North Shore Choral Society Job Procedures: Computer Services Coordinator

Illustrations: Joomla! front end

Notes

https://nscscrm.northshorechoral.com/

The NSCSCRM Relationship Management website URL is
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1. This is the Home page.

You must login to get to any other
page.

Clicking on the “click here” text or
the NSCS logo takes you to the
NSCS production site, implemented
in a different Joomla! environment.

The rest of these illustrations assume you have been successful in logging in to
the NSCSCRM Joomla! Relationship Management website .

, . e — T
Relationship Management

Main Menu

You are here. Home s CorCRM Documen tation

CiviCRM documentation
CiviCRM User Manual

wnisy, Here b3 a link 12 she moest current version of the documentation

wing the POF below.)

CoviCRM Book: Usimg ChiCRe — Develop amd implement a fully-fumctional, systematic CRAM plan for your organizotion using ChicRm by

2. This is the CiviCRM
documentation page, which is what
you see after a successful login.

Click the Relationship Management
title at the top (or the NSCS Board
and Coordinators menu item) to
return to the Home page. You can
log out from there. (Logging out of
the front end site does not affect
your login status on the back end.)
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Illustrations: Joomla! front end

Notes

Relationship Management

Main Menu

ere; Home s Task Force

Inspect NSCS CiviCRM
You are logged in 1o of the NSCS CRM site 1f
NSCS's ChiCRM

3. This is the Task Force page.
The pencil/page icon

A

means your ID is authorized to
update this “article” via the front
end editor.

Single-click the CiviCRM icon
‘i:?-

CiviCRM

to access the admin (back end)
login page.

Relationship Management

Main Menu

Authar

Hwritten by Renata Lowe and Ellen Pullin

Display ® 10 =

4. This is the Status Report page.

Relationship Management

Main Menu
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5. This is the Project
Documentation page.




North Shore Choral Society Job Procedures: Computer Services Coordinator

Illustrations: Joomla! back end

Notes

The NSCSCRM Relationship Management administration website URL is

https://nscscrm.northshorechoral.com/

These illustrations assume you have been successful in logging in to the NSCSCRM

Joomlal administration environment .
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1. This is the Control Panel, which is
the program which manages the
NSCS Relationship Management
website. Single-click any icon to
access that component.

(The arrangement of the icons
changes depending on the
dimensions of the window.)

User Manager

2. This is the shortcut for User
Manager, which is the component
which manages access to the NSCS
Relationship Management website.
Single-click the icon to view the list
of Joomla! users. Click the first
item in the Site menu to return to
the Control Panel.

o

Edit Profile

3. This is the shortcut which allows
you to update your own profile
(Name, Login Name, Password,
Email). Single-click the icon to
access.

Tk
b?

CiviCRM

4. This is the shortcut for CiviCRM,
which is the component which
manages the NSCS Relationship
Management database and its
content. Single-click the icon to
access CiviCRM.
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lllustrations: CiviCRM (Contacts)

Notes

These illustrations assume you have been successful in logging in to the NSCSCRM

Joomlal environment.

H Joomiol  Administration

T CIVICRM

CiviCRM Home

Walcome to your Home Dashboard

Your dashboned poddas 3 one-Scmen vaw of tha data tRar's mast impentan 1o
iufed Bom the reports you select, and is displiyed in dashists’ (sectaons of th

Recent ltems

New Individual

First Hame:

1. This is the CiviCRM Home page.

Note: Dashboard Configuration is
not currently working for CiviCRM
implementations using Joomla!;

a continual “Loading...” message is
displayed for any ‘dashlets’ selected
by an administrator.

Find Contacts

Contacts

{» | Search

@ Name/Email
@ CiviCRM ID

Woodard, Dan :: dhwoodard62@gmail.com

@ External ID

@ First Name

@ Last Name

® Email

@ phone

@ Street Address
@ City

@ Postal Code

@ 1o0b Title

CRCRM
Find Contacts

- Contacts

Find Contacts

Advanced Search

Fulktext Search - Edit Search Criteria

Search Builder

Find Contributions is... .
Find Mailings o

Find Memberships v
Find Participants with

Find Activities

e

Custom Searches

Contact Searches

2. There are multiple ways to
search for a contact to initiate an
update for that contact’s info, or for
other data related to that contact
(contributions, ticket purchases,
membership info)
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lllustrations: CiviCRM (Contacts)

Notes

& Dan Woodard
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Dan & Joan Woodand (Gt

= NSCS Patron Preferences.

sma D & Joan Weodsnd

Contact Data Update

3. To update info for a specific
contact already in CiviCRM, start
with the View Contact screen.
Mouse over specific sections (email,
phone, address, communication
preferences, etc.) for the option to
update just that data.

