& TrailBlazer

Organize.Leverage.Succeed. Fund Allocation and Summary (Pivot) Report

Click here to view/download this article as a PDF.

Author: Joel Kristenson
Last Updated: 5/1/2014

Overview

This article will show you how to create new restricted funds. Enter and allocate a new contribution towards multiple funds at once, and how to
run a summary (pivot) report.

Outline

#1 Create a New Fund

#2 Manually Enter a Contribution and Allocate to Multiple Funds at Once
#3 Query by Funds and Run a Summary (Pivot) Report

#4 Related Resources

« Tip: Use the Ctrl+F hot key to jump to different sections using keywords like #1, #2, Related Resources
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Organize.Leverage.Succeed. Fund Allocation and Summary (Pivot) Report

#1 Create a New Fund

*Assumes you have proper security settings

Follow Application Menu > System Manager > Lists > Funds

a5 Help

Application Menu

Taszks

#- § Calendar/Tasks

[+ Email Campaigns

-¢ih Financial

£y System Manager
o[ Svstem Gallery

EIE] Lists
=] Account Types

Organization

Cycle

ESP IP Addresses

Expenditure Refunds

Expenditure Categories

Event Participant Types

Donor Salutation Tyvpes

FEC BExpenditure Cateqories

Funds 4——

Intemal Import Columns

»

m

This will display your current fund list. Click [+ New] from the search tool strip.
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System Manager

[ System Galle
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=] Account Types
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\i=| ESP IP Addresses

\:=| Expenditurs Refunds

\i=| Expenditure Categories

\i=| Evert Participart Types
\:=] Donor Salutation Types

\:=| FEC Expenditure Categories

73 Search %, Reset

iz

Favortes | 5L
9

@ Favorite Searches

- T R —
V=] Intemal Impoert Columns

#¥ Include % Exclude ﬁlﬂort @Fﬂrmat laEE}q::H:rrt

Funds [ 10 recornds found ]

Incl ::Dund Fund Name

Capital Campaign

Enter a Fund Name. In this case | created a fund called 2014 — 2015 Capitol Campaign.

If you want to make the fund Active and/or Show on donation page - check the corresponding boxes. In this case I did both.

Click [Save] when you’re finished (You can always open these funds back up in the future to make adjustments).
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& TrailBlazer

Organize, Leverage. Succeed.

Create Mew Fund Card

File ~ Edit - 7
i 2014 - 2015 Capitol Campaign

EFurH:I MName:
Show on donation page

Lctive

Admin Admin [b@ Save

Logon =

Click [Search] to refresh the list.

KNOWLEDGE BASE www.trailblz.com/kb



http://www.trailblz.com/kb

g-‘ TFCH[B’azer Fund Allocation and Summary (Pivot) Report

Organize, Leverage. Succeed.

<3 Search |, Reset | <k New 0 |6 O @ | File - Edit - | @ | Funds
Q

Fawortes | SQL

Q

% Favorite Searches

m . .
%% Include % Exclude |} Sort FEF)Format | %% Export ‘2 Print | [ Pivot |

Funds [ 12 reconds found ]

el Fund Fund Name Show Cn Active - Show In
] Donation Page Dropdowns

1 2014 - 2015 Capitol Campaign
12 Tech Fund - Software & Hardware

-

Newly Created Fund | Columns display which funds are
active online and which are available
in the databasedrop-down menus.

This is how it would appear on your donation form:
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Organize, Leverage. Succeed.

Donation Amount

@ 10

© 200

Make my payment

@ single © Monthly

© Annually

Would you like to specify a particular
fund?

Mone IEI

Mone

Capital Campaign

Mew Foof Fund

Scholorship Fund

2014 - 2015 Capitol Campaign
TETTTOTY

Mame Here
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As of the date this article was written your online donors can only contribute to a single fund per donation. The next section will show you how
you can allocate a manually entered contribution to multiple funds at once inside the database. This could come into play for check/cash/in-kind
donations, but you could also open a pre-existing credit card donation and allocate it to fund(s) after the fact.

