Non-Profit Donor Statements
Introduction

Thank you for trying the Non-Profit Donor Notices generator, by Big Red Consulting.
We’ve written this document to ensure you have a smooth start when using the tool, to provide an overview as well as detailed instructions, and to address frequently asked questions.
We recommend you print this document for easy reference, then review the document completely, and also review the in-product examples. Most questions are answered using these resources. 
Please note this tool can be very easy to use, but it’s not always easy to guess what to do without reviewing the documentation.

Overview

The Non-Profit Donor Notices generator works within Excel as an Excel Add-In. You load it into Excel from Excel’s Add-Ins dialog. It then creates a special menu to access its features to create donor notices.
The tool integrates with your existing QuickBooks company file by pulling your transaction data from QuickBooks to use a data source.
Please note:

QuickBooks is a registered trademark of Intuit, Inc.

MS Excel is a registered trademark of Microsoft, Inc.

The Non-Profit Donor Statements generator and this document are copyrighted by Big Red Consulting.
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First, some basics for managing the tool
This is an overview of various utility operations you may want to complete when using the tool. The later sections in this document cover the steps for using the tool.
Installing

If you downloaded the installer and ran it, and are reviewing this document from the Start menu, installation is complete.  However, you may still need to load the Add-in from within Excel.
If you downloaded the .ZIP file, installation of this Add-In is a matter of copying this document and the *.XLA file (the Excel Add-In) to a convenient folder. We recommend something like “C:\Program Files\BRC”.
Loading the tool in Excel

When Installation is complete, you may load this tool from within Excel. This is a one-time process. Once loaded, each time Excel starts the tool will be available until you unload it:

To load the tool, first start Excel & make sure a workbook is open (one usually opens when you start Excel.)

Excel 2010: 

1. Select File, then Options from Excel's menu.

2. In the Options dialog, select Add-ins.

3. At the bottom of the add-ins pane, select Excel Add-ins and press Go. 

4. When the Add-ins dialog opens, click Browse and navigate to the folder where you installed the tool (noted below.)

5. Select the *.xla file and then OK to close the dialogs.

Excel 2007:

1. Click the round Microsoft Office Button and then click Excel Options.

2. Click Add-Ins and then in the Manage box select Excel Add-ins. Click Go.

3. In the Add-Ins available box, click Browse... & browse to the folder to which you installed this tool (see below.)

4. Select the *.xla file & Press OK to close the dialogs. 

Excel 97 - 2003:

1. Launch Excel and then choose Tools | Add-ins... from Excel's menu.

2. Click Browse... & browse to the folder to which you installed this tool.

3. Select the *.xla file & Press OK to close the dialogs. 

At this point, you should see this tool listed in the Add-In dialog, with a checkmark next to it. Press OK to close the dialog, which will load the Add-In. 

In Excel 2007, you’ll see the tool’s access points from the Add-Ins tab.  In Excel 97 – 2003 you’ll see a new menu item appear just to the right of Excel’s help menu.

Trial Period

Once loaded, the tool is in “trial” mode. In trial mode, all features are available, but there are limitations to the number of statements that can be created (up to 15) per statement run.  After purchase this limit is removed.
Purchase & Entering your Product Key

To purchase the tool, select About & Purchase from the tool’s menu. Click the button Buy Online, and you’ll be taken to our website to a starting point to make your purchase.

At the end of the purchase, you’ll be given a temporary product key with which to fully unlock your tool for seven days.

Once your order is complete, you will receive an email with your receipt & permanent product key.

To enter your temporary or permanent key, choose About & Purchase from the Tool’s menu, enter the key into the Key field, and then press the I Accept button to unlock the product.

Note: You may copy the key from the email or web page and paste it in the key field: Use Ctrl-C (or right-click Copy) to copy the key & then paste it into the About & Purchase dialog using the shortcut key combination Ctrl-V.

Uninstalling

To uninstall the tool, first unload it from Excel. Unloading it is the opposite of loading it:

1. Start Excel and make sure a workbook is open (one usually opens when you start Excel.) Then choose Tools | Add-Ins… from Excel’s menu. 

2. Remove the check mark next to this tool and close the dialog. At this point, the tool will unload & the tool’s menu item will be removed from Excel’s menu.

3. Next, go to the Windows control panel, select Add/Remove Programs, and uninstall the tool.  If you used the zip file download, remove any files you copied to your hard disk.
Moving the tool to another computer

To move the tool to another computer,

1. Locate your tool’s key code. If you don’t have a copy of the email sent when you made your purchase, you can copy the key out of the tool’s About & Purchase dialog.

