GiftWrap

Software for planned gift tracking, reporting, and
administration

An Introductory Guide

PG Calc

Invested in your mission



GiftWrap 3.6

Copyright (c) 2008 PG Calc Incorporated.
All rights reserved. Unauthorized use or duplication is prohibited.
PG Calc is aregistered trademark of PG Calc Incorporated.

The installation program used to install GiftWrap, InstallShield, is licensed software provided by InstallShield
Software Corporation. InstallShield is a servicemark and a registered trademark of Install Shield Corporation.



GiftWrap

Table of Contents

Introducing GiftWrap . . ........... ... .. ... ..... 1
GiftWrap hastwo add-onmodules. . ........................... 2
How evaluation software differsfrom real software ............... 2
Howtorun GiftWrap . ... 2
OnlineHEP. . ... e 3

Finding/Modifying Information. . ... .............. 5
Organization of information within GiftWrap .. .................. 5
Findingand reviewingaperson .. ..........oiiiiiinnnn.n. 5
Modifyingafield ......... ... .. 10
Findingandreviewingagift............. ... ... ... ... ..... 12
Recordingadeath ... ........ .. ... . i 17
Tapping into GiftWrap’'s extensive Online Help Library. ... ....... 17

SEeCUNtY . ... e 19
To set up security accessforanewuser. . ... 19

ProducingReports . . . ... . ... . ... . ... ... 22
ProducingaGift Profile. ........ .. ... 22
ProducingaPerson Profile. ............ ... ... ... . L. 25
ProducingaGiftSummary. .. ........... ... 27
Producing a Gifts By Designationreport . ...................... 29
Producing aCash Flow Projection. .. ......................... 32
Producing aFASB Liabilitiesreport .......................... 34
Saving and Reporting Historical FASB Liabilities. .. ............. 37
Producing areport of Gift Annuity Reserves. ................... 40
Tracking thevalue of giftannuity assets . ...................... 43

Producing Payments & 1099-Rs . ............... 44
Reporting and producing income payments. . .. ................. 44
Reporting tax information and printing 1099-Rs . .. .............. 49
Pooled Fund Organizer Module. . ............................ 52

Custom Reports . . ... ... i e e e 53

Adding People and Gifts. . . . ................... 54
Adding anew person using the Add Person Wizard .............. 54
Adding anew gift usingthe Add Gift Wizard . .................. 56
Addingor linkingaspouse. . .......iiii i 62
Creating anew databaseandusingit.......................... 63

Some final thoughts. . . . ...... ... .. ........ 65






Introducing GiftWrap

Great gift administration is an essential ingredient in a successful planned giving
program. GiftWrap helps you meet the highest standard of planned gift stewardship.

This introduction highlights many of the features that make GiftWrap an invaluable
tool for managing your planned giving program.

Comprehensive. GiftWrap stores complete information on every type of planned
gift, including outright gifts and bequests. GiftWrap maintains comprehensive
biographical information on donors, prospects, income beneficiaries, and advisors.

Easy to use. The user-friendly Windows look and feel allows you to move through
the software with your mouse or with simple keystrokes. Menus, windows, tabs, and
wizards make all data entry and reporting tasks asnap. And if you do have a
guestion, Online Help provides context-sensitive documentation for all data fields
and afully indexed library of topics that cover concepts and procedures.

Versatile. From FASB liability calculations to cash flow expectancies, from gift
summaries to state method annuity reserve computations, GiftWrap provides awide
variety of reports that help you organize and analyze your planned giving program.
Optional features allow you to print checks, send payments by EFT and produce
1099-R tax forms, or to perform the specialized functions required to administer a
pooled income fund.

Customized. Customize GiftWrap to meet your own needs. Create your own
prospect rating system, enter alist of available gift designations or advisor types,
define each of your organization’s pooled income funds, and more. Detailed
selection criteria allow you to dictate what records are included in each report.

Integrated. GiftWrap can import gift information from afile created in Planned
Giving Manager, Mini Manager, or Gift Annuity Manager, PG Calc’s industry-
leading suite of products for marketing planned gifts. This interface between
GiftWrap and PGM/Mini/GAM saves time and reduces errors. GiftWrap can also
import certain information from atext file. In addition, you can export GiftWrap
reports to Excel, Word, PDF, and many other formats.

Secure. GiftWrap's security feature lets you determine who has access to which
parts of your data. Grant some users the rights to change all data while allowing
others only to view certain data and produce certain reports. GiftWrap also audits
automatically who makes what changes to many fields.

Multi-user. GiftWrap can handle multiple users at one time. It can also maintain
information for multiple organizations, filling the demands of institutions that
perform administration duties for more than one charity.

Fast. GiftWrap can search thousands of recordsin seconds. Tasks that used to take
hours, such as FASB liability calculations, now take minutes or less.

Clients: 888-474-2252 m support@pgcalc.com B www.pgcalc.com
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GiftWrap has two add-on modules

Error proofed. Our attention to detail is unmatched in the industry and affirms our
software’ s accuracy. Extensive error-checking makes sure that you enter all essential
data and prevents you from entering values that violate the gift planning rules.

GiftWrap has two add-on modules

Y ou can purchase add-on modules for GiftWrap. Basic GiftWrap includes
complete data on donors, beneficiaries, and prospects, and on all planned gift types. It
produces all available reports and calculations.

Tax and Check module. If you purchase the Tax and Check module, GiftWrap
also can produce payment checks or make payments by electronic funds transfer
(EFT), and produce 1099-R tax forms for reporting tax information to gift annuitants
and the IRS.

Pooled Fund Organizer module. If you purchase the Pooled Fund Organizer
(PFORZ) module, GiftWrap also can unitize new pooled fund gifts, distribute income
to pooled fund participants, produce a K-1 tax form for each fund participant, and
perform other functions essential to pooled income fund administration. 1f you
purchase the PFORZ module, you must purchase the Tax and Check module as well.

Upgrade at any time. Y ou can upgrade at any time to add the Tax and Check
module or both the Tax and Check and PFORZ modules for the price of the modules
at the time of upgrade. Visit the PG Calc web site at www.pgcalc.com or contact the
PG Calc sales department at 888-497-4970 for pricing details.

How evaluation software differs from real software

The evaluation version of GiftWrap has the same capabilities as the real software.
The evaluation software runs for 100 days. If you need moretime, just send an e-mail
to info@pgcalc.com and we'll be happy to extend your evaluation period. We have
supplied a database named “ Tutorial” with your evaluation software that contains
demonstration data. This database |ets you produce the same screens and reports that
are reproduced in this manual.

How to run GiftWrap

1) If GiftWrap isnot already installed on your computer, install it now.

Refer to the installation instructions that came with your software or call toll free at
888-497-4970 for help while installing GiftWrap; call 888-474-2252 for help if you
already own GiftWrap.

Prospects: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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[#HEE Thisis the Giftwrap
icon.

Online Help

If you prefer, you can
request Help text by pressing
the [F1] function key instead
of clicking the Help on
Current Topic button.

After youinstall your GiftWrap eval uation software, you will see a GiftWrap icon on
your desktop. The GiftWrap icon gives you access to the tutorial data used in this
manual. Y ou can also create anew empty GiftWrap database where you can add real
data on your charity’s planned giving program.

Should you decide to purchase GiftWrap, the tutorial database will be preserved
when you convert to real software so that you have a database that you can use for
practice or to teach others. The other database typically will become the database
you use with the real software.

P|G|

2) [#HEE pouple-click your GiftWrap icon.

3) Ifyou areasked to select a Server Name and to enter an Authorization
Code, refer to your installation instructions. Otherwise, go to step 4.

4) Select Tutorial asthe Database Name.

5) Enter Administrator asthe User Name and leave the Password blank. Click
OK.

Y our evaluation software is shipped with a User Name of Administrator and a blank
Password. If entering Administrator asthe User Name doesn’t work, consult with
the person who set up security in your copy of GiftWrap for the User Name and
Password to use.

GiftWrap includes an extensive Online Help System. If you are unsure what an
entry field means or how to perform a particular procedure, you can find Online
documentation that answers your question in a matter of seconds.

. . ?
Context-sensitive help on a specific field. Click the field, then click —=—
(Help on Current Topic) in the Toolbar to see help text on the field.

For example, to see Help text on the uses of the Last Name field in the Person Search
tab, click the Last Name field, then click the Help on Current Topic button. When
done reading the Help text, click the Closebox in the upper right hand corner of the
topic to close it and return to filling in the field.

Help on a procedure or concept. GiftWrap’s Online Help provides access to
extensive documentation of every procedure available in GiftWrap, as well as
detailed discussion of concepts that are important to understanding what GiftWrap
does.

@ Click the Help Contents and Index button to open an index of topics covered in
GiftWrap’'s Online Help. Then, click the Contents tab to open a table of contents of
topics covered in GiftWrap’s Online Help.

Clients: 888-474-2252 m support@pgcalc.com B www.pgcalc.com
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Support. If you are unable to find the help you need in GiftWrap's
Online Help, please contact PG Calc for unlimited toll free telephone support.

Sales department: 888-497-4970 or info@pgcalc.com
If you are considering a GiftWrap purchase, please call us anytime with questions, to
request aclient referencelist, or to schedul e a telephone orientation session.

Client Support department: 888-474-2252 or support@pgcalc.com

If you are a current GiftWrap client, contact our Client Support department anytime
with your questions. If you are a new GiftWrap client, we invite you to schedule a
free one-hour telephone orientation to get acquainted with the software.

Prospects: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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Finding/Modifying Information

Organization of information within GiftWrap

Before you enter any of your own information into GiftWrap, you will find it helpful
to understand how it organizes data.

GiftWrap maintains separate records on people and gifts. Once you have entered
complete information on a person and a gift, you can link them. You link a person
and a gift together by creating an association between them. Y ou define the type of
association — donor, income beneficiary, or both - at the time you create the link.

The associating of person and gift records works as shown in the diagram below.
Each arrow represents an association between a person on the left and a gift on the
right. Notice that Christian Long is not associated with any gifts, that Charles and
Cassandra Cheetah are associated with the same gift, and that Juniper Drinkwell is
associated with two gifts:

People Associations Gifts

1 Charles Cheetah 1 CGA 6/5/1997 $15,000.00
2 Cassandra Cheetah \42 CGA  4/30/1995 $25,000.00
3 Christian Long 3 CRU 12/2/1997 $80,000.00
4 Sarah Allfabette p 4 PIF 11/30/1995 $13,887.50
5 D. Frost Snowden /5 RLE 12/10/2003 $425,500.00
6 Laura Lorelie

Thisdesign allows for great flexibility and efficiency and minimizes duplication of
information. Y ou can associate a single person with any number of gifts and you can
associate a single gift with any number of people.

Aswith a person and an associated gift, you enter person records for two spouses
independently and then link them together as spouses. This approach allows you to
enter equally comprehensive information on both spouses and to associate them with
giftsindependently.

Finding and reviewing a person

Person Search provides an easy way to find a specific person in your database.
Person Search develops alist of matching names as you enter the first letters of a
person’s last name. Once you see the name you want, choose it to open the person’s
Person Information screen. Since you just launched GiftWrap, you should see the
Search window now with the Person Search tab selected.

1) If necessary, click the Person Search tab in the Sear ch window.

The other tab in the Search window, Gift Search, lets you find a specific gift record
or specific group of gift recordsin your database.

Clients: 888-474-2252 m support@pgcalc.com B www.pgcalc.com



6

Finding and reviewing a person

2) TypefeinthelLast Namefield.

An aphabetical list of all the people in the database whose last name starts withFe

appears below.

3) Click the Open button or Double-click Feldstrom, Adrienne.

ElS Person Information

e * » | o8 B[y Ms Adrienne Faldstrom Persan Key: §
Status: Current
Prefix: s First: |Adriemme Last: ‘Fe\dalmm
Suffix; Salut |Adr|enne S5 MNum, ‘UEU-EU—E?EQ
D.OE  [10/06/1924 Do | Gender F ] DoNotMail -
LY Mr. Christian Feldstrom (Christian)
Home Address T Other Address T Gifts/Payments T Contacts T MNotes T Misc T Advisors
Street |?B Carole Street
City: |Waterv\|\e State ME - Zip:  [04501
Country: |
[ |20?-327-4444
Fax: |ZD7’327’4445 Correspondence preference is Home Address
Emal  [Arelds@aolcom Last Modified 09/26/2007
Expires: Address Key: g8

Asyou can see, the Person Information screen displays a wealth of information on

Adrienne Feldstrom. Not all of thisinformation is visible at once, however. Much
of it is contained in the tabs to the right of the Home Address tab.