#2 Manually Enter a Contribution and Allocate to Multiple Funds at Once

Navigate to your donors list.
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@ Help

Application Menu «“

EBl:z2d

Tasks

- § Calendar/Tasks

{8 Donors #—

-8 Minnesota Voter List

----- Addresses

----- Households

--{aff Donor Relationships
%z Donors. Other Formats
(-4 Contributions/FPledges
#- Product Sales

w-<» Logs
- Email Campaigns
[+-¢ 3 Fnancial

=1

]% System Manager

Query for the record of the person who contributed. In this example | found my own record (Joel Kristenson).
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<3 Search %, Reset | 4k New |S|E 0 | L) oF {4 | File ~ Edit - | & | §gInclude Other | Donors
Q

Favortes | 4% General | Address | Household | Attibute | Canvass | Contribute | Pledge | Event | Log | Admin | sQL |

#* Name | Phone | E-Mail | Email Links | Profile | Work | Demographics | User, Tet | User, Dates | User, Decimal | Cther |
Qo

Individual Last Name: w  Prior Last Name:

Corporation First'Org Name: Joel - Title:
Middle Name: -  Suffix

Foundation

Mickname:

=8 Edi i i i = pi
SEEdit | % Include % Exclude | Sort ) Format | &% Export 2 Print |Summarj.r 1] & |[E Pivet |

Donors [ 19 reconds found |

Address Zip }
Type Address State Code Email

12756 || Krstenson Joel Home 1601 E 25th 5t Apt 110 | Hibbing MM | 55746 | jkristenson@trailblz.com

Open the record and click on Contribute.
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File - Edit + | 3 | @ | [d) &= | % 8C | Joel Kristenson [12796]

Title: - Home Address
First Name: Joel 1601 E 25th St
_ Apt 110
Middle Name: Hibbing, MM 55746
Last Name / Suffix . Kristenson - No Photo
Prior Last Name: Email Work Address
) jkristenson@trailblz.com
Mickname:
Donar Type: [kﬂuﬁm;ﬂ - ] Mo Address

'
| General | Household | Gallery | Attribute | Poll | Relation | Contribute | Pledge | Event | Logs | Sales | Admin |
B Mew |$Include 5 Exclude |@50rt @Format |EEExport &Print |I

ontributions [0 records found

Amourt De-  Applied

Incl  Open ID Date Amourt Refunds  After Cycle E;'Em Event ;?t;n::t pos-  Against gieesd
Refunds ted Pledges

3 .00 00 00 .00 .00

Click [+ New].

KNOWLEDGE BASE www.trailblz.com/kb 10



http://www.trailblz.com/kb

& TrailBlazer

Organize.Leverage.Succeed. Fund Allocation and Summary (Pivot) Report

File - Edit = | 3 | @ ‘= | @ 8L  Joel Kristenson [12796]

Title: Home Address

First Mame: Joel 1601 E 25th St
Apt 110
Middle Mame:

Hibbing, MM B5746
Last Mame/ Suffix:  Kristenson - Mo Photo

Prior Last Name: Email
jkristenson@trailblz.com

Work Address

Mickname:

Dionor Type: ’kﬂv:’-dud - ] No Address

Household | Gallery | Attribute | Poll | Relation | Cortribute | Pledge | Evert | Logs | Sales | Admin |

|gNew #% Include % Exclude ﬁﬂort @Format BEE}{;:M:I-rt &Print

Amount De-  Applied
Incl  Open 1D Date Amourt Refunds  After Cycle E;rerrt Event ;Egtw:? pos-  Against Eﬁieesd
Refunds ted FPledges

Fill out the fields relevant to your situation from the General tab, and click [Save]. / entered a 51,000 single time contribution.
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Organize, Leverage. Succeed.

9 Contribution

File - Edit - | | @

Joel Kristenson

1601 E 25th St
Apt 110
Hibbing, MN, 55746

N

Refund | Allocate | Match | Memory/Honor | Notify | Other |

[ore) 7)
| Calendar Year 2014 -

Date Received:  05/01/2014 Elr
Type: [[}Ed{ - ]
Recurrence: [Sngie - ]
Check Mumber 1234

Amount: 1.000.00

Memo:

Logon=  Admin Admin JIL-_I Save ”;’@Sal.reandﬂlnse H@Cannel ]:
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Click on the Allocate tab and click [+ New].

9 Contributicn

@ |2

Joel Kristenson

1601 E 25th St
Apt 110

File » Edit - | | @

Hibbing, MN, 55746

Amaount:
Less Refunds:
Met Amount

Genesl | Refurd|

Allocate

Match | Memory/Honor | Notfy | Other |

Bl Mew | % Include % Exclude @Sor’c @Format DEE}{FI'DIT
Allocation to Speciiic Funds

- Incl  Open

Fund Mame

Enter the Amount to allocate towards a particular fund and click [OK]. I entered $500 and selected the 2014 — 2015 Capitol Campaign.
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Contribution Allocation B

X

Fund: | 2014 - 2015 Capitol Campaign -

: 500.00

@ %] [@Cres ]

Click [+ New] to allocate another portion of the remaining amount.