2. Uninstall the tool using the Uninstall section above.

3. Install the tool on the new computer.

4. Enter your product key into the tool on the new computer.
Getting ready to create statements 

What do you need to create statements? Here’s a rundown:

1. You’ll need to be on the machine where QuickBooks is installed with QuickBooks running and your company file should be open. 

QuickBooks 2006 - 2011 is required (or QuickBooks Enterprise 6.0 - 11.0.) We recommend getting the latest release of QuickBooks before using this tool, for best results.
2. You’ll need a printer supported by Excel (most anything) in order to print statements.

3. Windowed Envelopes (optional, but highly recommended.)  
The tool is designed to create statements that can be tri-folded and stuffed into #10 windowed envelopes, so no labels or manual addressing is required.  Customers have pointed out that the small additional cost for windowed envelopes more than makes up for the cost of computer labels, reduces the time spent matching the labels to statements, and totally eliminates errors where you could send a statement to the wrong donor.

What data is included on statements?

As noted above, this tool reads your data from QuickBooks and then from that creates donor statements.

Donations Detail

It uses selected accounts (based on your settings) to find the detailed data from which to create statements.  All sales transaction types are retrieved from QuickBooks.  These include Invoices, Sales Receipts, and Deposits.
Pledges Detail
Pledges can also be included on statements.  If included, your donors can see the outstanding commitment they have for the time period on the same statement where their donations are represented. Only Invoices are considered when looking for “Pledges”.
Creating your statements
To start the process to create statements, pick the first item from the tool’s custom menu, “Create Non-Profit Giving Statements.”
The process to let you set your options for creating statements is presented in a stepped wizard, where each slide presents you with a set of options, which are remembered for your next session.

The first slide of the resulting wizard helps you get your QuickBooks data. Note that you need either QuickBooks 2006, 2007, or Enterprise 6.0 or 7.0 to use this tool with QuickBooks. For QuickBooks 2006 and Enterprise 6.0, you must have at least R9 for the tool to work properly. You can update to R9 from QuickBooks help menu. For both versions, we recommend that you update to the latest releases of QuickBooks for best performance and the most complete data and options.
Subsequent slides are presented asking for the accounts you use, which donors you’d like to include, and what columns of data you’d like to show in the detail area of your statements.

Note that after creating statements and reviewing the results, you can re-create statements using the data already pulled from QuickBooks or you can pull data again for the same or a different data range. To create statements from data already pulled from QuickBooks, switch to the detail data worksheet before launching the Create Statements wizard from the tool’s menu.
Customizing the tool for your use

Accounts
The tool selects donation details from all of your QuickBooks data by filtering it for specific accounts.  After retrieving the data, you can then choose one or more account to include as donations in your statements.

Custom Columns for Details
You can show any of the available columns returned from QuickBooks in your data table. The tool defaults to a reasonable set of columns, but you may want to add or change these.  We suggest you always include at least the Date and Amount.
Subtotaling Details
For you can also subtotal the detailed data table.  For example, instead of (or in addition to) including the Account column in your table, you can subtotal by account.  When you subtotal, the donation data is automatically grouped by the field selected to subtotal, the Amount column is subtotaled.  The Amount column also gets a grand total.

Logo and Signature fields
You can also specify a logo and signature graphic to be included on your statements.  Select these options this on the Logo & Signature Tab of the Create Donor Statements wizard.

Here you can also shrink the graphics for better appearance on the printed statements. 

Note if you include a signature, you’ll also need to select where it goes in your intro or closing paragraphs on the Layout and Message slide of the wizard.  Do this by including the key auto-replace value “[Signature File]”

Custom Text messages to your Donors
The tool includes two powerful yet simple custom text fields you may include on your donation statements, one before and one after your detailed donation data.  In these fields, you can specify both straight text and “mail merge” fields.  Access to these text field is available from the Layout & Message slide of the create statements wizard.

You can set the fields’ heights in points (100’s of an inch) to match the data entered.  For longer messages, you may need to use trial and error to arrive at the correct cell height for your text (excel is not good at guessing the correct height.)
Mail Merge key words
These fields allow you to replace special key-words entered with values for each donor.  For example, if you enter [Name] as part of your text field, the donors name will be replaced with each statement.