4) After reviewing theinformation that isnow visible, click the Other Address

tab.
Home Address T iOther Address T Gifts/Payments T Contacts T Notes T Misc T Advisors
Address Type Status Expire Date Bank Name Street EFT
L =
p |Business Flamenco Cafe Q=]
Payrnent] Village Savings Bank 1964 Massachusetts Avenue (el

GiftWrap gives you wide flexibility to store all the addresses you need for every
person. For example, GiftWrap is storing business and payment addresses for Ms

Prospects: 888-497-4970 m info@pgcalc.com B www.pgcalc.com



Finding and reviewing aperson 7

Feldstrom in addition to her home address. Y ou could add additional payment
addresses, seasonal addresses, and a 1099-R Tax Form address, as needed. You
need to add an address to the list only when it differs from all the other addressesin
the list; you never need to enter the same address twice.

Let’slook at Adrienne Feldstrom’s payment address information.

5) Double-click the Paymentllinein the Other Addresseslist.

GiftWrap is set up to send Ms Feldstrom’ s payments directly to her account at
Village Savings Bank. Notice thefields at the bottom of the screen, however. These
fields enable you to send her payments to her bank by electronic funds transfer
(EFT) rather than by check, if she wishes. This structure makes it easy for you to
accommodate the wishes of your income beneficiaries: you can send payment
checks to the homes or bank accounts of some recipients while making payments by
EFT to the bank accounts of other recipients.

6) Click the Close button at thetop of the Address I nfor mation window to
return to Adrienne Feldstrom’s Per son I nfor mation screen.

7) Click the Gifts/Payments tab.

Home Address T Other Address T Gifts/Payments: T Contacts T Motes T Misc T Adhvisars
&+ X Gifts
Organization Agsociation Type  |Gift Date Gift Amount Payments To Address Gift Ke: =
p |PGC Donor/Bene-A CGA 1243042006 $25.000.00 Adrienne Feldstrom Payment] 77
FGC Dionor/Bene-4 CGA 12/30/2004 $50.000.00 Adrienne Feldstrom Payment] 76
FGC DonorBene-A CRAT [11/15/2002 $25.000.00|Adrienne Feldstrom Paymentl 32|
FGC Dionor/Bene-4 CGA 12/20/15333 $5.000.00/Adrienne Feldstrom Payment] 47
FGC Donor/Bene-4, CGA 09/15/1997 $10,000.00 Adrienne Feldstram Payment] 4
FPGC Dionor/Bene-a OTH 05/01/1996 $10.000.00 Adrienne Feldstrom Payment] 27
[=etal Mooy, COAT nz/M3Haae 450 000 0 Adrianna Faldatrom =) 11 <
&l Payments
= Check Date Met Armount Issued Date Check # Clref Type Gift e =
p [12/31/2007 $531.25| 0 77
09/30/2007 $531 25| 0 77
06/30/2007 $631.25(06/30/2007 657 C 77|
03312007 $631.25(03/31/2007 636 x [ 77

GiftsList. The Giftslist contains a summary of all the gifts that are linked to
Adrienne Feldstrom. You can link a person to any number of gifts.

For example, the first gift listed for Ms Feldstrom shows that she is the donor and
active income beneficiary (Donor/Bene-A) of a $25,000 charitable gift annuity
(CGA). To see complete information on any of the listed gifts, simply double-click
the gift linein the list. We won’'t do this now because we will examine the Gift
Information screen closely alittle later in our tour.

8) Click the T¥pe header in the Giftslist.

Now Ms Feldstrom’s list of giftsis sorted by gift type rather than gift date. You can
sort the Giftslist by the valuesin any column by clicking on the column’s header.
All other listsin GiftWrap of this format offer this same handy feature.

Clients: 888-474-2252 m support@pgcalc.com B www.pgcalc.com
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Finding and reviewing a person

Payments List. The Payments list contains alist of all of the current year's
payments to be made to Ms Feldstrom from the planned gift highlighted in the Gifts
list. The unique Gift Key for this gift is displayed on the far right of each list. The
payments are sorted by check date. Thislist makesit easy for you to review quickly
the payments that have been made to an income beneficiary by a specific gift.

[==]
9) | Click the Show/Hide Paymentsin Prior Years button.

Now the list shows all recorded payments that have been or will be made to Ms
Feldstrom during past years and the current year by the currently highlighted gift.

10) Click the Check Diate column header to reverse the sorting of payments.

11) Click the Contacts tab.

Home Address T Other Address T Gifts/Payments T Contacts} T Notes T Misc T Advisors
o+ X Contact Date Contact Description : . ) =
p [0B/01/2007 Caongidering another gift annuity. Pleased with the tax-free portion and likes the security

05/04/2006 REVP Gala - cocktails only. —

12/20/1999 Signed new 35K GA during office visit

11/25/1933 ‘Wants to "add" to her GA

0B/01/1933 HAY paid courtesy visit happy with PG service

09/16/1998 asked Feldstroms to host holiday gala - ves

03/23/1998 $10K GA completed today during office visit

03/03/1938 Wants to do another $10K GA,

09/15/1997 Contracts _check for 10K ga (#31) complete.

08/22/1997 Sentga contracts to them in Maine.

08/20/1937 Called "can we do this one more time?" Il

08/20/1997 Has another 10K for another joint ga.

0371141997 Responded ga mailing. YWants & call in Sept

02/12/1937 Ask Adrienne to attend President's luncheon

11/28/1936 RSYP Holiday Gala: 2 yes. Seatw/President

07/15/1996 Signed 10K joint lite gift annuity =

The Contacts tab lists brief descriptions of all the contacts that Adrienne Feldstrom
has had with your fundraising office. The contacts are sorted in reverse
chronological order so that you can see her most recent contacts first.

12) Click the Notes tab.

The Notes feature allows you to record any amount of miscellaneous information on
each person. Each note may be aslong or as short as you wish. The annotate feature
makes it clear which user entered each note and when. The notes are arranged in
reverse chronological order so that the most recent note is at the top.

13) Click the Annotate button.

The name of the user who logged into GiftWrap and the date and time are inserted at
the top of the Notes window.

14) Type“Adriennelovesto receive visitors.”

The new note, along with a clear indication of who wrote it and when, now appears
at the top of the Notes window.

15) Click the Misc tab.

Prospects: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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Home Address T Other Address T Gifts/Payments T Contacts T MNotes T Misci I Advisars

Person Code 1 Person Code 2 Fareign Person r
Person Type . Anonymous r

Tickle Date: 09/21/2007 Officer: Hay b Rating: A -
Comment: Iwould Adrienne co-host President's luncheon?
Interest Codes 1 [pALn z | 3 4| 5 | 5 |

The Misc tab stores simple prospecting information on Ms Feldstrom, as well as
some additional miscellaneous information about her. GiftWrap can use the
prospecting information, such as Tickle Date and Comment, to create a report that
reminds you when you want to contact her next and what about. The interest code
fields at the bottom of the tab let you record up to six specific areas of your charity in
which sheisinterested. Y ou can use these interest codes to select prospects with
similar interests for areport or mail merge file.

16) Click the Advisorstab.

The Advisors tab stores complete contact information and miscellaneous notes on all
of Ms Feldstrom’s advisors -- attorney, financial advisor, family members, etc.

17) Double-click thefirst linein the Advisorstab list.

e B E X| [ P B | Advisor Key: 2

rAdvisor Information (edit this information under Actions - Advisors)

Denise Schroeder

Sullivan & Sullivan
10071 E. WWater Strest
Faorland, ME 017121

Salutation: Dee Dee

Fhone: 207-532-5555

Fawx: 207-532-3585

E-mail: dschroeder@sullivanandsullivan com

Advisor Code: ISR

™ Send Copy of Tax Forms [~ Sand Copy of Fayments

Motes:

Annotate > | ;I

Clients: 888-474-2252 m support@pgcalc.com B www.pgcalc.com
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Modifying afield

Asyou can see, GiftWrap can store all the information you need to stay in contact
with each of Ms Feldstrom’ s advisors. The Notesfield at the bottom of the window
givesyou all the flexibility you could want for recording additional information
about the advisor and his or her relationship with Ms Feldstrom or you.

Thelist of advisors to whom you can link a person is maintained under Actions -
Advisors. Once you add an Advisor record, you can link the advisor to any number
of person records without entering the advisor’s basic information again.

The types of advisors for whom you can store information is up to you. While
GiftWrap provides you with a standard list of Advisor Types, such as ATTORNEY,
you can modify thislist anyway you wish under Setup - Advisor Type.

We encourage you to try adding an Advisor record and an Advisor Type after you
finish your tour.

1) Click Elto exit the Advisor Link Information window.

Modifying a field

It is as easy to change an entry asit isto look at one. What if we want to change an
entry in one of the fields in the Person Information screen, for example?

Modifying afield in a screen: When you enter the Person Information screen, it
isready for editing. Y ou can tell because the background of each editable field is
white. Fieldsthat have a gray background cannot be edited. Let's change Ms
Feldstrom’ s salutation from Adrienne to Ms Feldstrom

1) Double-click the Salut field toward the top of the Person Information
screen, then type Ms Feldstrom.

2) Click |to save your changes.

If you don't click , GiftWrap will ask whether you want to save your changes
when you exit the screen.

Modifying afield in alist: To modify information accessed through alist, such
as the one in the Contacts tab, you must first open the editing window for a specific
lineinthelist. After that, you edit information in the window as described above.

1) Click the Contacts tab.

2) Double-click thefirst linein thelist to open the Contact I nfor mation
window for that contact.

Prospects: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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E‘UﬂXHiDDI‘

Contact Date: IDE;’DUEDD?

Contact Description: Considering ancther gift annuity. Pleased with the tax-free portion and likes ;l
the security.

3) Click after the end of the text in the Contact Description field, then add the
following text to the end of the description: Visit whenever in her area.

4) Click E to exit the Contact Information window.
5) Click [Yes] to save your change.

Y ou undoubtedly noticed that there are three buttons next to the Contacts tab. You
will find these buttons next to every list box in GiftWrap. They allow you to:

ﬂ view or modify arecord in the list,
Iil add a new record to the list,

Iﬁl delete arecord from the list.

If you aren’t sure what a button in GiftWrap does and want to find out without
actually clicking it, point at the button without clicking. After a second or so, a brief
message will appear that describes what the button does. These tooltips are available
for every button in GiftWrap. Try pointing now at a button in the Toolbar to seeits
tooltip.

Now that we have reviewed the extensive information that GiftWrap can store on
each donor, beneficiary, and prospect, and learned how to edit information, let’slook
at the comprehensive information GiftWrap can maintain on each gift.

Clients: 888-474-2252 m support@pgcalc.com B www.pgcalc.com
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Finding and reviewing a gift

Aswe saw earlier, the Gifts/Payments tab in the Person Information screen displays
alist of al the giftsto which apersonislinked. Thislist also provides access to all
the detailed information that GiftWrap is maintaining on each of those gifts.

Let’susethelist in Adrienne Feldstrom’ s Gifts/Payments tab to review the details of
one of her gifts.

1) Click the Gifts/Payments tab.