General | Refund | Alocate | Match | Memory/Honor | Notify | Other |
B Mew | % Include % Exclude ﬁﬂor’c @Format BEE}(;}-::l-r’c

Allocation to Specthic Funds

- Incl Open  Fund Name Amount

IE9 E2 [cen [[[2014- 2015 Capitol Campaign [ so0.00

Trail Blazer will fill in the remaining contribution amount. Choose another fund to allocate money towards and click [OK]. ! allocated the remaining
S$500 toward my Tech Fund — Software and Hardware.
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Contribution Allocation
x|

{Fund: | Tech Fund - Software & Hardware |

Amaount: R00.00

| oK | |@cancer | I

Click [Save and Close] when finished.
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) Contribution

File - Edit - | % | @

Joel Kristenson

1601 E 25th St

| apt110
Hibbing, MN, 55746

General | Refund Match | Memory/Honor | Notify | Other |

I BB MNew | % Include % Exclude | Sort ) Format | &% Export
Allocation to Specihic Funds

- Incl me Fund Mame Amournt

pen ||| 2014 - 2015 Capitol Campaign 500.00

--II

Logon = Admin Admin (| Save | [(##Save and Close | [@Cancel |

In the Contribution tab it will display how much of the contribution was allocated towards funds.
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File - Edit = | | @ | [d] <& | @ 8§ | Joel Kristenson [12796]

Title: - Home Address
First Mame: Joel 1601 E 25th St
i Apt 110
Middle Name: Hibking, MM 55746
Last Name / Suffix :  Kristenson - No Photo
Pricr Last Name: Email Work Address
) jkristenson@trailblz.com
Mickname:
Donar Type: [Mﬁduzi - ] Mo Address

| General | Household | Gallery | Attrbute | Poll | Relation | Contribute | Pledge | Event [ Logs | Sales | Admin |
ER Mew |¥*"Include % Exclude |@50rt @Fﬂ-rmat |DE Export &Print |@Pivﬂ-t |

Am Allocated
o Payment to
Incl  Open 1D Date Amount After Cycle Method Sneciic
Refunds FLF:nds
k W
= 1.000.00 (| 1.000.00 L 1,000.00

#3 Query by Funds and Run a Summary (Pivot) Report

Navigate to the Contribution Allocations list.

KNOWLEDGE BASE www.trailblz.com/kb 17



http://www.trailblz.com/kb

& TrailBlazer

Organize.Leverage.Succeed. Fund Allocation and Summary (Pivot) Report

g5l Help

Application Menu

Tasks

[ Dashboard
- & Calendar/Tasks

--[8F Donors

-[8F Minnesota Voter List

----- Addresses

----- Households

-[8F Donor Relationships

=%z Donors. Other Formats
=4 Contributions/Pledges
- Contributions

-4y Contribution Allocations
-4y Contribution Matches
-4y Contribution Motifications

-{=] Thank You Letter - Contributions

- Reports
- Product Sales
- Logs

(-7 Email Campaigns
[+ Fnancial
-G System Manager

Click [Search] to see all contributions that have been allocated towards funds. It will display relevant columns in the grid. In my sample database |
had 206 contributions allocated towards funds for a total of $131,106.38.
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< Search . Reset |4+ New |[B]E 0 | k) ¥ @ | File - Edit - | @ |
Q

Favorites | General | Cortribution | SQL |
Q

‘ Amount Range:  minimum » to  madmum

Fund: <ignaore

{4 i |
E =g & . i
:E Edit |‘%’Include 5 Exclude |@50rt @Format | aExport &Prlnt |@Pwot |

Contribution Allocabon List| 206 records found |
Contri- &>

) Last First
18] Ilz:nl:L].ltlun Date Name Name Amount Fund a|:|

551 51,2014 Joel 500.00 || 2014 - 2015 Capitol Campaign
1211 | MA72009 Caraill 5,000.00 || Capital Campaign
11172010 || Proehl Angela 5.000.00 || Capital Campaign
11/4/2010 || Abdi i 200.00 || Capital Campaign
131 11/52010 || Yokiel 460.00 || Capital Campaign

3602
2605

SlElElElSlE

131,106.38
el ———}

Logon=  Admin Admin | ‘h@ Save and Close | [& Reports ] [@ Close ]
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Organize, Leverage. Succeed.

You can further restrict the search query by things like date range, amount, a specific donor, among many other things.

After your list is populated with records click the [Pivot] button.