Note you can see a complete list of available key words from a pick list at the bottom of the Layout & Message slide.  When you pick a value, it is copied to the clipboard so you can paste it into either the Intro or closing paragraph text fields.

Key supported Mail Merge Field explanations:
	Name
	Meaning

	[Salutation]
	This is a special field derived from your data.  It uses the ‘best-guess’ for a salutation by gleaning data from several available fields.  The first found non-blank value is used, found in these re4turned columns, in this order:  

Transaction Name Address To,

Transaction First Name & Transaction Last Name (both must be non-blank)

Transaction Company Name
Transaction Name
Detail Name

	[First Last]
	The Donor’s First and Last name as entered in the customer record.

	[Bill To Name]
	The first row of the Bill To address block, often the individual recipient’s name.

	[Name]
	Donor Name

	[Start Date]
	The start date for the data retrieved from QuickBooks

	[End Date]
	The end date for the data retrieved from QuickBooks

	[Total Gift]
	The total amount of the donations for the period

	[Company Name]
	The (your) charity’s legal name

	[Company ID]
	Your charity’s Federal Tax ID.

	[Bill To Name]
	The Bill To company name (the first row of the company address.)

	[Any Column Name]
	Here, replace Any Column Name with a column name from the returned data. Column names are the values in the first rows of the Data worksheet containing your QuickBooks data.

You can use any column, but it usually only makes sense to use a column that consistently has the same value for every donation for each donor.  For example, using the date or check number does not make sense here, as only the first found value is included.  Use values that are the same with each donation, such as the customer’s address data. You could, for example, use [Transaction Name ZIP] to include the ZIP code in your text field.


Aligning your statement data
The Non Profit Statements tool is intended to create statements which can be tri-folded and stuffed into windowed #10 envelopes.  When you do this, you don’t need to manually address your donation statements, or even print and affix mailing labels.
Step 5 of the statements wizard contains several custom alignment fields with which you can control the layout of your data.  These can be important to fine-tune if you intend to include the statements in windowed envelopes.  These fields are explained in this section.
To fine-tune alignment settings, we suggestion creating a trial run where you print only one statement.  To do this, first create statements as usual.  Then choose File | Print and in the Print Range fields enter pages 1 to 1.  As a result only one (or part of one) statement will print.  Take this statement, Z-fold it, and check it for alignment with your windowed envelope stock.  If needed, change settings then re-create statements (if needed) or print again (if changing the built-in alignment settings.)
Custom Alignment Settings

Note: These adjustments impact statements about to be created, not any exiting statement worksheets.
Address Gap:  This is the vertical space between your Legal name and address (the from address for mailing) and the donor’s addresses (the to address for mailing.)  Select the value, in points (100’s of an inch.)

Address Indent:  The address indent, if any, in characters.  Some windowed envelopes need the address to be indented as the to address window is positioned to the right of the from address.

Intro Gap: This is the vertical space between the donor address and the intro paragraph text.  Increase it if your intro text is visible before the first fold when the statements are tri-folded.

Built-in Excel Alignment settings.

Note: These adjustments, if needed, must be made each time you create statements on the resulting statements worksheet.

Even after making these adjustments, if your address fields don’t align, you may make adjustments to your statements using Excel’s page setup.  To do this, choose File | Page Setup from Excel’s menu.  Then, click on the Margins tab.

· Increase the Left Margin to move your addresses and other data to the right.

· Increase the Top Margin to move your data down on the printed page.
Creating a Mail Merge Table

In addition to creating statements directly in Excel, you can also create a mail-merge summary table which is suitable for creating labels or creating statements for you customers in another application such as MS Word.

To start the process to create a mail merge table, pick the option “Create Mail Merge table” from the tool’s custom menu.

Note: If you’ve already connected to QuickBooks to retrieve your data, you may start on the Data worksheet and to create your Mail Merge table and in this case you don’t need to get data from QuickBooks again. In this case, press Next on the first dialog.

The resulting interview to create your mail merge table is a cut-down version of the Create Statements interview, asking only applicable questions. The answers are shared with the Create Statements interview, so any setting made there will apply by default here.
The result of this process is a new workbook containing a worksheet of data where each donor record occupies one row on the worksheet.  It contains information such as the name and address, total giving for the matching accounts, and any outstanding pledge balance (optional.)

Once this worksheet is created and saved, you can use it as a data source in MS Word to create mail merge letters or email.  To start that process in Word 2003, choose Tools | Letters and Mailings | Mail Merge.
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