Home Address T Other Address T Gifts{Payments T Contacts T MNotes T Misc T Advisors
a4 K Gifts
Organization Association Type | Gift Date Gift Amaount Payments To Address Gift Ke =]
p |PGC Donar/Bene-A CGA 12/30/2006 $25.000.00) Adrienne Feldstram Payrnentl 77
PGC Donar/Bene-A CGA 12/30/2004 $50.000.00) Adrienne Feldstram Payrnentl 76
FGC DonaorBene-& CRAT |11/15/2002 $25.000.00/Adrienne Feldstrom Payment] 32_
FGC DonaorBene-& CGaA, 12/20/1939 $5.000.00/Adrienne Feldstrom Payment] 47|
PGC Donar/Bene-A CGA 09/15/1997 $10.000.00) Adrienne Feldstram Payrnentl 5
PGC Donar/Bene-A OTH 05/01/1996 $10.000.00) Adrienne Feldstram Payrnentl 27|
[=Tatal NanaeE, CoAT [namanages 260 000 00l Advianna Ealdatrom Do maant] =
@ Payments
= Check Date et Amount Issued Date Check # Clrd Type Gift Ke =
b |12/31/2007 $531.25 0] 77
08/30/2007 $531.25 0] 77
(06/30/2007 $531.25/06/30/2007 657 C 77
03/31/2007 $531.25/03/31/2007 638 X C 77

2) Double-click thelinein the Giftslist that shows a Gift Date of 12/20/1999 to
open the Gift Information screen on the gift annuity Ms Feldstrom donated
on 12/20/1999.

e HE X ‘ LR I 1] ‘ 2 @& & ‘ 7.20% Charitable Gift Annuity (Standard) — .
Organization Gift Dete 12/20/1999  Funding Amaunt 500000 Gift Status: Current
Total Amount $5.000.00
General T Details T Furpose T Agsets f Additions T MNaotes
Gift Type CGA v PaymentFrequency: o = Credit Amaunt 41.816.85
Subtype = ~|  PaymentTiming E - Account 1
PIF Marme: et “aluation to Payment: 0 jl (maonths) Account 2
Payout % 7.20000000 Market Value: 43.076.38 Account 3
First Payrment Date: 12/31/1933 Market Walue Date 16/30/2007 TrustID
Peymient Date Elected) [ Units: 0.00000000 Ann'val Date:
Payments Carmutacd I Total Units: Managed -
Fiecord Incomplete: r
Payments / Taxes [ Associstion
o
+ = Association Mame D.OB D.OD. Address Person Ke: =
» |DonorBene-A Adrienne Feldstrom 10/06/1924 Payment] B
Bene- Christian Feldstram 06/28/1926 7

Prospects: 888-497-4970 m info@pgcalc.com B www.pgcalc.com



Finding and reviewing agift 13

The Gift Information screen can store comprehensive information on any type of
planned gift, as well as on bequests and outright gifts. The information you see
describes the most recent gift annuity linked to Ms Feldstrom - she is the donor and
active beneficiary. All the data necessary to compute the deduction for the gift is
visible. The people associated with this gift - its donor and beneficiaries - are listed
at the bottom of the screen.

Maintaining mar ket values. Notice the Market Value and Market Value Date
fieldsin the General tab. These fields contain the most recent market value of the
assets backing the gift plan and the date the value was determined, respectively.
GiftWrap provides several convenient functions for maintaining these values.

» GiftWrap includes a feature for gift annuities - CashTrac CGA Market Values -
that updates market values automatically. Maintaining gift annuity market value
information in this way makes it easy to determine the amount to distribute from
your gift annuity pool when an annuity terminates.

» GiftWrap includes a Compute PIF Market Values routine that can update
automatically the market values of all gifts to a pooled income fund using values
provided by your asset manager.

» GiftWrap includes an Import Market Values function in the File menu that lets
you import market values and market value dates from atext file. Thisfunctionis
particularly useful for updating the market values of charitable remainder trusts,
although it can be used with all gift types stored in GiftWrap. See File - Import
Market Values in the Contents of the Online Help System for file requirements.

Before reviewing the other tabsin the Gift Information screen, let’s move to the next
gift linked to Ms Feldstrom.

™% You can use the Prior and Next buttons on the Gift Information screen to
cycle back and forth through all of Adrienne Feldstrom’s gift records in the order in
which they are sorted in the Giftstab list.

This feature makes it easy for you to review or edit information on all of aperson’s
gifts. Thegift annuities are sorted by gift date by default, so clicking the Next button
once will move us to the next previous gift to which Ms Feldstrom is linked.

3) Click *.

In amoment, you will see the information displayed in the Gift Information screen
change. Now, let’'s review the other tabsin the Gift Information screen.

4) Click 1 toreturntotheinformation on the gift annuity MsFeldstrom gave
on 12/20/1999.

5) Click the Details tab.
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Finding and reviewing a gift

P EHE X | 4 <« » ‘ K ‘ 7.20% Charitable Gift Annuity (Standard) Gt o
ift Key:
Organization:  [PGC hd Gift Diate: 122041983 Funding Amount $5.000.00 Gift Status: Current
Total Amount $5.000.00
General T T Purpose T Agsets f Additions T Motes
Term Type =\ Lifemerm Char Deduction: $1.016.85 Account Closed Date:
Term End Date: IRS D.Rate/PIF %: 7.40000000 Final Yal Date:
‘Yearsin Term: 0.00 RCY Amount $0.00 Sever Date
Tex Form: [1099-R ~| Flip Trigger Date Distribution Amount: $0.00
Reserve State: ME Y| Testamentany: I PReinsured r Undist Inv in Contract 4000
Feserve Amount $2.850.42 FASE Amount 2. 469.57 Earliest Start Date I
Reserve Date: 06/30/2007 FASE Date: 06/30/2007 Latest Start Diate: I

The Details tab stores additional specialized information on the gift, such asterm

type features, deduction information, and the number of units purchased by a pooled
income fund gift.

When a gift annuity or any other gift plan terminates, the Details tab records the date
of termination and the amount distributed to the charity. Where applicable, the
undistributed investment in contract computed by GiftWrap for a deceased gift
annuitant is stored here.

Before moving on to the next tab, let’s view some Online Help.

Let’s say you are unsure what the RCV Amount field is about and want to find out.

6) Click inthe RCV Amount field, then click ? .

Up pops a box that explainsthe RCV Amount field. Similar Online Help is available

for every field in GiftWrap. Just click in the field on which you want help, then click
the “?” button or press the [F1] function key.

7) | Click theclosebox in the upper righthand corner of the Help window
when you are done reading the Help text on the RCV field.

8) Click the Purpose tab.
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General T Details T Purpose! T Assets [ Additions T Motes
Purpose ISchD\arshlps and physical plant
™ Endowed I Remaindetman Can Be Changed

= Permenently Resticta

¥ Temporarily Restricted

Percent Code Designation Description -
50.00 GRNT Grants and Fellowships
» R0.00BLDG Buildings and Grounds

Gt 4 K

The Purpose tab stores the charitable purpose of the gift indicated by the donor. If
the gift isto be divided among a number of designated areas, GiftWrap can keep
track of all these individual designations in the list on the right. In the example on
your screen, the gift proceeds will be divided 50%/50% between Buildings and
Grounds and Grants and Fellowships. Y ou determine thelist of available
designations using the Setup menu in the Menu Bar. The information stored in the
Purpose tab is optional.

9) Click the Assets/Additions tab.

General T Details T Purpose T Assets / Additions: T MNotes
Assets
& 4 X ‘ Azset Description Market Value Cost Basis Acquisition Date =
P |$1.500 cash 41.500.00) $1,500.00
100 shares of EGMA Gas Ca. $3.500.00 $2,000.00 05/03/1973
Total Assets: $5,000.00 $3.500.00
Gift Addlitions
e
# ‘ Date [Amount [Charitable Deduction [Units [IRS Disc 1]

Total Additions $0.00 0.0000

The Assets list in the Assets/Additions tab records basic information on each of the
assets given by the donor to fund the gift. In our example, Ms Feldstrom funded her
gift annuity with acombination of EGMA Gas Corporation stock and cash. The total
market value and total cost basis of these assets is shown below thelist. The
information stored in the Assets list is optional.

The Gift Additions list in the Assets/Additions tab is empty because we are |looking
at a charitable gift annuity. A donor can fund a new gift annuity, but cannot add to
an existing gift annuity. If we werelooking at the record for a pooled income fund
gift or a charitable remainder unitrust, we would see alinein thislist for each
addition made to the gift since it was funded.

10) Click the Notes tab.
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Finding and reviewing a gift

Similar to the Notes feature for persons, the Notes feature for gifts allows you to
record any amount of miscellaneous information on each gift. Again, the notes are
arranged in reverse chronological order with the most recent note at the top.

11) Double-click the Adrienne Feldstrom association linein the Payments/
Taxes/Association list at the bottom of the screen.

El§ Association Information

B+ O - b R I S | ‘ Adrienne Feldstrom Gift Key: 47
Person Key: [
Association Key: 73
Association:
Do Not Combine Checks: r
Pay To the Order of: IAdrienne Feldstrom
Payment Addrass: IPaymenﬂ j 1964 Massachusetts Avenue
Cambridge, MA 02138
o 4 K Payment Schedule
- Check Date | Gross Amount Tat Withheld et Armount Issued Date Check # Clrd | Twpe =
o | | P [0331/2007 $80.00 $0.00 $50.00/03/31/2007 636 x |C
= 06/30/2007 $30.00 $0.00| $490.00/06/30/2007 657 C
09/30/2007 $30.00 $0.00| $30.00 [t}
1243142007 $80.00 $0.00 $50.00) 0]
Total $360.00
& 4 K Tax Schedule
Tax'¥Years Capital Gain Tax-Free Ordinany Tot'Withheld MNet Payrment =
b 19931999 $0.00 $6.03 $5.71 $0.00 $11.74
2000-2016 $0.00| $185.04 $174.96 $0.00 $360.00
2017207 $0.00 $31.44 $328.56 $0.00 $360.00
2016-9999 $0.00 $0.00 $360.00 $0.00 $360.00
Tatals: $0.00 $3.183.15

The upper section of the window describes how Ms Feldstrom is associated with the
gift. Inthis case, sheisthe donor and active income beneficiary. Payments will be
made out to “ Adrienne Feldstrom” and sent to the specified payment address.

The Check and Tax Schedules store the income beneficiary’ s payment and tax
information for the gift. The Check Schedule shows the payments the gift annuity
will make to Ms Feldstrom during 2005. The Tax Schedule displays how these
payments will be taxed every year over the lifetime of the gift annuity.

Because the Tax Schedule stores comprehensive gift annuity tax information,
GiftWrap can ensure that the 1099-R forms it produces each year report the correct
tax-free, ordinary, and capital gain amounts to each of your gift annuitants.
Likewise, GiftWrap automatically starts producing payments and tax forms for
deferred gift annuitants in the year payments begin.

12) Click at the top of the Association Information window to return to the
Gift Information screen.
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Recording a death

=
** Thisisthe Record

Death button.

GiftWrap provides a Record Death function that takes care of all of the data
adjustments that are necessary when a beneficiary dies. This function makes it easy
to update your GiftWrap data to reflect a terminated gift or payments moving from
one beneficiary to another because an income beneficiary has died. You can use
GiftWrap’s Security feature, which is discussed later in this tour, to limit which users
are able to record adeath. Record Death adjustments include:

» delete all payments to the deceased beneficiary that are subsequent to the date of
death

« dlternatively, prorate the amount of the deceased beneficiary’s final income
payment and delete all payments that are subsequent to the final payment

« transfer subsequent payments to a surviving secondary beneficiary, if one exists

For gift annuities only, Record Death adjustments also include:

 adjust the tax tier schedule of the deceased beneficiary to match the beneficiary’s
adjusted payment schedule in the year of death and delete all subsequent tax tier
rows

* transfer subsequent tax tier rows to a surviving secondary beneficiary, if one
exists

» produce areport of the undistributed investment in contract where applicable, and
store this amount in the Undist. Inv. in Contract field for the terminating gift.

For users of the PFORZ module only, when recording the death of a pooled income
fund gift’ s last beneficiary, Record Death adjustments also include:

» creation of aBene-R association that enables the remainderman to receive income
payments from the gift as long as its units remain in the fund.

We won't run Record Death right now, but you are welcometo try it once you have
completed your tour. Just open the Person Information screen for the person whose
death you wish to record, then click the Record Death button in the Person
Information screen Toolbar.

Tapping into GiftWrap’s extensive Online Help Library

In addition to the context-sensitive help feature that we explored earlier, GiftWrap
includes an extensive Online resource library that provides documentation of each of
GiftWrap's procedures, a glossary of nearly 200 planned giving terms, and detailed
discussion of important planned giving concepts, such as gift annuity reserve
calculations. Thissort of help isavailable at all times, no matter where you are in
GiftWrap.

1) @ Click theHelp Topicsand Index button in the Toolbar to open the Help
Topics window.
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18 Tapping into GiftWrap's extensive Online Help Library

@ Thisicon indicates a
help category.

