GIFTS TRAINING NOTES
Understanding the structure


Hanging file = Org


Manila files = each request, which can be Pending, Declined, Awarded, 



General Info for org, including tax info



Payment info by org or request



Contact info by org or request 

Note new ability to select one of the three available addresses for each 

request a person is affiliated with
Understand some of the fields and codes in Gifts (Fund, PA, $ req & rec) and the various programs of the Foundation, other than the Sectors:  Reg,  GCC, BP, BF, DIP, BPSDG, GC, PRIs.

Understand what some of these fields affect (budget worksheet, grant agreements, letters, mailings, agenda, awards, annual report, web site, tax return, audit).

Names/searching (Name, Legal Name, AKA, Sort As) watch for is v. contains and need for using Fund = Regular
Searches & Cum. Index:


Stanford University


Tufts University


St. John’s University


The University of Chicago


Sylvan 

Views

Adjusting views to print reports

Saving and editing views

Charts, changing values

