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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 look and feel allows you to move through the
software with your mouse or with simple keystrokes. And if you do have a question,
Online Help provides documentation for all data fields and a fully indexed library of
topics that cover concepts and procedures. Since GiftWrap is web-based, there’s
nothing to install, no data backups to arrange. All you need is a web browser.

Versatile. From FASB liability calculations to cash flow expectancies, from gift
summaries to annuity reserve computations, GiftWrap provides a wide variety of
reports that help you organize and analyze your planned giving program. Optional
modules allow you to produce payments and 1099-R tax forms, analyze your
program, link documents to specific person and gift records, improve workflow, and
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 a list of available gift designations or advisor types,
define each of your organization’s gift annuity pools, and more. Detailed selection
criteria allow you to dictate what records are included in each report.

Integrated. GiftWrap can import gift information from a file 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 a text file created by another system. In addition,
you can export GiftWrap reports and data into any of several formats.

Secure. GiftWrap’s security features let 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
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 records in 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



2

GiftWrap has five 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 gift planning rules.

GiftWrap has five add-on modules

You can purchase add-on modules for GiftWrap. GiftWrap includes
complete data on donors, beneficiaries, and prospects, and on all planned gift types.
It produces a wide variety of reports and calculations. You can extend GiftWrap’s
capabilities by licensing one or more of its add-on modules.

Tax and Check module. This module enables GiftWrap to 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.

Advanced Analysis. This module provides tools for analyzing in detail the risks
and benefits of your current gifts, as well as the profile of your overall program.

Document Storage. This module lets you store Word, pdf, and any other
documents and associate them with gift, person, and organization records within
GiftWrap. Link gift annuity agreements and trust documents to their corresponding
gift records in GiftWrap, for example.

Workflow. This module reduces errors and improves efficiency by implementing
task lists, a reminder dashboard, change requests, and more. It also helps coordinate
work among multiple users.

Pooled Fund Administration module. This module enables GiftWrap to unitize
new pooled income 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. If you purchase this module, you must purchase
the Tax and Check module as well.

Upgrade at any time. You can upgrade at any time to add a module for the
module price current at the time of upgrade. Visit 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 90 days. If you need more time, just send an e-mail
to info@pgcalc.com and we'll be happy to extend your evaluation period. We have
supplied demonstration data on two fictional charities, The Auburn Society and
Metro Hospital Foundation. This data lets you produce the data entry pages and
reports that are reproduced in this manual.

Sales: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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How to run GiftWrap
All you need to run GiftWrap is a web browser and a valid GiftWrap account.

Note: GiftWrap works best 1) Go to https://giftwrap.pgcalc.com/eval/.
with a high-speed Internet

connection and Firefox 3.0 0r - yoy will see the GiftWrap Login screen.
higher. GiftWrap will run
fine, but a little slower, in
Internet Explorer 7.0 or

higher. Client

— Giftwrap Login

Username

Password

2) Enter your Client, Username, and Password (sent to you in an email from
giftwrap @pgcalc.com), then click [Log In].

If you cannot log in to GiftWrap successfully after several attempts of carefully
entering your Client, Username, and Password, please contact PG Calc Client
Support at 888-474-2252 for assistance. The Password is case sensitive.

If this is the first time you have opened your GiftWrap evaluation, you will now see
the GiftWrap License page. Otherwise, skip to the paragraph below Step (4).

— Change Password
User:
Bill
old Password:

New Password:

Yerify New Password:

0K

3) Enter your current password in the Old Password field (type over the
default entry), then enter your own password in the New Password and
Verify New Password fields. Click [OK].

4) Click [T accept . ..] to accept the GiftWrap license agreement.

Note: If you are running You will now see GiftWrap’s Search page. We will find and open a person record
GiftWrap on a computer with shortly.

a short screen, such as a

laptop, you may need to scroll

down on some pages to see all

fields and buttons.

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

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.

Help on a specific field. You can open Help text on every field and pull-down
menu in GiftWrap. For example, to see Help text on the uses of the Last Name field
in the Person Search tab:

1) You should be on the Search page.

2) Click .

3) Click Last Name in the Help topic. Help text on Last Name will appear.

4) When done reading the Help text, click in the upper right hand corner
of the Help page to close it and return to the Search page.

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

1) Click in the upper right hand corner of the GiftWrap page (above the
Menu Bar).

Online Help will open with a table of contents of topics visible.

2) To open a topic, click @ next to the topic category that interests you.

3) Repeat step (2) until you see the topic that interests you, which will be
identified with a [2]. Click the [Z] to open the topic.

Alternatively, you can find a topic using Online Help’s extensive index.

1) Click in the upper right hand corner of the GiftWrap page.

2) Click EEBEEES to open an index of the topics covered.
3) Enter a keyword in the field below Type in the keyword to find:.

Indexed items that start with your keyword will appear at the top of the index.

4) Click the topic that interests you. Help text on the topic will appear on the
right.

Sales: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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You can also click
key phrase.

to search for topics that contain a specific keyword or

Feel free to explore Help a little now to get a feel for what is available.

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 a client reference list, or to schedule 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.

Clients: 888-474-2252 ® support@pgcalc.com B www.pgcalc.com
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Organization of information within GiftWrap

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 your evaluation data is organized.

Organization of your evaluation data

The diagram below shows that the data in your GiftWrap client account is divided
between two Charities: “Tutorial” and “Eval_<name of your charity>.” The Tutorial
Charity is populated with the data used in this Introductory Guide. The Eval Charity
is initially empty. We make it available for entering real data that you may want to
keep after purchasing GiftWrap. Most GiftWrap clients need to set up just one
Charity in GiftWrap. The exception is service providers, which will want to set up a
separate Charity for each of their clients.