@ Thisiconindicatesahelp
topic.

2) If not already on display, click the Contentstab to display the Help

Contents.

GiftWrap uses standard Windows Help design. Help categories that have sub-
categories are indicated with a book icon; Help topics themselves are indicated with

aquestion mark icon. Double-click a category to see the sub-categories under it.

Double-click atopic to read the documentation on the topic.

In the example below, we have double-clicked Overview to reveal all the topics
listed underneath Overview.

E? Giftwrap HTML Help

oo &

Hide: Eachk Frint

DOptions

M=] E3

LContents | Index I §earch|

----- ?] Giftw'rap field help

----- ﬂ Functionz

----- ﬂ Organization of information

----- ﬂ [rata format corventions

----- ﬂ Setup for multiple arganizations

----- ﬂ Fequired data for personz and gifts
----- ﬂ Hows to back up data

----- E Hows to restore data from backup

Glossary

(& Bl <) o) El E (& DR KU M N E QR E DY
XM=

A

ACGA Rates

Adjusted Gross Income
Alternative Minimum Tax
American Council on Gift Annuities

|»

Annual Gift Tax Exclusion

----- [2] How to run more than one instance -
Annuitant

----- ﬂ Security features

) Annuity Reserves
- Q.ulc:k Start Annuity Trust
iz File Annuity 2000 mortality table
-4 Edit Applicable Federal Rate (AFR)
[]--@ Actions ASC

Y ou can also click the Index tab to search an extensive index of topics or the Find tab
to find all topics that contain a particular word. Feel freeto explore Help alittle now
to get afeel for what is available.

3) When you aredonereviewing Help, click in the upper right-hand corner
of the Help window to return to the Gift Information screen for M's
Feldstrom’s gift annuity.
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Security

GiftWrap includes sophisticated security capabilities. To begin with, you must enter
avalid user name and password to get into GiftWrap. The GiftWrap system
administrator can set up as many user names and passwords as your organization
needs.

We have divided GiftWrap’s many functions into a dozen separate function sets,
such as Biographical, Gifts, and Tax. The GiftWrap system administrator can assign
each user full access, read-only access, or no access to each of these function sets.

» Full Access gives the user the ability to view or change data using any of the
functions covered by the function set.

» Read-Only access gives the user the ability to view data and print reports using
any of the functions covered by the function set, but not change data.

» No Access prevents the user from using any of the functions covered by the
function set.

Certain functions, such as File-Convert Database, are available only to a user with
administrator rights. Other functions, such as Payments-Print Checks/Advices, are
available only if you are licensed to have access to those functions. Access settings
selected within the security feature are overriden by these other considerations
wherever applicable.

For complete details on the functions included in each function set, open the
Security-Function Setstopic in the Online Help Index.

To set up security access for a new user

Let’s set up security levels for John Smith so that he has full access to most
GiftWrap functions, but can only look at datarelated to making payments.

Y ou must be logged into GiftWrap as the administrator to have access to the security
setup functions.

1) Close all windows, including the Search window.

2) Choose Setup-Administrator-Configure Usersin the Menu Bar. If
Administrator isgrayed out, you are not logged in asthe administrator. In
this case, you will need to exit GiftWrap, then enter the administrator’s
User Name and Password when you relaunch.

3) Click the New button.

4) Enter theName and Login ID for the user as shown below. Enter a
password of your choicein the Password field, then enter it again in the
Verify Password field. Click the Save button.
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Other Security Features

Bl Configure Users E
List T Properties T Access Level
[ IJohn Snith
Login ID: IJSmith
Fassword: I
“arify Password: I’‘‘“““““““““““““““‘k
Last Login: Status:
Sawve Cancel (=)=

5) Click the Access L evel tab.

6) For each Function Set in thelist, click the Function Set, then choose Full
Accessin the Access L evel menu, except choose Read-Only for Produce
Payments and EFT Files.

7) When done assigning Access L evels, click the Save button, then click the
Close button to exit Configure Users.

Y ou have now set up John Smith so that he can do anything he wants within
GiftWrap except produce payments. If you wereto exit GiftWrap, then launch it
again and login as JISMITH, you would see that the payment production functions
were unavailable to you. If you do this, remember to exit GiftWrap again and login
as ADMINISTRATOR when you relaunch before proceeding with your tour.
Certain functions are available only when logged in as the administrator.

Other Security Features

Audit Trail

GiftWrap tracks all changes -- modifications, additions, or deletions -- made to a
long list of fields so that at any time you can review who made what changes and
when.

1) Toreview alist of recent data changes, choose Actions - Review Audit
Information.

2) Click the Search button.

A list of recent data changes will appear.

3) Double-click alinein thelist to view the details of that data change.
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Other Security Features 21

4) Click the Close button to return to the Audit Information window, then
click the Close button again.

Audit data accumulates quickly, so GiftWrap includes an Archive Audit Data
function that lets you archive audited data changes into afile outside the GiftWrap
database as often as you wish. This way, the audit datais still accessible to a
database administrator or other technical staff who know how to read SQL files
directly, but it does not slow down the process of using GiftWrap’s Review Audit
Information to review recent data changes.

For acomplete list of the fields and functions audited by GiftWrap, open Online
Help and double-click Audit - fields audited in the Index.

Administrator Settings

GiftWrap gives administrators the ability to set a number of parameters that affect
password enforcement, as well as the option to mask Social Security Numbers on
certain reports. To see these settings:

1) Choose Setup-Administrator-Administrator Settings.

ElS Administrator Settings

ESa\ze report data files for use with Custom Beports:

Fun Globally Update Seasonal Addresses function at launch

Run Globally Update Seasonal Addresses prior to address-dependent functions (e.g.. Print Checks)

Enforce Password change after how many days:
Mumber of consecutive failed login attempts before locking Account:

MNumber of inactive days since login befare locking Account:

S

MNumber of days until a password can be re-used: 180

hask all but last 4 digits of 35#s on Certain Reports:

<l

Mumber of Days of history to keep in Audittable before moving to Auditire: 80

(0] Cance]

2) When donereviewing the settings, click the OK button.
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Producing a Gift Profile

Producing Reports

GiftWrap can produce a variety of reports to meet the needs of your development,
finance, and business offices. One of the key differences between GiftWrap and
other development databases is GiftWrap's ability to use stored data to produce
calculated values, such as FASB liabilities and gift annuity reserves. Y ou can also
create custom reports using Crystal Reports, a widely-used third party report writer.

The reports we will review in our tour are;

» Gift Profile

» Person Profile

* Gift Summary

» Gifts By Designation

» Cash Flow Projection

» FASB Liabilities

» Historical FASB Liabilities
» Gift Annuity Reserves

In the process of reviewing these reports you will learn everything you need to know
to produce all of the other standard reports available in GiftWrap. We encourage
you to experiment with producing all GiftWrap reports once you have finished your
tour here.

Producing a Gift Profile

The Gift Profile report provides you with a comprehensive listing of all the
information stored in one Gift Information screen. This report provides a handy
summary of the gift for the donor’s file and for checking data for errors.

Let’s return to the gift record we reviewed earlier and print a Gift Profile for it.

1) E Click the Person/Gift Search button, then enter fein the Last Name
field of the Person Search tab.

2) Double-click Feldstrom, Adrienne.

3) Click the Gifts/Paymentstab, then double-click in the Giftslist the gift
Adrienne made on 12/20/1999.

The Gift Information screen for the gift should now be open.

4) K| Click the Print Preview Gift Profile button.

5) Click the OK button.
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The Gift Profile will appear in GiftWrap’s standard Report Preview window, where
you can review it on your screen. The profile includes the payments and taxation
information for 2007 only. Y ou could have included all payment and taxation
information since the gift was made in 1999 by marking For All Yearsinstead of For
Current and Future Years Only.

To print the report:

6) %CIick the Print Report button to open a standard Windows Print
dialog box. Change any selections necessary, then click [OK].

7) Choosethe number of pages and copies you wish to print, then click [OK].

8) Click the Close button to close the Report Preview window.
9) Click the Close button to close the Gift Profile window.

Thefirst page of the Gift Profile report is reproduced on the next page.
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24 Producing a Gift Profile

Gift Profile

Gl Key: a7
Statua: Cument
Organization: PGEC - PG Cale Foundatizn Gt Dafe: 1272001923 Funding &mt 33,000.00
Total &mt: 33,000.00
General
GIft Type: CEA - Charltabls Gt Annuity Paymant Fraquancy: Q - Quareny
Subtype: - Standard Paymant Timing: E - End of Periad
PIF Hame: Valuation to Paymant:
Payout % 720000000 Market Valus: 53,075.38 Cradit Smount: 51,316.85
Flrat Payment Cate: 12{311859 Market Valus Date: 06/ 30,2007 Agcount 12
Agcount 2
Payment Date Elactad: Unla: Account 3-
Payments Commubad: Total Unlts:; )
. Managad:
;?:t:,gi Data Racord Incomplats:
Dietshs: . : .
Term Typs: Account Closed Date:
Term End Data: Char Deduclon: 3181635 Final Val Data:
Years In Tarm: IRS D.RataiPIFs:: 740000000 Sever Date:
. RCW Amount: 0.0
Tax Form: 1099-R
Ressrve Siale:  ME Flip Trigger Dats: Distribution &mount: $0.0
) - Teatamaniary: Ralnzurad: Undist. Inv. In Confract: $0.0
Payments.
Ressnig amount: §2,850.42 FASE amaount: F24689.57 Earlle=t Start Data:
Reseng date: OE/30/2007 FASE dats: 05/30/2007 Latast Start Dats:
Purpoee:  Scholarshlps and physlical plant
Endowed: Permanantly Resirictad: Temporarlly Resiricted: X Rman Can Be Changad:
Percens Designation Cooe Designanion Descrption
50.00 ALDG Bulidings and Grounss
50.0D SRMNT Granis and Fellowships
LEET N
Asset Descrigtian Cost Basis  Acguisinon Daie Assel Markel Value
51.500 cash 0a 31,500.00
100 shares of EGMA Gas5 Co. 10 05031973 33,500.00
Additlons:
Dare Amgunt Char Deduchion Links IR5 DISCFF%

agzoclations:
Associalion tame
Bene-| Christlan Faldstram
Donarsens-A &drienne Feldsiram

Check Information for Adrisnna Faldstrom:

Check Daie Check Amt Fed With
02212007 $90.00 S0.oa
OE/30/2007 390.00 S0.00
0s'30/2007 390.00 S0.00
124212007 90.00 S0.oa

Tax Infarmation for Adrisnne Feldstrom:

Tax ¥Yesrs Capital Gain

129910 1982 000

2000 to 2016 2000

2017 to 2017 2000

2018 to 90E9 000
D3M72008

Address Type

Paymanti

Stale WRh
0.00

¥1.00
¥1.00

0.00

Tax Freg
3603
5155.04
£31.44
50.00

MNerAmt (55 DareTyge
F90.00 D200V
390,00 D&f3O2DOF C BS7
390.00 -
390,00 -

Sepsrate Check D.OE D.o.0.

JE/2EA1926

10DE1324

23y To: Adrienne Feldsirom
Check Num Chrd
c B33 X

Orainary Fed Wiinhely

5.7 0.0
5174.96 5000
S328.58 0.0
£250.00 0.0

G Proflle Report

Ferson Key

rd

&

Income LIS

Payment Total
$11.74
§360.00
336:0.00
3360.00
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Producing a Person Profile

Y ou can produce a Person Profile report in a similar way to the Gift Profile report.
First, open the Person Information screen for the desired person, then click the Print
Person Profile button. The Person Profile report provides a comprehensive listing of
al the information GiftWrap is storing on a person.

1) Click the Close button at the top of the Gift Information screen to
return to Adrienne Feldstrom’s Per son I nfor mation screen.

2 L&

Click the Print Preview Person Profile button.

