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Contribution and Recognition Reports: Users Guide

How to run reports

From the Contribution and Recognition Reports page, click the name of the report you want to run. The
report will appear in a new window.

ROTARY INTERNATIONAL® DO"Of HIStory Repon
THE ROTARY FOUNDATION® Date: 09 September 2011
Recognition
Type
Major Donor or AKS Major Donor Level 1 Paul Harris Fellow PHF+8
Bequest Society : No PHF Recoanition Amount : 22,411.68
Benefactor: Yes Foundation Recognition Points ¢ 10,125.00
CurrentYear | Last Year (Avaliable for transfer}
Paul Harris Society Eligible  Yes Yes
Sustaining Member Yes Yes
Every Rotarian Every Year Yes Yes
Annual
Prograrms
Gifts Parrmanant Fund
Fund 4E
Type Yotal 541%
Annual Programs Fund - SHARE $6,440.00
Annual Programs Fund $6,440.00
Adjustment %3,050.00
Adjustment $3,050.00
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Figure 1: Example of a donor history report
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For some reports, you will need to enter additional information, or prompts. An example of a prompt
window appears below. You will only be able to enter prompts that are associated to your particular role.
For example, a District Governor would be able to run only a Monthly Contribution Report for his or her
own district.
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Figure 2: Example of a prompt screen

How to navigate

For reports with multiple pages, click on the arrow at the bottom of the window to navigate forward and backward
through the pages. For reports with multiple tabs, click on the tabs at the bottom of the window to view details.
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Figure 3: Example of a report
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How to view a report as a PDF

To view a report as a PDF, click on the printer icon in the top left area of the window:

Web Inteligence |D EH- anLa-n ||f) (e :?'HI_ Track | .’«_E'Hw'gar"ﬁﬁouﬁme| @~
%a g IMEmbe(s (al \n_aluEs);'l LELPDQMQ ;l
- Foundation
Rotary ID NAME Mglf::ger Re:rcn'%':lff ) C"T:TerHF PHF Date Iflicﬁ?\?d';:gﬁlr:! — Last Contribution — Benefactor
1,629.05 Sep-2012 POLIOPLUS N
N 100000 PHF Mar-1939 M
N 100.00 N
N 117500 PHF Feb-2011 75.00 Feb2012 APF-SHARE M
N 100000 PHF Jan-1989 Jan-1989 POLIO PLUS N
N 125000 PHF Mar-1933 250.00 Dec-1999 APF-SHARE M
¥ 121222 PHF Dec-2006. 21222 Sep-2012 POLIOPLUS N
¥ 166203 PHF Mar-2010 162.03 Sep-2012 POLIOPLUS M
N 131000 PHF May-1992 Dec-2008 APF-SHARE N
N 100000 PHF Feb-2001 M
v 241203 PHF+1 Fen-2008 141203 Sep-2012 POLIOPLUS N
¥ 9.000.00 * PHF+8 Mar-2002 37.03 Sep-2012 POLIOPLUS ¥
Y 382224 PHF+2 Mar-2003 20551 Sep-2012 POLIO PLUS ¥
N 100000  PHF Jun-2007 M
¥ 537.02 37.03 Sep2012 POLIOPLUS N
N 100000  PHF Apr-1991 M
N 100000 PHF Feb-1988 N Y
N 100000  PHF Oct-2009 M
¥ 300403 PHFeZ  Mar2010 243403 Sep-2012 POLIOPLUS N Lk
¥ 6467.02  PHF+5 Apr-2005 4.467.03 Sep-2012 POLIOPLUS M - =
4 il Co A s e l'_I
[ 4 pagetort+ v W[ [ B[ [00% | & <imnueag |

Figure 4: Example of a report

Click “Open” to view the report as a PDF:
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Figure 5: Example of report