The Tutorial Charity is divided into two organizations, Auburn Society and Metro
Hospital Foundation. Setting up separate organizations enables you to report on
data and update data by organization. This can be useful for an umbrella
organization with multiple affiliates or a large institution with several divisions or
schools. Each organization is initially assigned one gift annuity pool, but you can
add as many gift annuity pools as you like. The Auburn Society has two pools, for
example, one for California annuities (CALIF Pool) and another for all other
annuities (CGA Pool).

Your Evaluation Account

Client: Eval_Yourcharityname
Username:yourusername
Password:yourpassword

Charity Charity
Populated with sample data Enter your own data

o M

— Organization
Organizations 9

Eval_Your
name

Gift Annuity Pools Gift Annuity Pool

CGA Pool

Auburn

Sales: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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Organization of person information and gift information

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. You 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 Sarah Allfabette is
associated with two gifts:

People Associations Gifts

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

This design allows for great flexibility and efficiency and minimizes duplication of
information. You can associate a single person with any number of gifts and you can
associate a single gift with any number of people.

As with 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
gifts independently.

Finding and reviewing a person

Person Search provides an easy way to find a specific person in your database.
Person Search displays a list of names that match the criteria you enter, such as the
first few letters of a person’s last name. Once you see the name you want, choose it
to open the person’s Person Information page. 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 Search window.

The right hand tab in the Search window, Gift Search, lets you find a specific gift
record or specific group of gift records in your database. For GiftWrap clients that
set up information for making final distribution payments or pooled income fund
payments to remaindermen, or who add seed money to a gift annuity pool, the
middle tab, Remainder/Fund Beneficiary Search, lets you find one or more specific
remaindermen or fund beneficiaries.

2) Type fe in the Last Name field, then click [Search] (or press Enter).

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



8  Finding and reviewing a person

An alphabetical list of all the people in the database whose last name starts with Fe
appears below.

a Search o *
~
Person Search Remainder/Fund Beneficiary Search Gift Search
Last Name: [fe First Name: | —] charity: [~
Donor or Beneficiary: ¥
§5 Num: - - Person Key: |
advisor: r
Person Codes 1: | 2 | 3: | 4 |
| search | | clear ||
Person Search Results Shaw | 50 =] par Page
Charity Full Mame & COB 55 Number Person Key Person Codel Type Status
Tutarial Feldstrom, Adrienne 10/06/1924 060-60-6789 3 [u] Current :I
Tutorial Feldstrom, Christian 06/28/1926 080-88-8883 7 [a] Current
Tutorial Fernandez, Geena 0441471923 044-00-1122 52 o] Current
Tutorial Ferrett, Fiona 07/01/1942 566-53-3543 5 o] Current

3) Click Feldstrom, Adrienne or double-click anywhere else on that line.

As you can see, the Person Information page displays a wealth of information on
Adrienne Feldstrom. Not all of this information is visible at once, however. Much
of it is contained in the tabs to the right of the Home Address tab.

4) After reviewing the information that is now visible, click the Other Address

tab.
Home Address Other Address Gifts /Payments Contacts Motes Misc Advisors Documents
QX
Address Type Status Expire Date Bank Mame Street EFT
7 Business Flamenco Cafe Mo |
¢ Paymentl Village Savings Bank 1964 Massachusetts Avenue Mo
Records: 2 Page 1

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.
Feldstrom in addition to her home address. You 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 addresses in the
list; you never need to enter the same address twice.

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

5) Click Paymentl in the list of addresses.

Sales: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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Address Information 28

MO x

Last Modified: 9/16/2005
Address ID: 95431
Address Type: FPaymentl

Street: |1964 Massachusetts Avenue

City: ICambridge State: I, - Zipcode: |02138

Country:

Phone: I Fax: I
Email: I Expires: I _:]

Bank Information

Bank Name: I\.-'illage Savings Bank
Bank Account: IDD-909-0098-43
Use EFT: —
Account Type: - Route #: I
Prenote: I+ - Prenote Date: _:]

GiftWrap is set up to send Ms. Feldstrom’s payments directly to her account at
Village Savings Bank. Notice the fields at the bottom of the window, 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 B to return to Adrienne Feldstrom’s Person Information page.

7) Click the Gifts/Payments tab.

Home Address Other Address Gifts fPayments Contacts Notes Misc Advisors Documents

4] Gifts

Organization Gift Date Association Type Gift Amount Payments To Address Gift Key | Status

METRO 9/15/1997 Donor/Bene-A CGA $10,000.00 A. Feldstrom Paymentl & Current i
METRO 57171996 Donor/Bene-A OTH $10,000.00 A. Feldstrom Paymentl 27 Current

METRO 2/3/1995 Donor/Bene-A CRAT $50,000.00 A. Feldstrom Paymentl 28 Current

METRO 11/15/2002 Donor/Bene-A CRAT $25,000.00 A. Feldstram Paymentl 32 Current LI
Recards: 9 Page 1
@ Payments

Check Date Net drnount Issued Date Type Check # Status Cleared | Gift Key
6/30/2009 $360.00 6/30/2009 C 724 Issued X E\;I
1z/31/2009 $360.00 0 Mot Issued &
Records: 2 Fage 1

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

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



10

Finding and reviewing a person

For example, the list shows that Ms. Feldstrom is the donor and active income
beneficiary (Donor/Bene-A) of a $10,000 charitable gift annuity (CGA) that she
donated on 9/15/1997. To see complete information on any of the listed gifts, simply
click the Gift Date for the gift. We won’t do this now because we will examine the
Gift Information page closely a little later in our tour.

8) Click the T¥PZ header in the Gifts list.

Now Ms. Feldstrom’s list of gifts is sorted by gift type rather than gift date. You can
sort the Gifts list by the values in any column by clicking on the column’s header.
All other lists in GiftWrap of this format offer this same handy feature.

Payments List. The Payments list initially contains a list of all of the current year’s
payments to be made from the first gift displayed in the Gifts list. The unique Gift
Key for this gift is shown on the far right of each list. To display the payments for a
different gift, simply click that gift in the Gifts list anywhere except on the Gift Date.