DOB:  [10/06/1924 IGIva N =6 Poreon Profie K|

. _ r Gift and Payment Information
b +k M. Christian F

 Show for - Misc T Advisors

¢ Do Mot Show

Home Address T Other Address C

&
+ % ‘ Organization Associat To Address Gift Ke:

PGC DonarBl [ include Payment Feldstrom Payment! 32 ]
» |PGC DanorfB: & For Current and Future ‘Years anly [eldetram Paymenl Rl
PGC DanorBy Feldstrom Paymentl B
PGC DonorfBr " ForAllYears Feldstram Paymentl 27|
PGC DonorBi Feldstrom Faymentl 28
PGC Danor 334

oK | Close |

|
® Check Date Net 2 [Typs [GiftKey 1=

Y ou may choose among several options in this window that control what gift and
payment information is displayed on the Person Profile.

3) Click [OK] toview thereport.

The Person Profile will appear in GiftWrap's standard Report Preview window.

4) %CHCK the Print Report button to open a standard Windows Print
dialog box. Change any selections necessary, then click [OK].

5) Choosethe number of pages and copies you wish to print, then click [OK].

6) Click the Close button to close the Report Preview window.

7) Click the Close button to close the Person Profile window.

8) Click the Close button to close Adrienne Feldstrom’s Person
Information screen.

The first page of the Person Profile report is reproduced on the next page.
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Person Profile

Farson Key: i
Statua: Cumrerit
Prefle: Ms Flrat: Adriennz Laet Feldstrom
Sufflx: Salut Adriennz
D.oB.: 1061524 N 55 Hum: TERLMATED
Genoer: F Do Hot Mall;
gpouse; M. Christan Feldsrom (Cumend)
Home Addrags
T8 Carole Street
Waterville, Mz 907
Fhine: 207-E27 4444
Fa: 207-E274445
E-mil: AFeld=gan com
Expires: {address |ast modified 092672007)
Other Addrasses
Busness
Flamenco Cafe
41 Spinnaksr Sireet
Cambrage, M& 02138
Phine: G17-E2g43
Fa:
E-mail: stromiflamencocafe.com
{@ddress last modified 120051887
Paymentt
cio Villape Savings Bank &7 DI-90B-00828-23
1284 Massachusets Avenue
Cambrdge, M& 02138
Fhine:
Fax:
E-miil:
{@ddress last modified 0218.2008)
Gt
org Asaoclatlon Type Gl Date Total Gt amount  Siatus Payments To G Kay
PGZ CononBene-A4 PIF 1272451823 §10.037.50 Current Fayrrenti &2
PG Conor COUT  12DEMpos 51.000.00 Current 33
PGC ConorBene-4  CRAT 020371825 §50.000.00 Current Paymenti 28
PGC ConorBene-4  OTH  090/11E2G §10.000.00 Current Paymenti 27
PGZ CononBene-d CGA 0ON51B2T §10.000.00 Current Fayrrenti L
PG CononBene-4  CGA 1202001829 5500000 Current Payment1 7
PGC ConorBene-&  CRAT 11152002 §25.000.00 Current Paymenti 32
PGZ CononBene-d CGA 1203002004 §50.000.00 Current Fayrrenti [l
PG CononBene-4  CGA 1203002008 §25. 00000 Current Payment1 77
031772008 Person Profie Report 1
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Producing a Gift Summary

The Gift Summary report displays basic gift, donor, and beneficiary information on
each gift that you includein the report. Thisreport isideal for analyzing the planned
gifts made to your charity. How many planned gifts have you received this year?
What are your gift totals for each gift type? How do these totals compare to last
year? These arejust afew of the questions this report can help you answer.

1) Click the Reports menu, then choose Gift Summary.

Enter your search and sort criteria as shown below to produce areport of all Auburn
Society gift annuities that are currently active.

2) When done entering the information above, click [OK] to view thereport.

P& Gift Summary
rOrganization

Al ™ Gitt Tally for Gift Range =} Elpre e Deta

* Specific Organization uB i [ Break Page Between Organizations
rGift Date Giift Status

I Tao I Al ¥ Current [~ Finished [C Seversd

~&cct Closed Date for Finished/Severed Gifts

! T |

r Gift Type FIF
Al [BEQ [ CLAT [ CRAT [ OTH [ FIF & A
M CGA T CLU [T CRU I OUT [ RLE 1 Epe e Rl | ﬂ

rSort

“Within Organization Sar by Gift Type vI Then by: |Giﬂ Date =

Include

Condition:
@« Market Values ;l

¢ Purpose
" TrustIDs

¢ Reserve State

Ok Close

3) @CHCK the Print Report button to open a standard Windows Print
dialog box. Change any selections necessary, then click [OK].

4) Choosethe number of pages and copies you wish to print, then click [OK].

5) Click the Close button to close the Report Preview window.
6) Click [Close] to closethe Gift Summary window.

Thefirst page of the Gift Summary report is reproduced on the next page.
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SaN[E, 1aYIE - AIBLIUNS YIS

BOOZ/LLIED

00000000 SSHUn e1ol
00SEE'0L1E @njep jayey jeo)
00 LOS'TLLE JUNOWNY UORIPPY PUE WIS [e10]
a 'SUOIHPPY Jo Jaquiny
5 SIS 40 Jaquiny S[E10] puels)
00000000 SSHun e1ol
00SEE'0L1E @njep jayey jeo)
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Producing a Gifts By Designation report

The Gifts By Designation report is a great tool for analyzing how different
designated beneficiaries within your institution, such as Grants and Scholarships or
Building Fund, will benefit from your planned giving program. For umbrella
organizations that accept gifts on behalf of multiple institutions, this report provides
away to show each institution’ s share of the gift benefits. The report also allows you
to divide up FASB liabilities and annuity reserve amounts in a similar manner.

How does the Gifts By Designation report do this? The report allows you to
organize gift information based on the designations assigned to each gift. The report
lists basic gift information based on these designations and subtotals the results.
Dollar amounts are multiplied by the designation percentage to show the portion of
each gift that is destined for each designated purpose.

The report is available in four variations. These variations let you analyze how the
following respective amounts are split among each gift’s designations: charitable
deduction and final distribution amount, current market value, FASB liability, and
current annuity reserve requirement.

1) Click the Reports menu, then choose Gifts By Designation.

Enter your search and sort criteria as shown below. Be sure to mark Market Values
in the Include box to produce the variation of the report that includes Market Values:

r Organization rDesignation
Al Al
FGC < & Specific Dasignation IGRNT 'l
r Gift Date ~ Gift Status
To I v All Il Eurent I Emistied s R fEevered
r Gift Type rinclude
v All [CIEER [T CLAT  [FIeEAT  IElomEH FEE " Deductions and Distributions

& MarketValues
 FASE Liabilities
 Annuity Feserves

BN EErE e e (e W i =

rSort

Within Organization and Designation, Sart by: |GiﬂType vl Then by |Gif‘t Date vl

Condition:

L

2k Close |

2 When done entering the information above, click [OK] to view thereport.
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3) %CHCK the Print Report button to open a standard Windows Print
dialog box. Change any selections necessary, then click [OK].

4) Choosethe number of pages and copies you wish to print, then click [OK].

5) Click the Close button to close the Report Preview window.
6) Click [Closg] to closethe Gifts By Designation window.

The first page of the Gifts By Designation - Market Value report is reproduced on
the next page. It shows the current market value of all gifts designated to benefit the
Grants and Fellowships program of the PG Calc Foundation.
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Producing a Cash Flow Projection

GiftWrap's Cash Flow Projection report provides you with a sophisticated
estimation of when each of your planned gifts will terminate and how much each
will distribute at that time. It also displays the present value of these amounts.

The amounts your planned gifts actually distribute to your charity will certainly vary
from what this report predicts, as they will depend on the actual investment return of
your gift assets and the actual date each gift terminates. Nevertheless, the Cash Flow
Projection report can help you enormously in eval uating the success of your planned
giving program and forecasting future planned gift distributions.

1) Click the Calculations menu, then choose Cash Flow Projection.

Enter the information shown below. This particular report will estimate the
distributions that the PG Calc Foundation can expect to receive from its gift
annuities and charitable remainder unitrusts as of 12/31/2007.

ElS Cash Flow Projection E
Organization: PGC - [Aesumplions:
CGA  Total Annual Retum®a 6.00000000
Yaluation Date: IW 243172007
CRU  Total Annual Retum 7.00000000
r Designation
& Al CRAT Total Annual Retum® 0.00000000
® gzl Cesgicisg I RLE Total Annual Growth% 000000000
- Gift Type FIF Total Annual Growth®
[FIF [Annual Growth [=]
Ll oee  meRaT o ER ¥ | The Bslanced Fund | nooooooog|~ | |
™ RLE r FIF ™ BEQ -
Mortality Tahle: IZ\HHEUUU 2 Show Walues Projected Within the MNext 200 ﬂ Vears

PresentValue Rate One 3.00000000 Present Value Rate Two: 6.00000000

Suppress Detail Infarmation r
Condition:

2) When done entering the information above, click [OK] to view thereport.

3) %Print thereport, if you wish, then return to the Report Preview
window.

4) Click the Close button to close the Report Preview window.
5) Click [Closg] to close the Cash Flow Projection window.

The first page of the Cash Flow Projection report is reproduced on the next page.
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Producing a FASB Liabilities report

GiftWrap’'s FASB Liabilities report is appreciated by chief financial officers even
more than by planned giving officers. Computing liabilities for planned giftsisa
time-consuming headache for many organizations. GiftWrap's FASB Liabilities
report makes computing and reporting FASB liabilities for all your planned gifts a
snap. It may save your CFO days or even weeks of work with a spreadsheet!

The FASB Liabilities report lists your charity’s calculated liability for each gift
included in the report. The report is available for charitable remainder annuity trusts
and unitrusts, gift annuities, pooled income funds, and charitable lead annuity trusts
and unitrusts. It provides a choice of two widely accepted methods: use of one
interest rate for all your gifts or use of the specific IRS discount rate assigned to each
gift.

1) Click the Calculations menu, then choose FASB Liabilities.

Enter your calculation, search, and sort criteria as shown below:

Organization: UB <
“aluation Date: 12f3152007
Gitt Type: CGA - PIF Marne: j

Rates of Retun
|7  Lse One Rate of Return I

@ |ze each Gift's IRS Discount Rate/Fif %%

Morality Table: IEIEICM vl

YWy'ithin Riate of Return. Sort By: Im

Condition
=l
-]

oK Close

2) When done entering the information above, click [OK] to view the report.

3) %Print thereport, if you wish, then return to the Report Preview
window.

4) Click the Close button to close the Report Preview window.

5) Click [Yes] to save each FASB liability you have just computed to its
respective gift record along with the FASB valuation date.
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By clicking [Yes], you have told the FASB Liahilities function to update the FASB

Amount and FASB Date field found in the Detailstab of each gift’s Gift Information
window with the new FASB liabilities you have just computed. This feature makes
it easy to look up the latest FASB liability and valuation date assigned to any gift.

6) Click [Close] to closethe FASB Liabilitieswindow.

Thefirst page of the FASB Liabilities report is reproduced on the next page.
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Saving and Reporting Historical FASB Liabilities

Once you have saved arun of FASB liability calculations, you can copy them so that
you have a historical record of the calculations that won't be overwritten by future
runs of the FASB Liabilities routine. Saving FASB liabilities as historical values
makesit possible at any later time to report these values or to compare them with
current values. You can save and report gift market valuesin thisway, as well.

1) Click the Actions menu, then choose Copy Historical FASB/Market Values
to Historical Gift Table.

Enter the criteria shown below to create historical copies of the FASB liability
values for 12/31/2005 that you just saved.

El% Copy FASB/Market Values to Historical Gift Table [x]
rYalue Type ralue Dat
& FASH |12;3w200? To |12g31/200?
 Market Value
rOrganization rGift Date
Al | To |
* Specific Organization UB r
" Selected Organizations Ezllziei Gift Key: Account 1 li
rGift Type Gift Status
[ &l F e EELAT - EEEUE T feRAT E ER = Pl ¥ Current ¥ Finished ¥ Severed
Caondition:
|
[

2) Click [OK], then click [Yes] to continue with saving your historical FASB
values.

3) Click [OK] to complete the saving process.

4) Click [Closg] to closethe Copy Historical FASB/Market Valuesto
Historical Gift Table window.

Once you have saved your FASB liabilities or market values as historical values, you
can report them at any later date and in any of several formats. One report that is
especially useful when assembling data for your charity’ s annual financial statement
isthe FASB Values for Two Dates with Differential report. This report lets you
analyze each gift's FASB liability as of the beginning of the fiscal year, the end of
the fiscal year, and the change in value during this time.