The NSCS Member data tab has
data only captured for members.
The External ID field is the NSCS
dBase ID.

New Individual

# Expand all tabs

Prefix First Name Middle Name Last Name Suffix
e J | | J o) #

Current Employer Job Title

-nore - a | J | J

Email 2dd on Hola? Bulk Mailings?
[ [reom [o] # & :

» Signature
Phone Phone Location  Phone Type
[ e[ ] Personal | v | # [ Phone ‘|~

Add another Phone number
Website Website Type

[ | Work % |v| &
Add another website

Source External ID

Browse/Upload Image

r Matching Contact(s)

~ NSCS Patron Preferences

Preferences for Concert Program Booklet acknowledgments

Has this donor requested not to be listed in concert program boaklets? If yes, also enter Anonymous in the Donor
Display Name

O Yes @No

When the first donation for this contact is recorded, enter the name to be shown in the concert program booklet
Please use & instead of ‘and to reference multiple people

Donor Display Name | ‘

b Address
~ Communication Preferences

® Formal © Familiar
Postal Greeting
Dear {contact.first_name} [7] | {contact indvidual prefid [z

Anonymous Danor?

Email Greeting Addressee
Dear {contact frst_rame} 7]

~select -
{contact.individual_prefix{  {contact.first_name}{ Hcontact.middie_nam:

TIDs not phone [ Phone R ——
[C1Do not email (O Email

[C1Do not mail ([ Postal Mail

[C1Do not sms Csms

[C1Do not trade
[ NO BULK EMAILS (User Opt Out)

EFax
Email Format | Both B

» Demaographics

» Tags and Groups

4. The screen to enter data for a
New Individual looks different.

The Notes section can be used to
record explanations when there are
multiple email or phone numbers
entered, particularly when more
than one person is involved.
CiviCRM intends that and Individual
record represent just one person.
However, instead of creating
Households and linking Individuals,
we are using the Custom Addressee
(in Communication Preferences) to
contain names of couples to be
used for addressing envelopes.

Use & instead of “ and” in the
Custom Addressee field.

If an email “bounces”, mark it as
On Hold? rather than deleting it,
unless notified that the contact is
no longer using that account.

Updated September 10, 2015




North Shore Choral Society Job Procedures: Computer Services Coordinator
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+ NSCS Patron Preferences

Preferences for Concert Program Booklet acknowledgments

Has this donor requested not to be listed in concert program booklets? If yes, also enter Anonymous in the Donor
Display Name.

© Yes @ No x

When the first donation for this contact is recorded, enter the name to be shown in the concert pragram booklet
Please use & instead of ‘and 1o reference multiple people

Donor Display Name [ |

Ananymous Donor?

5. Use the Patron Preferences
section used to enter preferences
the first time a contribution is
received from a contact.

Address Location Type| Personal | =
contact

O use another contact's address
Address Name

Supplemental Address 1
Supplemental Address 2

s Primary location for this contact [ Billing location for this Delete this

address

Sireet Address

‘ ‘ Edit Address Elements
City Zip / Postal Code Suffix

Country State/Province

| United States [+ llinois

Latitude, LonTilude

[C] owerride automatic geocoding

©Another Address

6. CiviCRM can record multiple
addresses for a contact. Addresses
are identified as “Billing location”
when the only way we found out
about them is from a PayPal
transaction.

PO BOX info must be entered in
Supplemental Address 1, (or
Supplemental Address 2 if
Supplemental Address 1 is being
used for something else)

not Street Address.

+ Communication Preferences

Communication Style @ @ Formal © Familiar
Email Greeting Postal Greeting Addressee

Dear fcontactfirst_name} |7 | | Customized -]
Custom Addressee

Dear {contact first_name} El

Privacy Preferred Method(s) Preferred Language

7 Do not phone: [ Phone English (United States) x
[ Do not email [T Email

O Do not mail [ Postal Mail

[Z Do not sms Csms

[0 Do not trade O Fax

[ NO BULK EMAILS (User Opt Out) @ Email Format | Both E‘

7. The Privacy fields distinguish
between different types of
communication methods.

Do not mail corresponds to the
dBase MAILING = FALSE.

The Opt Out (unsubscribe) for bulk
emails is recorded here.

~ Demographics

© Female © Male © Transgender

[C] contact is deceased

8. We don’t usually record Gender
or Date of Birth data. The Contact
is deceased is prominently
displayed and selection logic may
ask if you want to exclude deceased
individuals. (We do have some,
because we imported their
donations/member info.)