The payments are sorted by check date. This list makes it easy to review quickly the
payments that have been made to an income beneficiary by a specific gift.

9) Click ) at the top of the Payments list.

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 Check Date ¢ reverse the sorting of payments.

11) Click the Contacts tab.

Home Address Other Address GiftsfPayments Contacts Notes Misc Advisors Documents

Oix Contacts

Contact Date Contact Description

3/11/1997 Responded to cga mailing, Considering making another one in the fall. :I
9/11/2006 Considering anather gift annuity. FU in two weeks

7/15/2009 Asked Feldstroms to host holiday gala

aman

Records: 3 Page 1

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 as long 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.

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




Finding and reviewing a person 11

13) Click Annotate =

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

14) Click below the Annotate text and type “Adrienne loves to 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.

Home Address Other Address Gifts fPayments Contacts Notes Misc Advisors Documents

Person Code 1: [  persontode=z [

Person Code 3: l— Ferson Code 4; l—

officer: - Rating: - Anonymous: [ Foreign Person: [
Tickle Date/Comment:  [3/6/2010 74 [would Adrisnne co-host President's luncheon?

Interest Codes: 1: [Gaa | 2: | 3 | 4: s 6 [

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 she is interested. You can use these interest codes to select prospects with
similar interests for a report or mail merge file.

16) Click the Advisors tab.

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

17) Click Schroeder, Denise in the Advisors tab list.

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

Advisor Link Information ? [ x
ce@e s A x Advisor ID: 53

Advisor Information (edit this information under Person Search for type Advisor)

Schroeder, Denise
Sullivan & Sullivan
1001 E. Water Street
Portland, ME 01121

Salutation: Dee Dee

Phone: 207-532-5555
Fax: 207-532-3585
E-mail: dschroeder@sullivanandsullivan.com

Advisor Code: |ATTORMEY +

Send Copy of Tax Forms [C Send Copy of Payments [0

Notes:

Annotate > |

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

The list of advisors to whom you can link a person is maintained under Actions -
Add Person/Advisor. 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 this list 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.

18) Click B to exit the Advisor Link Information window.
19) Click the Documents tab.

The Documents tab is available to GiftWrap clients that have purchased the
Document Storage module. The Documents tab allows you to link documents that
have been saved in Word, pdf, or other formats, to a specific person. For example,
you could attach each memo that describes a personal visit with Ms. Feldstrom. Try
attaching a document to Ms. Feldstrom’s record by clicking the Add button.

g "
This is the Add button:

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



Modifying a field 13

Here’s an example of Ms. Feldstrom’s Documents tab with a document attached.
You could open this visit memo at any later time simply by clicking the Download
File button for the document.

Home Address Other Address Gifts /Payments Contacts Notes Misc Advisors Documents

m b4 Documents

Daocument Title File Name = Description File Size Date Uploaded

[T Wisit mema - Adrienne Fel Visit memo - Adrienn: Notes on visit with AF on 4/15/2010. < 1Mb 04/16/2010 Download File ;I

Records: 1 Page 1

Mote: Documents in grid are associated with this Person.

Modifying a field

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

Modifying a field in a page: When you enter the Person Information page, it is
ready for editing. You can tell because the background of each editable field is
white. Fields that 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 page,
then type Ms. Feldstrom.

2) Click I 1 Ito save your changes.

If you don’t click | it I, GiftWrap will ask whether you want to save your changes
when you exit the page.

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

1) Click the Contacts tab.

2) Click the Contact Date in the first line in the list to open the Contact
Information page for that contact.

Clicking text in a list that is underlined and in blue will always open the editing page
for that record. Alternatively, you can double-click anywhere else on the same line

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

to open the editing page.

Contact Information F (%

mEasn | MO x

Contact Date: [o3s11/1997 b

Contact Description:

Fesponded to cga mailing. Considering

making another one in the fall.

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 B to exit the Contact Information page.
5) Click [Yes] to save your change.

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

n .
Wi add a new record to the list
X- delete a record 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 at the buttons in the Contacts tab to see
their tooltips.

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’s look
at the comprehensive information GiftWrap can maintain on each gift.

Sales: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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Finding and reviewing a gift
As we saw earlier, the Gifts/Payments tab in the Person Information page displays a
list of all the gifts to which a person is linked. This list also provides access to all the

detailed information that GiftWrap is maintaining on each of those gifts.

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

1) Click the Gifts/Payments tab.

Home Address Other Address Gifts fPayments Contacts Notes Misc Advisors Documents

(+) Gifts

Organization Gift Data Association Typs Gift Amaunt Payments To Address Gift Key | Status

METRO 9/15/1997 Donor/Bene-A CGA $10,000.00 A, Feldstrom Paymentl & Current -
METRO 57171996 Donor/Bene-A OTH $10,000.00 A. Feldstrom Paymentl 27 Current

METRO 2/3/1995 Donor/Bene-A CRAT $50,000.00 A. Feldstrom Paymentl 28 Current

METRO 11/15/2002 Donor/Bene-A CRAT $25,000.00 A. Feldstrom Paymentl 32 Current ;I
Records: 9 Page 1

@ Payments

Check Date Met Amount Issued Date Tvpe Check # Status Cleared | Gift Key
6/30/2009 $360.00 6/30/2009 c 724 Issued X E-;I
12/31/2009 $360.00 0 Mot Issued &
Records: 2 Fage 1

2

N—

Click 9/15/1997 in the Gift Date column to open the Gift Information page
on the gift annuity Ms. Feldstrom donated on 9/15/1997.

able Gift Annuity

Ch,
@ ol | g ssvercit 25 L Upload

Organization: |METRQ)| v | GiftDate: [09/15/1997 | 7 Gift Amount: 410,000.00 Gift Key: &
Total Gift Amount: $10,000.00 Gift Status: Current

