ORGANIZATION TAB
Organization Tab
Name: 

Address:  Spell everything out; no abbreviations

Phones:  Enter with dashes between numbers instead of parenthesis
Email: 

Web address: 

Primary Contact:  Type in last name; tab; list of all of those last names will appear; if correct contact is found, select; if not found, escape and complete the new contact screen (see Contact Codes fields and Contacts Update file)
Note:  If changing the primary contact:  choose Action, Clear Contact, 
Then proceed with new entry as above
Tax Status

Legal Name defaults from organization name used on the first tab; may be edited, for example, to include “Foundation” after a university’s name.  These tax status fields will be completed only if a grant is awarded, and will continue to be updated as additional grants are awarded or if tax status changes.  Be sure the “charitable organization” box at bottom left of the screen is checked.

Tax ID = Organization’s Employer Identification Number (EIN #); Important, will simplify Charity Check process
Registration Date = Date of most recent IRS determination letter we have on file

Financial report = Not required; noted only if sent in with proposal that was awarded

Cumulative Index = Currently not in use; previously recorded the year of the Index Book and page number that the organization was listed on in the Cumulative Index

Last verified by = Staff that verified tax status

Last verified on = Date of last tax status verification

Next verification on = Date one year from last tax status verification

Tax Status:  Click on the tax status line and select accordingly from the pull-down menu; the first line should be 501(c)(3), the second their 509(a) type, the third any type within the 509(a); the date for each can be the original determination date or most recent we have on file.
Background
Notes on the organization, perhaps address changed from…

a.k.a. = also known as = any other name the organization may be known as; i.e. if organization name is St. Andrews, the aka name should be Saint Andrews, so the organization can be found either way someone searches for it

Sort as name (system always places it in caps); will default from the organization name used on the first tab, but should be adjusted as in the example above (St. should be spelled out Saint) for proper sorting.

The United Way box should never be selected.  
For a newly awarded organization, a sensible combination of letters should be entered in the Vendor field; if not, the Finance department will populate this field when checks are processed.
Annual budget, not in use.

Wire Transfer Tab 
Not it use
Coding Tab
These organization codes will populate into a new request of the organization as it is being created.  In all cases, a pull-down menu is available to select the codes from.  Not important that this be completed at time of entry.

Program Area = Program Sectors; since a new request could pertain to any Program Area, it is frequently left blank until a decision has been made
Fund = Regular (generally, for Board-awarded grants); other codes are available 
Type = Select as appropriate

Geographical = Select as appropriate

Internal = Regular (unless EAR is required)

Org Type = Select as appropriate

Conflict = Director affiliations noted here
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