaign, Campaign Activity, and Fund from the drop-down menus. If a Campaign
has a default fund selected, it will automatically appear.
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Enter a Pledge Date. Today’s date is entered automatically.

Select a Solicitor, if any, from the drop-down menu. The names on this list can be edited by
going to the Main Menu | Setup | Authority Files | Solicitors.

Enter the Amount (the full pledge amount), then enter the date the first payment is expected in
the 1% Payment Date field. A value must be entered into these fields for the pledge to be
posted.

Enter the Number of Payments that can be expected, and a Payment Interval. PastPerfect will
then generate the schedule of payments based on these fields. This schedule will divide the
total amount pledged evenly between the number of payments.

Enter Notes and In Memory of or In Honor of names, if applicable.

If you do not want to send a reminder letter, check the Don’t Send Reminder box.

Click Post.

Please note: Posting the pledge simply creates a pledge record. If the contact is also making the first
payment on a pledge, you will need to enter the payment under the Donations screen and apply it to
this pledge.

For more information on pledges, 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!