() Payments/Taxes/Association

Association Mame D.CEB D.0.D Address Person Key Charity

|Donor/Bene-A Adrienne Feldstrom 10/6/1924 Paymentl & TUTORIAL ;I

Bene-1 Christian Feldstrom 6/28/1926 7 TUTORIAL

Recaords: 2 Page 1

General | Details | Trust / Term f PIF || Purpose | Assets / Additions | Notes | Documents

Gift Type: [coa - FirstPayment Date: [12/31/1997 | [ Account: [
Subtype: I - Payoutd: [Fzooooooo accountz: [
Annuity Pool: CGAPOOL - Payment Frequency: |5 - Account 3:
PIF Name: ] - Payment Timing: e - Account 4:
) accounts: [ |
DepositDate:  [09/15/1957 | [ IRS D.Rate/PIF%:  [6.00000000 |
Record Incomplete: [~

Depaosit Amount: [$10,000,00 Market Yalue: 45,852 ,55 Task Description:
Market ¥alue Date: 12/31/2008 i I

The Gift Information page 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
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Finding and reviewing a gift

visible. The people associated with this gift - its donor and beneficiaries - are listed
in the Payments/Taxes/Association grid.

Maintaining market values. Notice the Market Value and Market Value Date
fields in 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.

* CashTrac CGA Market Values (in Actions menu) updates gift annuity 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.

* Compute PIF Market Values (in PIF menu) updates automatically the market
values of all gifts to a pooled income fund using values provided by your asset
manager.

* Import Market Values (in Utilities menu) lets you import market values and
market value dates from a text file. This function is particularly useful for
updating the market values of charitable remainder trusts, but it can be used with
all gift types.

3) Click the Details tab.

General Details Trust f Term f PIF Purpose Assets f Additions Notes Documents

Tax Form: 1099-R - Char Deduction: |$3,7BU.5EI Account Closed Date: J?
C i Credit -

Reserve State: A hd |$U.UEI Credit Through Date: i)
Amount:

Payment Date Elected: [T FASB Amount: |$4,402.82 Final ¥aluation Date: j

Payments Commuted: [T FASB Date: [oer3072009 7H  Sever Date: i)

Earliest Start Date: i Reinsured: r Distribution Amount:

Latest Start Date: j Reserve Amount: |$5,159.UB Undist Inv in Contract:

RCY Amount: $0.00 Reserve Date: |12/31/2clua i) Testamentary: r

The Details tab stores additional specialized information on the gift, such as
deduction information, and FASB liability and annuity reserve amounts. As with
market values, GiftWrap includes functions that make it easy to update FASB
liability and annuity reserve values. We will review these functions later in the
tutorial.

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.

4) Click the Trust/Term/PIF tab.
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General Details Trust / Term / PIF Purpose Assets f Additions Notes Documents
Trust ID: Term Type: Units: 0.00000000
Annual Yal Date: ) Term End Date: k| Total Units: 0.00000000
Yaluation to Payment: [0 -] (months) Years in Term:

Flip Trigger Date: Managed: A

i

Makeup Balance:

The Trust/Term/PIF tab maintains detailed information on the term of the gift, as
well as other gift details most relevant to charitable trusts and pooled income fund
gifts. Since we are reviewing a gift annuity, there is little in this tab that applies to
the gift, so almost all the fields are grayed out to show they are unavailable.

5) Click the Purpose tab.

General Details Trust / Term [/ PIF Purpose Assets / Additions Notes Documents

Purpose: |Scho|ar5h\ps and physical improvements
Endowed: [

Remainderman Can be Changed: [~

Restricted: | Temporarily Restricted |=

0 x Designations

Percent Code Description Restricted
- 60.00 BLDG Buildings and Grounds =]
- 40.00 GRNT Grants and Fellowships

Records: 2 Page 1

The Purpose tab stores the charitable purpose of the gift. If the gift is to be divided
among a number of designated areas, GiftWrap can keep track of all these individual
designations. In the example on your screen, the gift proceeds will be divided 60%/
40% between Buildings and Grounds and Grants and Fellowships. You determine
the list of available designations using the Setup menu in the Menu Bar. You can
enter remainderman information when setting up each designation. Doing so
enables GiftWrap to make a final distribution to the remainderman assigned to each
designation. The information stored in the Purpose tab is optional.

6) Click the BLDG code in the Designations grid.

Now you can see the complete detail on the portion of the gift designated to support
Buildings and Grounds. Notice that you can indicate the specific restriction, if any,
that is applicable to the designation. This feature allows you to apply different
restrictions to different designated portions of a single gift.

7) Click the Assets/Additions tab.
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General Details Trust f Term f PIF Purpose Assets / Additions Notes Documents
~
x Assets
Asset Type Asset Description Market Walue | Cost Basis Acquisition Date
- 140 shares ¥YZ Carp. £0.00 $1,425.25 6/4/1978 =
- 41,000 cash £0.00 §1,000.00
=
Records: 2 Page 1
Total Assets: $0.00 $2,423.25
)| ¢ Gift Additions
Date Amount Charitable Deduction Units IR Disc
=
=
Records: 0
Total Additions: $0.00 0.00000000

The Assets grid 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 a combination of XYZ Corporation stock and cash. The total
market value and total cost basis of these assets is shown below the list. The
information stored in the Assets list is optional.

The Gift Additions list 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
were looking at the record for a charitable remainder unitrust, we could record here

each addition made to the gift since it was funded.

8) Click the Notes tab.

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.

9) Click the Documents tab.

General Details Trust f Term / PIF Purpose Assets f Additions Motes Documents
+1§ 4 Documents
Document Title File Mame Description File Size Date Uploaded

Records: 0

MNote: Documents in grid are associated with this Gift.

As with Person records, you can link documents of any format to a gift. For
example, you could link here the gift annuity agreement that created Ms. Feldstrom’s
gift.

10) Click Donor/Bene-A in the Payments/Taxes/Association grid at the top of
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the Gift Information page.