* NSCS5 Member data

Data captured only about members
- 1) -
Divisi
Heigt ©4'9" ©4'10" ©4'11" ©50 ©OF1" O52° ©53"
©54 Osggs Ofe Q57 O5s O59 O510
©s11" Opo0 ©Of1" ©Of2 Of3" 04 O65

9. NSCS Member data (far right tab
on the View Contact screen) is used
to enter voice part and height data.
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lllustrations: CiviCRM (Contributions)

Notes

These illustrations assume you have been successful in logging in to the

NSCSCRM Joomla! environment.

CiviCEM » CiviContribute Dashboard
New Contribution

Save Save and New | Cancel

Contact *

Financial Type * ||| Q,
Total Amount * Start typing a name or email... or
2 New Individual New Organization

# New Household

source |

New Contribution

1. To enter a contribution, start
with Contact selection. If the
search for an individual or
organization is unsuccessful, you
can enter minimal information to
establish a new contact, and follow
Contact Data Update instructions
(see previous pages) to add data
after the contribution is entered.
An asterisk * identifies required
fields. NOTE: For first-time
contributors, please be sure to
enter a Donor Display Name for the
contact (in the NSCS Patron
Preferences section).

New Contribution

Save Save and New i Cancel

Contact * Q

- select - E|

Total Amount * USD (5) =

Financial Type *

Total amount of this contribution

Source
Campaign

» Show past campaign(s) in this select list
Contribution Status | completed E|

— Financial Types —
Financial Type * | _aject- -

used for contributions | Corporate Gift
by individuals ———Donation
Dionation via DAF

used for ticket ———=»Event Fee
sales Grant

will be used ———»Member Dues
in the future? v

used for contributions
by organizations

2. After selecting or creating a
contact, select the appropriate
Financial Type (usually Donation for
individual contributions) and enter
the Total Amount.

For Source, specify how Computer
Services was first informed of this
contribution (usually Karen Rigotti
email or John Darrow email, but
sometimes PayPal).

However, for Donation via DAF put
the DAF name in Source. (Usually
The Northern Trust Charitable
Giving Program (Darrow), or Fidelity
Gift Trust (Miller), or Anthony and
Leslie Green Charitable Foundation
at Schwab).

Updated September 10, 2015
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lllustrations: CiviCRM (Contributions)

Notes

20th Season 2015-2016 (07/01/2015-06/30/2016)

Campaign @ | __. ... ‘|
bution Status Matching Gift Program (07/01/2000)

Contribution Status | completed E|

3. If this is a matching gift (either an
individual’s gift that will be
matched or a corporate gift that is
the match), select the Matching
Gift Program campaign.

Let the Contribution Status default
to Completed.

+ Soft Credit @

Contact| - none- a Amountl:l
© anotty | 21 a
[ DCYAA (Donald Chen Young Artist
i) |

+ Soft Credit @

Contact B non

© anoth | 0% Q

& Gockel, Ruth
+ Paymer [;, Ruth A Gockel Memorial Fund

+ Soft Credit @

contact| - non
© anoth | a
[ David Dynes Larson Memorial Gift

S & Larson, David
& Larson, Margaret

& Larson, Mary Lou

4. If all or a portion of a gift is to be
allocated to a Designated Use Fund
(DCYAA, Larson, or Gockel), use the
Soft Credit section to specify this.

Each of these funds has been
defined as an Organization, so just
start typing one of those three in
the Contact search field and select
it when it is displayed.

Put the amount to be allocated to
the fund in the Amount field. (You
don’t need to put in the dollar sign.)
You can leave the Type field blank
(-none-)

om: Karen Rigotti <rigottikl@gmail.com> Sent: Tue 5/23/2015 4:55 PM
john_darrow@sbcglobal.net; painefive @aol.com; rswarner @uic.edu; computerservices@northshorechoral.org

ubject: Contribution Received

5. Within the Payment Details
section, the Received date and
Time fields should be the Sent date
from the notification email.

Paid By is usually Check (default).
We don’t currently record the
Check Number.

Updated September 10, 2015
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Paid By *

Check E‘

Check Number | Select-
Check

Transaction ID
Credit Card

Debit Card
Cash
Voucher

Gift Certificate

Receipt Date

From: Gary Geiger via PayPal <member@paypal com> Sent: Thu12/12/2013 2:57 PM

To: Morth Shore Choral Society

Cc

Subject: Payment received from gary.geiger@sbcglobal.net

O S R T B R R S B S B . U |
N

Dec 12, 2013 14:57.04 CST
Transaction |D: 5KD13675E32896740

. PayPal

Hello North Shore Choral Society,

6. Occasionally we receive
donations via PayPal; in that case,
PayPal should be selected as the
Paid By value, and the Transaction
ID copied from the PayPal email.