1) Click the Reports menu, then choose Historical FASB/Market Values.

Y ou can see that there are several historical value report formats to choose from, as
well as afile format for uploading FASB values to general ledger software. Enter
the criteria shown below to produce a report of historical FASB liabilities for The
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Auburn Society’s charitable gift annuities as of 12/31/2006 and 12/31/2007 and how
much they changed during that year. Be sure to change the Gift Type selection from
All to CGA when entering your criteria.

ElS Historical FASE/Market Values [ <]

£ FASB Yalues by Date Date: li

' FASE Values for Two Dates with Differantial Date1 1213172008 Dete:  [|12/31/2007

" FASB File for Upload to GL Date 1 Date 2: l—
 Market Values by Date Date:

 Market Values far Twa Dates with Differential Data1 Date 2: li

File Format I j File Date I
GL Dehit Account # I GL Credit Account #:
rOrganization Gift Date
oAl ( | To I
& Specific Organization B M
 Selected Organizations izl Gift Ky
rGift Tyg Gift Status
Al FCGA [T CLAT DO [T CRAT T CRU " PIF ’V ¥ Current I Finished W Severed
rSon
“Within Organization Sart by: |Giﬂ Tyne - Then by Gift Date 2
Condlition:
Bl
[-|

Clase |

2) Click [OK] to produce thereport.

3) %Print thereport, if you wish, then return to the Report Preview
window.

4) Click the Close button to close the Report Preview window.
5) Click [Closg] to closethe Historical FASB/Market Values window.

Thefirst page of the Historical Gift Values- FASB Valueswith Differential reportis
reproduced on the next page.
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Producing a report of Gift Annuity Reserves

Whether mandated by state law or performed for internal auditing purposes, regular-
ly calculating your institution’s annuity reserve requirements is essential to sound
fiscal management of your gift annuity program. Many charities pay actuaries over
$1,000 each year to produce thisinformation. GiftWrap's Gift Annuity Reserves
report makes it easy for you to compute and report this information yourself.

GiftWrap can produce reserve calculations that satisfy any of the states that require
reserve reports. For states that require the use of the Annuity 2000 mortality table
for recent gifts but allow the use of the less conservative 1983 A table for older gifts,
GiftWrap chooses the appropriate mortality table for each gift automatically. These
states currently include Arkansas, California, Florida, Maryland, New Jersey, New
Y ork, Oregon, Washington, and Wisconsin.

GiftWrap also can import the maximum reserve interest rates that each state allows.
For example, the states mentioned above announce new maximum rates each fall
that apply to all gift annuities funded in the current year. PG Calc makes it easy for
you to stay in compliance with these maximums by providing you with afile of the
new state interest rates as soon as they are made available. All you havetodois
install the file and click the Import State %s button in the upper right hand corner of
the State M ethod tab pictured below.

For charities that don’t need to meet state reserve requirements, GiftWrap also can
compute reserves according to your choice of mortality tables and interest rates.

1) Click the Calculations menu, choose Gift Annuity Reserves, then choose
State Method.

Enter your calculation, search, and sort criteria as shown below:

State Method T Custom Method
Organization ug - Valuation Date 12/31/2007 Irmport State %s
r Gifts to Include rStates To Be Satisfied By This Repot———————
@ AllCGAs AR
- Ca
 Orly CGAs with F State of H e
nly 3 Wi eser/e Stale o CFL
Al CGAs exceptthose with Reserve State of :[' LMD
(]
rSurplus ta Show at Endl of Feport
[ OR
# None s
" Percentage of Total Reserve w1
© Specific Daollar Amount

rSort

™ Group by Mortality Table and Interest Rate

= Suppress Detel

By, Gift Date - Then by: <none» -

Condition;

ok Close
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2) When done entering the infor mation above, click [OK] to view thereport.

3) gPrint thereport, if you wish, then return to the Report Preview
window.

4) Click the Close button to close the Report Preview window.

5) Click [Yes] to save each reserve amount you have just computed to its
respective gift record along with the reserve valuation date.

Similar to the FASB Liabilities function we looked at earlier, the Gift Annuity
Reserves function can update the Reserve Amount and Reserve Date field found in
the Details tab of each gift annuity’s Gift Information window with the new annuity
reserve you have just computed. This feature makesit easy to look up the latest
annuity reserve amount and valuation date assigned to any gift annuity.

6) Click [Closg] to close the Gift Annuity Reserves window.

Thefirst page of the Gift Annuity Reserves report is reproduced on the next page.
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Tracking the value of gift annuity assets

GiftWrap's powerful CashTrac CGA Market Values feature takes the guesswork out
of valuing the assets that back each gift annuity in your gift annuity pool. When a
gift annuity terminates, the market value that you have maintained using CashTrac
tells you how much of the gift annuity’s original funding assets are still in the pool.
Many GiftWrap clients use this amount to determine how much to remove from the
gift annuity pool and use as designated by the donor. This approach is far more
sophisticated than simply removing 50% or 100% or some other standard percentage
of the original funding amount of each terminated gift annuity.

CashTrac gives you the choice of two methods for adjusting gift annuity market
values. Whichever method you choose, CashTrac can store its calculations as
current market values and as historical market values for future reference.

Each calculation method has its advantages and disadvantages, but both offer an
advanced approach to tracking the value of the assets backing each of your gift
annuities. Wewon’t run CashTrac CGA Market Values here, but you are welcome
to run it on your own. To learn more about how the CashTrac calculations work,
look up the CashTrac CGA Market Values-cal culations explained topic in the
Online Help Index.

Method 1. Thefirst method asks you to enter anet rate of return on the gift annuity
pool’s assets during a specified time period. CashTrac then adjusts each gift
annuity’s stored market value by that percentage and subtracts each gift annuity’s
payments made during the same time period to arrive at the new market value to
store.

Method 2. The second method asks you to enter the total market value of your gift
annuity pool as of the end of a specified time period. CashTrac then adjusts each gift
annuity’s stored market value by the net rate of return that isimplied by the
difference between the total of all the stored gift annuity market values and the new
target total market value you have entered. Then, asin the first method, CashTrac
subtracts each gift annuity’ s payments made during the same time period to arrive at
the new market value to store.
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Producing Payments &
1099-Rs

GiftWrap can produce payments for income beneficiaries of any type of planned gift.
It can make these payments either by check or by electronic funds transfer (EFT).

GiftWrap can print checks directly on check stock loaded into a printer or produce an
upload file that sends payment data to a separate check writing system. GiftWrap
can also print 1099-R tax forms for reporting annuity income to all your gift
annuitants and to the IRS. For charities with more than 250 1099-Rs to send,
GiftWrap can produce the required electronic file for reporting this tax information
to the IRS. In addition, GiftWrap can produce reports that summarize payment or
1099-R information.

Except for the summary reports, this set of featuresis optional in GiftWrap. If you
need any of them, they are available. If you don’t, you can purchase GiftWrap
without this set of features for areduced license fee and lower annual service fee.
See the GiftWrap brochure or contact the PG Cal ¢ sales department at 888-497-4970
for pricing details.

Reporting and producing income payments

All of GiftWrap’'s payment functions are found in the Payments menu. Let’sstart by
creating a Payment Summary report, which lists income payments, the name and
address (optional) to whom they were made, and the gift that generated them. This
report typically is used to list payments made during a specific time period, such as
the current month or the past calendar quarter. Theinformation it provides can be
very helpful for double-checking payment amounts before producing actual
payments, as a check request, or as a permanent record of past payments.

1) ¥ Click the Payments button in the Toolbar.

2) Click the OK button if you see a message about updating Seasonal
Addressess. Click the OK button again onceit’s done updating.

GiftWrap can be set to update seasonal addresses that need updating whenever you
select address-sensitive functions, such as Payments. For the purpose of this
Tutorial, click OK whenever you see this message.

Enter your search criteria as shown on the next page. Notice that we are printing
checks for the income beneficiaries of gift annuities (CGAS) and charitable
remainder unitrusts (CRUSs) only. Also, we are excluding income beneficiaries with
a status of “Missing.” These are beneficiaries whose address is unknown, but who
may be alive. Excluding them from payments prevents you from sending payments
that never will be received. |If amissing beneficiary islater located, turning on the
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beneficiary’s payments again is a matter of changing his or her status from
“Missing” to “Active”.

Payment Reports T Checks/Advices T Upload/Mail Merge T EFT Reports T EFT Files T Settings
rRepont:
@ Payment Summary ¥ Include Checks W Include EFTs ™ Group By Check/EFT
© PIF Payment Summary I~ Show Payment Address I Suppress Detail
© YTD Style Payment Summary
r Organization
Al I= Ereel Page Between Uraanizalians
@ Specific Organization PGC =
® Sl Gl i s Selact W Exclude People with Status Missing
Gift Type PIF
’7 Al ¥ CGA I~ CRAT ¥ CRU I~ OTH I~ FIF & All
_Chack Dt € Epedic Pl |
I[IE/EEI/‘ZEIEI? To 06/30/2007
= Cambine Paymmenteiranm Sepanate PlFs
Caondition

3) When done entering the infor mation above, click [OK] to view thereport.

4) Click [Continug].

5) gCIick the Print Report button to open a standard Windows Print
dialog box. Change any selections necessary, then click [OK].

6) Choosethe number of pages and copies you wish to print, then click [OK].

7) Click the Close button to close the Report Preview window and return
to the Paymentswindow. L eavethe Paymentswindow open.

Thefirst page of the Payment Summary report is reproduced on the next page.
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Once you have used the Payment Summary to confirm that all payment amounts are
correct, you can use GiftWrap to produce the payments themselves. We won't
actually print checks or create an electronic funds transfer file here, but we will show
you how to do both.

Printing checks: GiftWrap can accommodate laser stock. GiftWrap comes with a
variety of laser check styles to satisfy the format requirements of most charities. If
none meets your needs, you can make the necessary modifications to any of these
check styles using Crystal Reports report-writing software or we can make a new
custom style for you.

1) Click the Checks/Advicestab in the Payments window.

Bl Payments [ ]
Payment Reparts T iChecks/Advices T Upload/hail Merge T EFT Repors T EFT Files T Settings
rPayments rSettings
& Print Checks With Advices Chack Styls: Laser Mirdle Stle 1
© Print Advices Only I heElide Ehecks = el e ERDE Az Ee e i Syt
MNumber of Payments per Adwvice
- Orgarization {Checks With Advices) 12
Al Mumber of Payments per Advice
[Advices Only): 12
& Specific Organization PG hd
Compute Tax-Free Amount Mo
" Selected Organizations EEl et Advice Message
Gift Type rPIF
[ I~ Al ¥ CGA [ CRAT ~ CRU r oTH r FIF 3
Check Date £ BEeiic PR et
II]E/SI]/E[II]? T Iuafsufzum
= | Carmbine Paymenteiom separate Pl
Starting Check Number. .
PIF Current Yield:

™ Print Advice Message (editon Settings tak) % Excluds Peopls with Status Missing

I Printlssued Date as Check Date . e
Adjust Text on ChecksfAdvices ky: = pixel(s)

Condition:

Review the questions asked in the Checks/Advices tab. Notice that you can print
checks and advices for any period, which makes it easy to print them in batches or
ahead of time. The date that appears on the check ordinarily is the Check Date stored
in the beneficiary’s Check and Tax Information window for the gift. Y ou can
instead print the Issued Date as the check date by marking the Print Issued Date as
Check Date box in the Checks/Advicestab. Y ou enter the Issued Date after clicking
OK to the tab above. You can assign and store check numbers, if you wish, to aid
record keeping and check reconciliation.

Most clients use a check format (as determined by the Check Style displayed above)
that includes an attached advice. Y ou can also print just advices for beneficiaries
paid by electronic funds transfer by choosing Print Advices Only instead of Print
Checks with Advices.

To print the checks, you would load your check stock into your printer, then click
[OK] to work through the usual series of printing windows.
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Making payments by electronic fundstransfer: For those beneficiaries who
prefer to receive payments by electronic funds transfer (EFT), GiftWrap can make
payment distributions by EFT rather than by check. GiftWrap determines the
method of payment on a per beneficiary and per gift basis, making it easy for you to
use the method each beneficiary prefers for each of his or her gifts.