_
— . LX)
( - Association Information: Adrienne Feldstrom ﬁ ‘ ‘é*r' '~‘§| | pre=4 ;P *
Gift Date: 9/15/1997 Gift Key: & Person Key: € Association ID: 5
i - - sy -] 1964 Massachusetts Avenue
Association: DononiBane-4| Payment Address: Faymentl o] L 18
Pay To the Order of: [A. Feldstrom Do Not Combine Checks: [
Ol xle Payment Schedule
Check Date Gross Amount Tot Withheld Met Amount Issued Date | Check # | CIrd | Type | Status
[T efan/z009 $360.00 $0.00 $360.00 06/30/2009 724 ®oC Issued =
M 12/31/2009 $360.00 $0.00 $360.00 0 Mot Issued
Records: 2 Page 1
Totals: $720.00
™
+1.4 Tax Schedule
Tax Years Capital Gain Tax-Free Ordinary Tot Withheld Met Payment
[0 1997 - 1997 $73.49 $23.50 $114.31 $0.00 $211.30 =]
[ 1998 - z01s $250.40 $80.06 $389.52 $0.00 $720.00
[T 2016 - 2016 $131.67 $4z.20 $546.13 $0.00 §720.00
7 2017 - 9999 $0.00 $0.00 $720.00 $0.00 $720,00
Records: 4 Page 1
Totals : $4,712.36 $1,507.14

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

The Payment and Tax Schedules store Ms. Feldstrom’s payment and tax information
for the gift. The Payment Schedule shows the payments the gift annuity will make to
Ms. Feldstrom during 2009. 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.

11) Click E at the top of the Association Information window to return to
the Gift Information page.

Recording a death

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
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20  Recording a death

Record
Death |y is

the Record Death button.

GiftWrap’s Security feature, which is discussed later in this tour, to limit which users
are able to record a death. Record Death adjustments include:

* delete all payments to the deceased beneficiary scheduled for after the final
payment and prorate the amount of the deceased beneficiary’s final income
payment, if requested

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

 create a final distribution payment for the charitable beneficiary, if requested

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

* produce a report 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 Pooled Fund Administration module only, when recording the death
of a pooled income fund gift’s last beneficiary, Record Death adjustments also
include:

¢ creation of a Bene-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 welcome to try it once you have
completed your tour. Just open the Person Information page for the person whose
death you wish to record, then click the Record Death button in the Person
Information page Toolbar.
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Security

GiftWrap includes sophisticated security capabilities. To begin with, you must enter
a valid 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.

Two people cannot be logged into GiftWrap at the same time using the same user
name and password, so the administrator should create a user account for each

person who might log into GiftWrap.

We have divided GiftWrap’s many functions into over 20 separate permission sets,
as shown below.

Permission Sets

Functionality Read Only Read Write
1099 Tax r ¥
Setup - ™
Audit Review r ¥
Person Information r ™
Gift Information r ¥
Extraction r ¥
Payrients r ¥
Poaoled Income Fund r ¥
Reconciliation - ™
Sever/Death r ™
Year End Update - ¥
Surmmary Reports r ™
Liability Reports r ¥
Review/analysis r ¥
CashTrac r ™
User/Role Setup r r
Unlock/Pw Reset r r
Verify Data - ™
Zhanoge Request r r
Adrnin Functions r r
Docurnent Managerent r ™
Tasks r v
View Change Requests r v
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Other Security Features

The GiftWrap administrator can assign each user read/write access, read-only access,
or no access to each of these permission sets. This way, the administrator can control
who has access to what inside GiftWrap.

* Read/Write access gives the user the ability to view or change data using any of
the functions covered by the permission set.

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

* Assigning neither Read/Write nor Read-Only access to a permission set prevents
the user from using any of the functions covered by that permission set.

Roles. The GiftWrap administrator can define any number of Roles, where each
Role is given unique access to GiftWrap’s permission sets. Once the administrator
has defined a Role, she can then assign that Role to any number of User Accounts.
This design makes it easy for the Administrator to assign multiple people the same
Role and therefore the same access to GiftWrap.

Permission set access can be overridden. Certain functions, such as all the
Administrator functions under Setup, are available only to a user with administrator
rights. Other functions, such as Payments-Checks/Upload, are available only if your
organization has licensed a GiftWrap module that gives you access to those
functions. Access settings selected within the security feature are overridden by
these other considerations wherever applicable.

For complete details on the functions included in each permission set, open the
Security-Permission Sets topic in the Online Help Index.

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) To review a list of recent data changes, choose Ultilities - Review Audit
Information.

2) Click the Search button.

A list of recent data changes will appear.

3) Double-click a line in the Audit Information grid to view the details of that
data change.

4) Click E to return to the Review Audit Information page, then click E
again.
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For a complete list of the fields and functions audited by GiftWrap, open Online
Help and double-click Audit - fields audited in the Index.

Administrative 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-Settings/Monitoring.

2) Click the Administrator Settings tab.

Live Session Administrative Settings

Security Settings

Enforce Password change after how many days 60
Number of consecutive failed login attempts befare locking an Account 3

Mumber of inactive days since login before locking an Account 365

Mumber of days until a password can be re-used 180

Other Settings

Mask all but last 4 digits of SS#s on Certain Reports I

Distribution Code for 1099-R Forms F

Run Globally Updated Seasonal Addresses prior to address-dependent functions {e.q Print Checks) (]

Show Reminder to run Yerify Person and Gift Data after how many days: 14
Save Close

3) When done reviewing the settings, click [Close].

Security of hosted data

The data maintained in GiftWrap is extremely sensitive and confidential. We have
already described above some of the security features within GiftWrap that let you
control who can get into GiftWrap and what they can do once they’re in. But
GiftWrap’s security measures don’t stop there.