From: Gary Geiger via PayPal <member @paypal.com> sent Thu12/12/2013 2:57 PM

To: Morth Shore Charal Society

Ce

Subject: Payment received from gary.geiger@sbeglobal.net

ﬂ;w(wwatuﬁﬁ
-

Dec 12, 2013 14:57:04 CST
Transaction ID: 5KD13676E32896740

P payPal

Hello North Shore Choral Society,

You received a payment of $50.00 USD from (gary.geiger@sbcglobal.net).

To see all the transaction details, please log into your PayPal account. It may take a few moments for this
transaction to appear in your account.

Buyer information
Gary Geiger
gary geiger{@sbcalobal.net

Instructions from buyer
Mone provided

Ship-to address - Confirmed
Gary Geiger

2110 Warren St.

Evanston, IL 60202

United States

Shipping method
Mot specified

Description Unit price Qty Amount
NSCS Annual Fund

ltem #: NSCS Annual Fund Donation

$50.00 USD 1 $50.00 USD

Total: $50.00 USD
Receipt No: 0773-6108-6050-5164
Please keep this number for future reference, as your customer doesn't have a PayPal Transaction ID for this

payment

7. For a PayPal transaction, there is
sometimes a Receipt No.

Receipt No: 1901-9949-7446-5702

printed below the total line, with

the text “Please keep this number for future
reference, as your customer doesn’t have a PayPal

Transaction ID for this payment."

This line may be copied and pasted
into the Notes field of the

-~ Additional Details tab.

(See #10 below.)

~ NSCS donation details

Use the Financial Type "Donation via DAF" for gifts through Donor Advised Funds, naming the specific DAF in the Source
field if that information is provided. Otherwise, the Source field should say how Computer Services was first informed of this
contribution (usually Karen Rigotti email or John Darrow email, but sometimes PayPal). Use the Campaign of "Matching
Gift Program” for both the individual's donation that will be matched and the corporation’s match.

Use the "Soft Credit” tab for fund designations (DCYAA, Larson. Gockel).

On the "Payment Details” tab, the Received date and time should be the Sent date from the notification email.

Select the date recorded on the face of the check
Check Date _1

Select an option to preface honoree text with either of these usual descriptors
Honor/Remembrance prefixgy  © in honor of @ in memory of
Enter the name of the honoree, or other free form text (e.g. "in thanksgiving for music”)
Honoreetexte [ |

Is this donation to be anonymous? (If Yes, donation will be excluded fram "by Category™

aggregation for this donor in concert program booklets )
Anonymous Donation @ yes @ N0 x
Was the gift in the form of shares?
Gift of stock? @ ves @ No  x
Either the contributor indicates that this donation is eligible for a matching gift, or this is the
matching gift fram a corporation/organization
Matching Git? @ ves @ Mo x
Miscellaneous comments, e.g. matching gift corp, or sale of stock details
Other Comments |7

8. Other info specific to NSCS is
entered in the NSCS Donation
Details section. (There is some
NSCS-specific Help text displayed at
the beginning of this section.)

Although we don’t record check
number, we do record the date of
the check, which is the date
specified within notification emails.

Be sure to use & instead of “and”
in the Honoree text field when
multiple people are honored.
(Patron & Concert Program Booklet
Coordinator request)
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lllustrations: CiviCRM (Contributions) Notes

9. The NSCS Patrons Thanks
Processing tab is not updated when
a contribution is received. The date
recorded specifies when the batch
containing this contribution was
T sent to the Patrons Coordinator.
Trank You ! Tax Latra. " ecHng e a batch ofdonation deta s sent o the Patrons Coordinator o gensrate (This is the N SCS-specifi c version of
the Thank-you Sent Date field in
the Additional Details tab. Itis
usually updated via the “Batch
Update for Contributions” action
using the NSCS Thank You Letter
Batch Update profile.)

Thank You Batch Sent ‘]

10. The Additional Details section

Online Contribution | _ ggject - E| . L. .

e contains CiviCRM fields that we
might use some day; for now if we
need a place to put the PayPal

Non-deductible Amount .
Mon-deductible portion of this contribution Recelpt Number, that text a n d t he
FeeAmDuml;lf h — number itself (1901-9949-?445-5?02) Can
rocessing fee for this transaction (if applicable)
S be recorded in the Notes field of
et value of the contribution (Total Amount minus Fee) th is sectio n .
Invoice 1D ‘ ‘
Unique internal reference D for this contribution
Thank-you Sent ‘ _T Time | ‘
Date that a thank-you message was sent to the contributor.

Updated September 10, 2015
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