1) Click the EFT Filestab.

El§ Pagments
Payment Reports T Checks/Advices T Upload/Mail Merge T EFT Reports T EFT Files I Settings
rFile Type Settings
* Craste EFT Paymant File Exclude Dehit Records fram File Mo
" Create EFT Prenate File EFT Blocking Factor: 10
 Create EFT Mail Merge Data File Format j EFT File Custarm Header:
L. Mone
Organization
Al
& Specific Organization FGC M
" Selected Organizations ZE(EEh | .
¥ Exclude People with Status Missing
Gift Typi FIF:
’7 Al IV CGA " CRAT v CRU " PIF & Al
_Check Dt € EneciicPIE -
IUE,‘BUIZUU? To 06/30/2007
Condlition:
B
-]
[0]8 | Close |

GiftWrap creates prenote and payment files in the standard format that the Auto-
mated Clearinghouse (A CH) requires for making payments by EFT. To make a
transfer, you create the EFT payment file in GiftWrap and send it to a member of the
ACH network, such asyour institution’s bank. That ACH member then poststhefile
to the ACH network and the payments described in the file are made.

In order to make payments by EFT, you need to acquire some additional bank
account information from each income recipient who wants to be paid by EFT.
Many of our clients accomplish this by sending an EFT mailing to all of their income
recipients. Once you have gathered the necessary bank account information, you just
add it to each participating recipient’s Payment Address window. Then, you add
similar information to your organization’s setup window and you’re done. Once all
of thisinformation isin place, making payments by EFT becomes simple.

2) Click [Closg] to close the Payments window.
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Reporting tax information and printing 1099-Rs

For institutions that offer gift annuities, one of GiftWrap’s most valuable featuresis
its ability to print 1099-R tax forms. If your charity accepts gift annuities, it must
send 1099-R information each year to each annuitant and to the IRS. The 1099-R
reports the total amount of payments received by the annuitant and how much was
taxable, capital gain, and tax-free income.

Producing a 1099 Summary: Before printing the 1099-Rs themselves at the end
of the year, we recommend that you produce a1099 Summary first. Thisreport lists
the information that will be printed on the 1099-Rs, giving you a straightforward
way to check all your gift annuity tax information for errors before you print your tax
forms. GiftWrap does do its own error-checking to make sure that each annuitant’s
total payments for the year matches his or her total on the form, but it cannot catch
name misspellings, address mistakes, and other similar errors.

1) ™% Click the 1099s button in the Toolbar.

Enter your search criteria as shown below:

1099 Summary: 1 Frint 1083-R Farmg 1 Create IS 1093 Fils
~ Organization
Al
@ Specific Organization UB =
" Selacted Organizations Zelest
r Gift Type
v CGA I OTH ¥ Exclude People with Status Missing
TaxYear, 2007 —
=
Tax Farm 1085-R = ™ Bresk Page Between Organizations
Condition
-
-
oK | Close |

2) When done entering the infor mation above, click [OK] to view thereport.

3) §|Click the Print Report button to open a standard Windows Print
dialog box. Change any selections necessary, then click [OK].

4) Choosethe number of pages and copies you wish to print, then click [OK].
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5) Click the Close button to close the Report Preview window and return
tothe 1099s window. L eavethe 1099swindow open.

Thefirst page of the 1099 Summary report is reproduced on the next page.
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Pooled Fund Organizer Module

Printing 1099-Rs: Printing 1099-Rsin GiftWrap issimple. First, you load your
printer with laser 1099-R stock. We can help you order this stock, if necessary.
Then, you run GiftWrap’s 1099-R printing routine.

1) Click thePrint 1099-R Formstab.

Since you probably don’t have 1099-R stock handy, we won't produce a 1099-R
here. To print the 1099-Rs, you would just fill in the information in the 1099-R
Forms tab, click [OK], then print the report in the usual way. That’s all thereistoit!

The Auburn Society and PG Calc Foundation organizations in the Tutorial database
are shipped with an Organization Y ear of 2007. Y ou will need to run Actions- Y ear
End Update to advance these Organization Y ears to 2008 before you will be allowed
to produce 1099-R forms for 2007. This requirement forces you to complete your
2007 work, such as producing payments, before you are allowed to produce tax
forms for 2007.

In addition to printing 1099-Rs for your annuitants, GiftWrap can also create afile
for reporting 1099 information to the IRS electronically. The IRS requires your
institution to report 1099 information thisway if your institution needs to issue 250
or more 1099s. Electronic reporting is optional for institutions that issue fewer than
250 1099s.

1) Click the Create IRS 1099 File tab to see the questions you must answer in
order to producethe 1099 file.

2) When donereviewing the Create IRS 1099 Filetab, click [Closeg] at the
bottom of the window.

Pooled Fund Organizer Module

GiftWrap's optional Pooled Fund Organizer module (PFORZ) helps you perform all
of the essential tasks necessary to administer a pooled income fund, such as unitizing
new gifts, distributing participant income, and producing Schedule K-1 tax formsfor
each participant and the IRS.

1) Click the PIFsmenu in the Menu Bar.

File Edi Actions Repots Calculations Payments 10395 | FIFs Setup Help

%% s m ? & a Update to New Period.
Unitize New Gifts...

Distribute Income

e B

Compute PIF Market Values.
T Gift Search |

First Name: I

LastMame ||_
—

P
Import Fund Tax Data... —

The PFORZ module consists of all functionsin this menu except for Compute PIF
Market Values, which isavailableto all GiftWrap users. ThePIF Payment Summary
under Payments - Check/EFT Reportsis also part of the PFORZ module. You are
welcome to try out any of these functions after you have completed your tour. If you
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are interested in learning more about the PFORZ module, please contact our Sales
Department at 888-497-4970 and ask for our PFORZ Module Introductory Guide.

Custom Reports

GiftWrap offers awide range of standard reports that fulfill all the reporting needs of
most users. If GiftWrap doesn’'t already provide you the exact report you need,
however, it gives you great flexibility in creating your own custom reports.

To create custom reports for GiftWrap, all you need is Crystal Reports X| from
Seagate, awidely-used and powerful report-writing software package. Like many of
our clients, your organization may aready have Crystal Reports XI. If not, the cost
isvery reasonable. We have written all of GiftWrap's standard reports using Crystal
Reports XI.

Y ou have two options for using Crystal Reports to create custom reportsin
GiftWrap.

1) You can create areport from scratch in Crystal Reports. This method is suitable
for creating areport that is unlike any report already availablein GiftWrap.

2) You can export a GiftWrap standard report, such as the Gift Summary, in Crystal
Report format, then edit the report in Crystal Reports. This method is suitable for
creating areport that is similar to areport already available in GiftWrap.

Either way, if you save your custom report in the GiftWrap\Reports folder, the
custom report will appear in the Custom menu in GiftWrap’s Menu Bar. You can
save as many custom reports as you wish in the GiftWrap\Reports folder under
different names and each one will appear in the Custom menu.

Producing a custom report is a two-step process.

1) Run a standard GiftWrap report that contains all of the data that should appear in
your custom report. Doing so allows you to take advantage of all of the selection and
sorting options available for the standard GiftWrap report. A file of thisdatais
stored in the GiftWrap\ReportData folder.

2) Run your custom report. The resulting report will appear in GiftWrap’s standard
Report Preview window.

Please contact Dyke Tilt at 888-474-2252 if you would like to discuss the details of
creating your own GiftWrap custom reports using Crystal Reports.
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Adding People and Gifts

As mentioned in the brief GiftWrap overview at the beginning of your tour,
GiftWrap stores person information and gift information separately. If a person
makes a planned gift to your charity, first you create a person record for each donor
and beneficiary who is associated with the gift. Next, you create arecord for the gift
and then link the gift to each person with the proper association. GiftWrap makes
this seemingly complicated process easy by providing an Add Person Wizard, an
Add Gift Wizard, and an Add Association Wizard that walk you through the
procedure.

Adding a new person using the Add Person Wizard

The Add Person Wizard guides you through adding donors, beneficiaries, and
prospects to your database. Y ou are free to move back and forth among the Add
Person Wizard screens using [Back] and [Next]. Y ou can cancel the operation at any
time by clicking [Cancel].

Let’s add Benjamin Franklin to the database.

1) Click E’-I- on the Toolbar at the top of your screen.
2) TypeFranklininthe Person’sLast Namefield.

Add Person Wizard

e vy

3 rirvrr
LR

Type the new persan's last name below. [fthe new person doesn't appearto be in the list, click 'New Person' to add that person. Otherwise, click
'Cancel'

Person's Last Name Franklin

[FullName [S5 Num |
» |Franklin, Marguerite |321-33-1234 |

=

Iew Persan < Each | [&lExt> | izt | Cancel |

Franklin, Benjamin doesn’t appear in the list, so you know his record is not already
stored in GiftWrap.

3) Click [New Person].
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4) Enter theinformation shown below:

Add Person Wizard

11/12/1925 Mo =

5) Click [Next].
6) Enter theinformation shown below.

Add Person Wizard

[m—

I

2 ]
: [
- { 3 vy
[ 4 v

123 kdain Street

Philade phia Pa = 19102
215-333-2222 215-3331111

bftanklin@poorrichard.com _

7) Click [Next].
8) Click [Finish].

Benjamin Franklin’s new Person Information screen will now open with the
information you have just entered filled in. If you wish, you may enter additional
information in any of the tabs. For example, you might want to enter arecord
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identifier that is associated with Mr. Franklin’srecord in another computer system as
the Person Code 1 value in the Misc. tab.

Now that you have created a person record for Mr. Franklin, let’s add his gift.

Adding a new gift using the Add Gift Wizard

Once your database contains person records on all the donors and income
beneficiaries associated with a gift, you are ready to add the new gift. The Add Gift
Wizard guides you through this process. Asinthe Add Person Wizard, you are free
to move back and forth among the Add Gift Wizard screens using [Back] and [Next].
Y ou can cancel the operation at any time by clicking [Cancel].

Let’s assume that Mr. Franklin is the donor and sole income beneficiary of an 8.0%
charitable gift annuity funded with 1,000 shares of Franklin Stove Co. stock worth

$100,000.

1) Click fﬂl- at thetop of Mr. Franklin’s Person Information screen to launch
the Add Gift Wizard.

5 e 1

b ] Do pou veant to load gift information from a file created in PGMAMini/GAM T

If you anzwer “res', you will be prompted for the drive/directony of the file to load, Addres

:__O_rganizatiu

e Yes | Mo |

Importing gift information from a Planned Giving Manager file. You can
use PG Calc’s planned gift marketing software, Planned Giving Manager, Mini
Manager, or Gift Annuity Manager, to create afile of gift information that can then
be imported into GiftWrap by clicking [Y es] in the above window. The ability to
import gift information in this way will save you time and reduce data entry errors
whenever you enter anew gift. Thisis especialy true for gift annuities, where
GiftWrap can import not only basic information, such as gift type, payout rate, and
charitable deduction, but also the check amounts and annuity taxation information
that will apply for the duration of the annuity.

If you have Planned Giving Manager, Mini Manager, or Gift Annuity Manager on
your computer, follow the instructions in the box on the next page to create a gift
information file for Mr. Franklin and import it into GiftWrap. Otherwise, go directly
to step 2 at the bottom of the next page.
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Stepsto create a GiftWrap gift information filein PGM/Mini/GAM:

1) Run PGM/Mini/GAM.
2) Choose Program 1, Basic Gift Illustrations.

3) Open theGift Date - IRS Discount Rate window and enter 11/1/2007 as
the date of gift. Leavethel RS discount rate at 5.8%. Close the window.

4) Openthelivesand/or Fixed Term window and enter 11/12/1925 asthe
birthdate of Life #1. Close the window.

5) OpenthePrincipal Value - Cost Basiswindow. Enter 100,000 asthe
property transferred amount and 20,000 as the cost basis.

6) Open the Gift Optionswindow. Choose a Charitable Gift Annuity as
your only gift option. Enter a 8.5% annuity rate. The remaining default
answer s should already be correct: quarterly payments at the end of each
period, reduction rules do not apply, and the annuitant is also the donor.
Click Closetoreturn to the Gift Optionswindow, then click Doneto
return to the Main Screen.