PG Calc has contracted with one of the nation’s top web hosting providers to host
GiftWrap. Our hosting partner maintains a sophisticated, high-capacity
infrastructure with state of the art monitoring, redundant power, comprehensive
physical security, continuous availability, and unparalleled support. Our partner has
full SAS 70 Type II certification and works with many major financial institutions.

In addition to being hosted in a secure environment, the GiftWrap application
includes two levels of database encryption. First, the entire GiftWrap database is
encrypted using Microsoft SQL Server 2008 Transparent Data Encryption (TDE).
Second, selected fields, such as social security numbers and dates of birth, are
encrypted a second time to further ensure data privacy and integrity.
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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, that are of
particular importance to gift planners. You 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

* Gift Summary

* Gift Summary By Designation

* Projected Remainder Amounts

* Program Overview and Statistics
* 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.

Note: While your GiftWrap evaluation account gives you access to all GiftWrap
reports, some reports are available only when your organization licenses a specific
module. The Advanced Analysis module provides access to all reports in the
Analysis menu; the Pooled Fund Administration module provides access to all
reports in the PIF menu; and the Work Flow module provides access to all reports in
the Tasks menu.

Producing a Gift Profile

The Gift Profile report provides you with a comprehensive listing of all the
information stored in one Gift Information record. 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) Choose Actions - Person Search in the Menu Bar, then enter fe in the Last
Name field of the Person Search tab. Click [Search].

2) Click Feldstrom, Adrienne in the Person Search Results grid.

3) Click the Gifts/Payments tab, then click 9/15/1997 under Gift Date in the
Gifts grid.
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The Gift Information page for the gift should now be open.

4) Click in the Toolbar at the top of the Gift Information window.
5) Click [OK] to include payments for current and future years only.

The Gift Profile will appear in GiftWrap’s standard Report Preview window, where
you can review it on your screen. The profile includes payment information for 2009
only. You could have included all payment information since the gift was made in
1997 by marking For All Years instead of For Current and Future Years Only.

To print the report:

6) Click 3 in the Report Viewer Toolbar.

7) Click [OK] in the Print Options window.

8) Click B, in the Report Viewer window.

A standard Print dialog will open where you can specify a printer, number of copies
to print, etc.

9) Click [OK] to print the Profile.

10) Click %] to close the Report Viewer window.
11) Click E to close the Gift Profile and return to the Gift Information page.

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

Producing a group of Gift Profiles

You can produce a group of Gift Profiles all at one time by choosing Summaries -
Gift Profile in the Menubar. This capability is useful when you want to produce Gift
Profiles for a group of new gifts that have just been added to GiftWrap. It is also
useful when you want to produce Gift Profiles for all gifts being maintained in
GiftWrap, for example as part of an auditing process.

Producing a Person Profile

You can produce a Person Profile that displays all of the information stored in a
specific person record by opening the Person Information page for the person and
then following a similar procedure to the one for producing Gift Profiles. You can
also produce a group of Person Profiles by choosing Summaries - Person Profile in
the Menubar.
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Producing a Gift Summary

The Gift Summary displays basic gift, donor, and beneficiary information on each
gift that you include in the report. This report is ideal 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 are just a few of the questions this report can help you answer.

1) Choose Summaries - Gift Summary in the Menubar.

Enter your search and sort criteria as shown below to produce a report of all Auburn
Society gift annuities that are currently active. Most of the default answers are
already correct. The only values that you need to enter are: Organization and Gift

Type.

Summary 0 b 4

Organization

© all Orgs & gpecific Org |AUB - 0 Selected Orgs | |

Break Page Between Organizations: [

PIF Annuity Pool

& [ & allPools O Specific Pool

Gift Date Account Closed Date for Finished/Severed Gifis

| o | = | o | m
Gift Type

A pEC: [ comr M cem 0 cn 0 crem 0 cru: 0 othe 0 oum 0 P 0 RE: T

Gift Status

all: @ Il r [l

Other

Group by Reserve State: [ Include Gift Additions: [ Include Reinsured Gifts: Include Seed Money CGAs: [

Include/Exclude/Suppress

@ Show Full Report Detail
© Show Gift: Information but Suppress Beneficiary Information
© Show Organization Subtotals and Grand Totals Only

Gift Key(s)

@ o Selection by Key o key or List of Keys (example: 1,2,5) o Range of Keys: To:
Custom Filter

| =

| save as custom Filter |

Report

Report Format: [ Gift Summary With Market Values =]

Sort

within Organization Sort by: [Gift Type =] Then by: [Gift Date =l

| oK | | close

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

3) Click E to close the Gift Summary.

The first page of the Gift Summary report is reproduced on the next page.
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Producing a Gift Summary By Designation report

The Gift Summary 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
a way 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 Gift Summary 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) Choose Summaries - Gifts By Designation in the Menu Bar.

Enter your search and sort criteria as shown below. The values that you need to enter
are: Organization, Custom Filter (enter the custom filter that appears in the Custom
Filter field -- more on custom filters in a moment), and Report Format:

Organization

© all orgs @ Specific Org |AUB - © gelected Orgs |
Break Page Between Organizations: =

Designation
@) Designations o« Specific Designation

Designation Restriction

Al Unrastricted: [0 Permanently Restricted: = Temporarily Restricted: ot Specified: [l

Gift Date Account Closed Date for Finished/Severed Gifts

| @ i | ER @
Gift Type

all; ¥ pe: 0 cea M ocam @ cw B cran B cr @ ot B oum B P T RLE: T

Gift Status

all; currert: [T Finished: I Sewered:

Include/Exclude/Suppress

& Shaw Full Report Detail
© Show Gift Information but Suppress Beneficiary Information
© Show Designation and Organization Subtotals and Grand Totals Only

Gift Key(s)

@ No Selection by Key  ©' Key or List of Keys (example: 1,2,52: © Range of Keys: To!
Custom Filter

| ;I designation.designationid is not null

| save as Custom Filter |

Report

Report Format: [GIft summary by Cesignation with Market Yalues |

Sort

within Organization Sort by: [Gift Type =] ThenBy: [Gift Date =1

| oK | [ cose
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Custom Filters

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

3) Click m to close the Report Preview page, but do not close the Gift
Summary by Designation page yet!

