Procedure for Batch Pledge Entry
These procedures are for entering phonathon pledges. 
Batch Design
From Raiser’s Edge main menu, select “Batch” and click on “new gift batch”. A batch number will be automatically assigned to the new batch.

Enter your projected number of gifts and a projected amount, which is the total dollar amount of all gifts being entered on the batch.

Enter description: the date the batch is going to be committed and description of the batch. Example: 01-30-07 Phonathon Main.

Click on the Fields (2) tab: Select Load from an Existing Batch and type in “template” when prompted for a batch number. Select Template: MAIN Phonathon Pledges and click open. 
You may click on the Defaults tab to modify the batch to repeat selected fields throughout the entire batch. Example: If the entire batch is for one particular fund, appeal or campaign, you may enter that in the defaults to automatically apply to the entire batch.

Select Data Entry to begin entering the gifts on the batch design you have just created.

Gift Entry

You may enter gifts several ways depending on the documentation received with the gift.

· Barcode: you may scan the barcode that is on the gift reply form or the phonathon pledge form.
· Constituent ID #

· Constituent name (last name, first)
Tab through the batch to complete gift entry line per record. 
Things to watch for:

1. Split Gifts: Gifts may come in with more than one fund designation. Enter the total gift amount in the batch and click on the “split gift” icon on the batch toolbar. This allows you to enter the specified amount designated to each fund. Note: Acknowledgement letters must be done manually thru the gift record for split gifts.
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For Phonathon, the Reference is used to document the student caller’s name.  Please be careful of punctuation as this will print directly onto the acknowledgement letter.

Before RE will let you tab to the next line, you must complete an “installment schedule”, even if there is only going to be one payment.


Click on the button that looks like a calendar.
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Change the frequency and number of installments as necessary.  Put the date that the first payment is due as the starting date and then click on the “Distribute” button.

Then click OK

Batch Completion

Once all gifts have been entered in your batch, you should skim through the batch to check that all fields in your batch are completed accurately.

Validate: Once batch has been checked for accuracy you can now validate your batch. You can do this by clicking on the validate icon on the batch toolbar. You will need to check that your projected amounts balance and that there are no exceptions. Note: If your batch has any overpayments on pledges you will see that your projected dollars do not balance. Make sure that the difference is the amount of all overpayments and then click on modify batch totals. 
Print Validation Report: After the batch has been validated click on the printer icon drop-down and select validation report.

Check and Balance: Make sure your check totals on the last page of the batch are equal to the total check deposit amount.
Now you are ready to do Acknowledgement letters!
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