7) Open the File menu and choose Save GiftWrap Gift Information File.

8) Choosethefolder where PGM is stored (most likely C:\PGM), enter
franklin asthefile name, then click [Save].

9) Return torunning GiftWrap.

Stepstoimport information from the GiftWrap gift information file:

1) If you haven't already done so, click Eﬂl- at thetop of Mr. Franklin’s
Per son I nfor mation screen to launch the Add Gift Wizard.

2) Click [Yes] toload gift information from a PGM/Mini/GAM file.

3) InthelLook in field, choose the folder whereyou saved your filein step 7
above. Click franklin.gft in thelist that now appears, then click [Open].

4) Gotostep 3 below. Noticethat most fields have been filled in for you
because you imported gift information for Mr. Franklin from afile.

2) You havenot created a gift information filefor Mr. Franklin, so click [No].

3) Enter theinformation shown below (you can enter 8.5 in the Payout % field,
GiftWrap will supply all the 0s):
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Add Gift Wizard

$100,000.00

11/01/2007 5.500000

4) Click [Next].
5) Enter theinformation shown below:

Add Gift Wizard

1 i vrv
[
ERE
11/01/2007
0.00000000

12/31/2007
$100,000.00

6) Click [Next].

7) Enter theinformation shown below.
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Add Gift Wizard

Details

Term Type: - IRS D.Rats/PIF % 5.80000000
Term End Date: RCY Amaunt
“Years in Term: Flip Trigger Dats
Tax Farm: 1095-R - Testamentary: r

Reinsured r
Feserve State: FA -

Earliest Start Date:
Char Deduction $52.432.00

Latest Start Date

< Barck | ] Mext > | Ertirsh | Cancel |
8) Click Next.

9) If you wish, fill in the Purpose/Designation screen, then click [Next]. This
information is optional.

10) With the Assets window now open, click Iilto open the Asset I nformation
window. Thisinformation isoptional.

11) Enter theinformation shown below.

BB ¢ x| DD\‘

uisition Date =
Agset Description |1,DDD shs Franklin Stowe Co.

A

L]

Market value IWDD,DDD i}
Cost Basis |$2n,unu oo
Acquisition Date: |3f’3f1950|

12) Click E then click [Yes] to confirm your entry.
13) Click [Next].
14) Click [Next] again.

GiftWrap now launches automatically its Add Association Wizard, which guides
you through linking people with gifts.

1) Choose Donor/Bene-A as Mr. Franklin’s Association to his gift.
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This means that he is both the donor and an active income beneficiary of the gift
annuity. The remaining information in the window fills in correctly for you as soon
as you choose Mr. Franklin's Association. The window should now befilled in as
shown below.

Add Association Wizard

Eenjamin A, Franklin

Agsociation: IDDnDr,-"EIene—A j

Pay Tathe Order of: IBemaminA. Franklin

Do Mot Combing Checks: T

Payrment Addrass: IHDme j 123 Main Street
Fhiladelphia FA 13102

< Back Mext > Eitirzk Cancel

1) Click [Next].

If you have imported gift information from a PGM file, skip to the top of the next
page and compare the check and tax information displayed on your screen with the
screen reproduced there. Otherwise, follow the steps below.

2) Click Notowhether you wish to load tax information from afile.
3) Enter 4 asthe number of tax rows needed, then click [OK].
4) Enter the payment and tax information shown at the top of the next page.

You will see that entering complete gift information for a gift annuitant is alot of
work when you enter it manually. We encourage our Planned Giving Manager, Mini
Manager, and Gift Annuity Manager clients to import all of thisinformation from a
file created in one of those programs. Doing so saves them substantial time and
reduces errors.
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Add Association Wizard

MName: Benjamin Franklin Association: Daonor/Bene-4A

s+ ‘ Check Schecule
Chk Date Gross Amournt TotWithheld et Amount Iss Date Check # Clrd | Type =
» |03/3172007 $0.00 $0.00 $0.00 0
06/30/2007 $0.00 $0.00 $0.00 0
08/30/2007 $0.00 $0.00 $0.00 0
12/31/2007 $1.406.97 $0.00 $1.406.97) 0 =
Total $1.408 97
EA ‘ Tax
Tax Years Capital Gain Tax-Free Ordinany Tot Withheld MNet Payment =
p |2007-2007 $759.72 $169.93 $458.32 $1.406.97
2008-2015 $4.583.20 $1.146.60 $2.771.00 $0.00 $6,500.00
2016-2016 $6249.08 $167.27 $7.713.65 $0.00 $8,500.00
2017-3993 $0.00 $0.00 $8,500.00 $0.00 $8,500.00,
Totals: $38.054.40 $9,513.60
< Bach | Text > | ek | Cancel |

If you have imported gift information from a PGM file, skip to “1) Click [Next]” at
the bottom of the page. Otherwise, to enter the missing payment amount:

1) Click the 12/31/2007 payment linein the Check Schedule list, then click ﬂ

2) Enter 1408.97 in the Gross Amount field (GiftWrap will add formatting for

you), then click to save your change and ¥*| to close the window.
Now, enter the tax information. The process for entering tax information is similar
to the one for entering payment information.
1) Click thefirst linein the Tax list, then click ﬂl

2) Enter theYear, Capital Gain, Tax-Free, and Ordinary amountsso that they
match those shown abovein thefirst tax line, then click to save your

changeand E to close the window.

3) If you wish, you can repeat step 2 until you have edited all of the tax lines.
You must at very least enter the first tax row.

Now that you have edited both payment and tax information, you can proceed with
the Add Association Wizard.

1) Click [Next].

2) Since Mr. Franklin isthe only person associated with this gift, the entry in
the Associations window is already correct. Click [Next] again.

3) Click [Finish].
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4) Click [Finish] again.
Y ou should now see Benjamin Franklin's Person Information screen.

5) Click the Gifts/Paymentstab.

The gift that you just added is displayed in this tab along with the payments it will be
making during 2007, the year in which it was funded. Whenever you run Actions -
Y ear End Update to move the PG Calc Foundation into 2008, Y ear End Update will
create four payments for Mr. Franklin’s gift in 2008, all for the regular payment
amount of $2,125.00.

With the help of the Add Gift Wizard and Add Association Wizard, you have now
entered complete information on Mr. Franklin’s gift annuity and associated Mr.
Franklin with the gift annuity asits donor and active beneficiary.

Because GiftWrap previously stored neither a person record for Mr. Franklin nor a
gift record for his gift annuity, you ran three wizards to add his gift to your database.
If Mr. Franklin were to make another gift in the future, you would need to run only
the Add Gift Wizard and Add Association Wizard.

Adding or linking a spouse

Y ou can link any two people together as spouses. Each spouse has a complete
person record and can be linked to gifts independently. This structure gives you
enormous flexibility when making payments to spouses.

Let’sfind Mr. Franklin awife, Marguerite.

1) Click *+ in the middle of Benjamin Franklin’s Person | nformation screen
(just below the D.O.B. field).

This action opens the Add Spouse Wizard. Asin the other wizards you’ ve seen, you
are free to move back and forth among the Add Spouse Wizard screens by clicking
[Back] and [Next]. You can cancel the Add Spouse Wizard at any time by clicking
[Cancel].

2) Typefrinthe Spouse’'sLast Namefield.

Fr is specific enough that only Marguerite Franklin’s name appears as a match in the
list below the Spouse’s Last Name field. Its presence tellsyou that her person record
already existsin GiftWrap.

3) Since Franklin, Margueriteisalready highlighted, click [Link Person].

If you had not seen Marguerite Franklin’s name appear in the list, you would have
needed to click [New Person]. The Add Spouse Wizard would then have guided you
through adding a person record for Mrs. Franklin before linking her to Mr. Franklin
as his spouse.

Prospects: 888-497-4970 m info@pgcalc.com B www.pgcalc.com



Creating a new database and using it 63

Elﬂ These are the

Spouse Link Information and
Go To Spouse Information
buttons, respectively.

4) Enter theinformation shown below:

Spouse Link: Idr. Benamin A. Franklin (Ben)
s Marguerite Franklin (tMaggie)

Send Mailings Jointhy: Il

Joint Salutation: IBen and Maggie

Joint Mailing Marme: IBenjamin and Marguerite Franklin

Address for Joint Mailings: IElenamin A, Franklin's preferred address j

< Back et » Elrliz Cancs|

Y ou have asked that mailings be sent to the Franklinsjointly. Thisway, only one
envelope or address label will be printed for the two of them when you use GiftWrap
to produce them. If the Franklins preferred, however, it would be easy for you to
send all mailings to them separately: simply click the Send Mailings Jointly box to
remove the checkmark.

5) Click [Next].
6) Click [Finish].

Y ou have now linked Benjamin Franklin and Marguerite Franklin together as
spouses. Notice that Marguerite’s name now appears in the middle of Ben's Person
Information screen. Click the Spouse Link Information or Go To Spouse
Information buttons to the |left of Marguerite’s name, if you wish, to review the
spouse link information or move to Marguerite' s Person Information screen.

Creating a new database and using it

The purpose of the Tutorial database isto let you try out all of GiftWrap's functions
using practice data. If you purchase GiftWrap, the Tutorial database will remain
available for staff training purposes. |f you would like to enter real gift and
beneficiary data that you plan to work with after you purchase the software, you are
welcome to do so. For that purpose, you should create a new GiftWrap database.
Please follow the procedure below.

Clients: 888-474-2252 m support@pgcalc.com B www.pgcalc.com



64
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Creating and using a new database is a two-step process:

1) Create a new database.
2) Switch to the new database.

To create a new database, follow these steps:

1)
2)

3)

4)

5)

6)

7)

Close all windows within GiftWrap, including the Search window.
Open the File menu and choose New GiftWrap Database.

Click Yesto create the new database on the data server on which you are
currently working. Skip to step 6.

Click Noto createthe new database on a data server that isnot the one on
which you are currently working.

Choose the SQL Server on which you want to storethe new GiftWrap
Database. Choose (LOCAL) if you arerunning GiftWrap locally (thisisthe
typical configuration for usersrunning M SDE or SQL Server 2005
Express). Click OK.

Enter the name of the new database (multi-word names ar e okay). Click
OK.

Click [Yes] to save the new databaseto the default data folder.

In less than a minute, GiftWrap will finish creating your new database.

8)

When told that the database has been created successfully, click OK to
return to the blank GiftWrap screen.

To switch to your new database:

1)

2)

3)

4)

5)

If you have re-opened the Sear ch window since creating a new database,
close it now.

Open the File menu and choose Switch Database.

Choosethe SQL Server wherethe new databaseisstored. Choose[Local] if
your GiftWrap data is stored on your own computer. When done, click
[OK]

Choose the GiftWrap database with which you want to work, then click
OK.

When told that GiftWrap has successfully switched databases, click OK.

GiftWrap will now shut down. When you relaunch GiftWrap, it will default to
working in your new database.
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To Exit GiftWrap

If you wish to exit GiftWrap at any time, follow these steps:

1) Click Elto close any Person Information screen or Gift information screen
that is open.

2) Click Filein the Menu Bar, then choose Exit.

Some final thoughts

Congratulations! Y ou have completed your tour through GiftWrap. Y ou now have
the skills to run any part of GiftWrap yourself.

We have exposed you to many of GiftWrap’s features, but certainly not all of them.
To get a sense of all the functions that are available, open each menu in GiftWrap’s
Menu Bar and review the items listed in each one. If you want to learn more about a
specific function before trying it, look it up in GiftWrap's Online Help. Y ou might
also find browsing through the Online Help Contents a good way to learn about all of
GiftWrap's capabilities. Visit www.pgcalc.com/training to learn the latest on
GiftWrap training opportunities offered by PG Calc.

Sales department: 888-497-4970 or info@pgcalc.com
If you are considering a GiftWrap purchase, please call us anytime with questions, to
request aclient referencelist, or to schedul e a telephone orientation session.

Client Support department: 888-474-2252 or support@pgcalc.com

If you are a current GiftWrap client, contact our Client Support department anytime
with your questions. If you are a new GiftWrap client, we invite you to schedule a
free one-hour telephone orientation to reinforce the concepts you have learned
during your tour of GiftWrap and answer any questions you may have.

We hope you enjoyed your tour of GiftWrap!
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