The first page of the Gift Summary By Designation - Market Value report is
reproduced on the next page. It shows the current market value of all gifts
designated for the General Endowment or Scholarship Fund of The Auburn Society.

Custom Filters

Custom filters are available in every report and search function. They allow you to
add additional criteria for selecting the records to include in a report or search. The
custom filter you entered when producing the Gift Summary By Designation report,
for example, excluded from the report all gifts that have no designation assigned.

When you create a custom filter for a report that you think you might use again, you
can save it so that you never have to type it - or remember its syntax - again.

Let’s save the custom filter you just entered.

1) Click | Save as Custom Filter |

2) Enter the information shown below.

Custom Filter
MO x

® New 7 Edit

Filter Name: |Exc:|ude qgifts w/o designations

Condition: designation.designationid is not null

3) Click ﬂ to save your custom filter.

Your custom filter will now be available whenever you produce a Gift Summary By
Designation report. All you need to do is choose it from the Custom Filter pull-down
menu.

Custom Filter

FExclude gifts w/o designations Ll

4) Click m to close the report page.
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Custom Filters
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Producing a Projected Remainder Amounts report

This report is available as part
of GiftWrap’s optional
Advanced Analysis module.
Highly recommended!

GiftWrap’s Projected Remainder Amounts 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 Projected
Remainder Amounts report can help you enormously in evaluating the success of
your planned giving program and forecasting future planned gift distributions.

1) Choose Analysis - Projected Remainder Amounts in the Menubar.

Enter the information shown below. The values that you need to enter are:
Organization, Valuation Date, Gift Types (click the All check box first to deselect it,
then make selections), Mortality Table, CGA Pool Annual Return %s, and CRU
Annual Return %.

Type of Projection

@ Projected Remainder Amounts by Year o Projected Remainder Amounts © Gift Exzpectancies,/Term End
Organization

© all orgs @ Specific Org | AVB - © gelected Orgs

Break Page Between Organizations: =
Valuation Date
Valuation Date: [1z/31/2008 i)

Gift Type

A coa Woocram T cr M RE: T PR T BEQ: [T

Designation

# Do not Display Report Data by Designation
o Display Report Data by Designation and Include All Designations
o Display Repart Data by Designation and Include Only a Specific Designation

Designation Restriction
Al F Unrestricted: Permanently Restricted: = Temporarily Restricted: T ot Specified: [

Mortality / Projection/ Present Value

Martality Tab\e:m Show Values Projected Within the Next [200  years
Present Walue Rates (applied to Remainder Amount): Present Walue Rate 1@ |2 Present Walue Rate 2: |4
Return Assumptions
CGA Pool Annual Return % PIF Annual Growth %
AUB: CALIF POOL &.00000000 = AR HIGH =
AUB: CGA POOL 5.00000000
Records: 2 Page 1 _I Records: 1 Page 1 _I
CRU Annual Return %: W CRAT Annual Return % RLE Annual Growth %a:
Return Allocation far Gifts with NMegative Market Values: lm
Suppress
& Show Full Report Detail € Show Gift Type, Designation, Organization, and Grand Totals Only
Custom Filter
I =
Save as Custom Filter
Report
Report Format: [ Projected Remainder Amounts by Year |

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

The report will predict the amount and timing of the distributions that The Auburn
Society can expect to receive from its gift annuities and charitable remainder
unitrusts as of 12/31/2008.
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3) Print the report, if you wish, then return to the Report Preview page.
4) Click m to close the Report Preview page.

5) Click E to close the Projected Remainder Amounts page.

The first page of the Projected Remainder Amounts report is reproduced on the next
page.
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Producing a Program Overview
and Statistics report

GiftWrap’s optional Advanced Analysis module includes a Program Overview and
Statistics report that allows you to analyze your planned gift portfolio with a level of
sophistication that would take many hours of work otherwise.

What is the average age of your known bequest intentions? What is the median
funding amount of your organization’s charitable remainder unitrusts? How many
gift annuities have you received in the $25,000 - $50,000 range? These are just a
few of the many questions that the report can answer.

Reviewing a sample Program Overview and Statistics report for yourself is the best
way for you to appreciate the insights it can offer.

1) Choose Analysis - Program Overview and Statistics in the Menubar.

Enter the information shown below. All you need to do is select the Charity.

i Program Cverview and Statistics 0 *
Charity
C all charities & Specific Charity | TUTORIAL v € Selected Charities |

Gift Type

Al BEQ: @ cea cLaT T cLu e cRraT T crRU T

oTH: [ ouTim PIF T RLE T
Gift Date

[ & o | H

Report

Report Format: [Program Statistics and Overview =]

oK | | close

2) Click [OK] to view the report.

3) Click " tomove forwardand * to move back through the pages of the
report.

4) When you have reviewed the report to your satisfaction, click m to close
the Report Preview page.
5) Click m to close the Program Overview and Statistics page.

The first page of the Program Overview and Statistics 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 gifts is a
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 trusts, gift
annuities, pooled income funds, and charitable lead trusts. 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 used to compute the deduction for each gift.

1) Choose Compliance - FASB Liabilities from the Menubar.

Enter the information shown below. The values that you need to enter are:
Organization, Valuation Date, Mortality Table, and Rate of Return method.

| ,

Organization

© all Orgs & Specific Org | AUB - © gelected Orgs |7‘
Break Page Between Organizations: |l

Valuation Date

valuation Date: [1z/st/zooe |

Gift Type

Gift Type: | CGA -

PIF Annuity Pool

@ plpIFs © Specific PIF @ Al pools © Specific Pool

Gift Key(s)

@ N Gelection by Key O Key or List of Keys (sxample: 1,25 ' Range of Kays: Ta:

Mortality Tahle / Rate of Return

Rate of Return: © Use One Rate of Return
' Use Each Gift’s IRS Discount Rate

Mortality Table: fzooocm

Custom Filter

I =l

| Save as Custom Filter |

Report

Report Format: | FASE Liabilities for CGAs -I

Sort

Wwithin Organization Sort By: [Gift Date =l Theney: [Gift key =

This particular report will present the FASB liabilities attached to each of The
Auburn Society’s gift annuities as of 12/31/2008.