<3 Search % Reset | 4= New r= | ) % {* | File - Edit - | ./ | Contribution Allocation Lis
Favorites | General | Contribution | SQL |

Q

~ Amount Range:  minimum » to  madmum -
Fund: <ignaore: |z||

\

S8 Edit | % Include % Exclude ) Sort B Format mEE}q::H:rrt &Print @Pivotl
Contribution Allocabon List [ 206 records found ]

Cartri-
) Last
bution Date Name Fund -

D
5571 5172014 || Kristenson Joel I 2014 - 2015 Capital Campaign

1211 | 1172009 i Capital Campaign

Check Fund from the Row Labels tab.
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Create Pivot Table

Row Labels | Column Labels | Data |

Amount = Pivot Table Rows

] ot ton D Gam e |
Donor ID P Fund Fundiame [ Fund

First Name

Fund ID

ID

Incl
Last Mame

] MI

Owerall Progress
=
Waiting for user input...

Step Progress
[

Check Show count of occurrences and Amount from the Data tab.
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Organize. Leverage. Succeed.

Create Pivot Table

| Row Labels | Column Labels | Data |

Show count of occurrences Pivot Table Dala
| Columns . Column Heading

M ([ Incl

Owerall Progress
=
Waiting for user input...

Step Progress
=

Click [OK] to create the pivot table.
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Cwerall Progress
|

Waiting for user input...

Step Progress
|

N\
@ ok |[@cancel |

Trail Blazer will display a progress bar, if you're working with a huge amount of data pivot tables can take a bit of time to run.

Here’s an example of the final result. | sorted by SUM (Amount) in descending order to put the largest fund at the bottom of my list.
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Allocation Funds Pivot Table - Count / Amount / SUM

ry '
) Sort B Format EExport &Prmt (& Chart |
Contribution Allocabon Count.Amount by Fund

el Fund ?“NT -

104.55
200.00
500.00
500.00
310.00
32218
500.21
1.211.12
2,125.00
35.451.64

Grants

SchalorShip 100 - Female Culinany Arts Fund
2014 - 20115 Capitol Campaign

Tech Fund - Softwars & Hardware
SchalarShip 100 - Mickels Mursing Fund
Sponsorship - Bob Meyer

Theatre Equipment

Japan - recovery
ScholorShip 100 - African American Murses
Schalarship Fund
Mew Roof Fund 4044212
3 Capital Campaign 4793912

E—’nmmmmm—n—n—nm

HEEEEEE ] EE

131,106.38

Total

You can Export, Print, and Chart the report. In this example | created a Column graph.
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1
& i
EEF| Sort EF) Format | %% Export % Print | [ Chart |

Contribution Allocabon Count. Amount by Fund

=3
o

Fund -

Grants

ScholorShip 100 - Female Culinary Arts Fund
2014 - 2015 Capitol Campaign

Tech Fund - Software & Hardware
ScholorShip 100 - Nickels Mursing Fund
Sponsorship - Bob Meyer

Theatre Equipment

Japan - recovery

ScholorShip 100 - African American Nurses
Scholorship Fund 35451 .64
Mew Roof Fund 4044212

Capital Campaign 3 4795912

104.99
200.00
500.00
500.00
810.00
82218
500.21
1.211.12
212500

= | =] | ] | | e ] | 0 ] ] |

e
H8 wlo|wvm|w/=|a|aln

131,106.38
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| Chart - Contribution Allocation Count Amount by Fund . B
Series + || Column - |& |

B COUNT (7)
o SUM (Amount)

Capitzl Mew Roof  Scholorship ScholorShip  ScholorShip Japan- ScholorShip Grants Thestre  Sporsorship 2014-2013  TechFund-
Campaign Fund Fund 100- 100- TECOVery 100 - Equipm=ant -Bob Capitol Software
Micksls African Famzle Mayer Campzign & Hardwarz
Mursing American Culinany
Furd Nurses Ants Fund

You can print out the chart.
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Chart - Contribution Allocation Count Amount by Fund

Series + || Column || i |

\

Capitsl Mew Roof  Scholorship  ScholorShip  ScholorShip
, BASE Www.trailblz.com/kb 27
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The pivot function exists on nearly every list throughout the database. Try playing around with it or call us for advice. You may run these types of

reports:

Email campaign opens by state

Donors by state

Volunteer hours by person and date range
Sum total of pending/approved/decline grants
Duplicate records by email address

0Q9

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources

#4 Related Resources

Article: Enter Contributions

Video: Getting Started 106a — Entering Contributions (NON PROFIT ONLY)
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Video: Getting Started 106b — Entering Contributions (POLITICAL ONLY)

Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com

E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft

*As a policy we require that you have taken Trail Blazer’s intro training class before calling or emailing tech support. Click Here to view our

calendar for upcoming classes and events. After signing up you will receive instructions for how to log into the interactive online webinar.

*This service is included in your contract.
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