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

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

4) Click E to close the Report Preview window.

You will see the following window:
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GiftWrap 0

New FASB Yalues have just been calculated

8 Do not save new FASHB amounts.

" gave New ¥alues in Each Gift Record.

0K | | Cancel

5) Click the second item as shown above, then click [OK].

You have told the FASB Liabilities function to update the FASB Amount and FASB
Date field found in the Details tab of each gift’s Gift Information page 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.

You have also saved these values in the Historical Value Table so that they will be

permanently available for review even after current FASB liabilities are updated in
the future.

6) Click E to close the FASB Liabilities window.

The first page of the FASB Liabilities report is reproduced on the next page.
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Producing a FASB Liabilities report
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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 this information. 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
York, Oregon, Washington, and Wisconsin. 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.

PG Calc updates GiftWrap automatically with the maximum reserve interest rates
that each state allows. For example, some states mentioned above announce new
maximum rates each fall that apply to all gift annuities funded in the current year.

1) Choose Compliance - Gift Annuity Reserves-State Method from the
Menubar.

Enter the information shown below. The values that you need to enter are:
Organization, Annuity Pool, Gifts to Include, Valuation Date, and Calculation
Methodology.

State Method = Custom Method

QOrganization

o al Qrgs & Specific Org | AUB - © selected args

Break Page Between Organizations: T

Annuity Pool Valuation Date
© all pools  ® Specific Pool | CGAPOOL - Valuation Date: [12/31/2008 ]
Gifts to Include
 all cGas
o Only CGAs with Reserve State of
# Al CGAS except those with Reserve State of |CA - = Euclude Reinsured Gifts: [
Calculation Methodology in Accordance with Which States Surplus to Show at End of Report
Fer T TMup My Dwa Tl & None
Nea Tar T Dok € percentage of Total Reserve

(o] Specific Dollar Amount
Gift Key(s)
& No Selection by Key s Key or List of Keys (example: 1,2,5): s Range of Keys: To:
Group/Suppress

& Group by Mortality Table and Interest Rate: [
~

Custom Filter

[ =l

Save as Custom Filter

Report

Report Format: | State Reserwves (=

Sort

within Organization Sort by: [Gift Date =l Theney: [Giftker =1

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

3) Print the report, if you wish, then return to the Report Preview page.

4) Click E to close the Report Preview window.

You will see the window below, which serves exactly the same function as the FASB
liabilities window we saw earlier:

GiftWrap (x|

Mew Reserve Amounts have just been calculated.

o Do not save new Reserve Amounts.

' Save New Amounts in each gift record.

| 0K | | Cancel |

5) Click the second item as shown above, then click [OK].

Similar to the FASB Liabilities function we looked at earlier, the Gift Annuity
Reserves function will update the Reserve Amount and Reserve Date fields found in
the Details tab of each gift’s Gift Information page with the new reserve values you
have just computed.

You have also saved these values in the Historical Value Table so that they will be

permanently available for review even after current annuity reserve values are
updated in the future.

6) Click E to close the Gift Annuity Reserves window.

The first 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.

We won’t run CashTrac CGA Market Values here, but you are welcome to run it on
your own later by choosing Actions - CashTrac CGA Market Values in the Menubar.

If you purchase GiftWrap’s optional Advanced Analysis module, you can review the
adjustments made by CashTrac CGA Market Values for any period by choosing
Analysis - CGA Market Value Transaction Details in the Menubar.

To learn more about how the CashTrac calculations work, look up the CashTrac
CGA Market Values-calculations explained topic in the Online Help Index.

Method 1. This method asks you to enter a net 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. This 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 is implied 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, as in 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 features is part of GiftWrap’s optional
Tax and Check module. If you don’t need these capabilities, you can purchase
GiftWrap without this set of features for a reduced license fee and lower annual
service fee. Contact the PG Calc 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’s start by
creating a Payment Summary report. This report typically is used to list payments
made during a specific time period, such as the current month or the past calendar
quarter. The information it provides can be very helpful for double-checking
payment amounts before producing actual payments or as a check request.

1) Choose Payments - Payment Summary Reports in the Menubar.
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Enter your search criteria as shown below. The values that you need to enter are:
Organization, Gift Type, Exclude Missing/$0 Payments, and Payment Dates.

ox

Organization

© gl orgs & specific Org € Selected Orgs | J

Break Page Between Qrganizations: =

PIF

@ pllpiFs CspecicplF | <]

Gift Type Exclude Missing / $0 Payments

AT coa R CRAT: T CRU: OTH: [ PIR: Exclude People with Status Missing: vl Exclude $0 Payments: ~

Payment Date Payment Type

[06/30/2002 i To [os/20/2008 ) Checks: ® EFTs: M Group by Check/EFT: [

Person Key(s)

# Mo Selection by Key © Key or List of Keys {example: 1,2,5): I:l © Range of Keys: ‘ | To: | ‘
Gift Keyis)

@ Mo Selection by Key o key or List of Keys (example: 1,2,5): l:l o Range of Keys: ‘ | To: | ‘

Payment Reports | Checks/Upload | Advices/Files | EFT Reports | EFT Files || Settings

Report Type Beneficiary Type
@ Payment Summary & Incame Beneficiaries
©pIF Payment Summary © Remainder Beneficiaries

[Sh% 15} Style Payment Summary

PIF

FIF Current Yield: l:l Show PIF Fund Income Detail: [T Combine Payments from Separate PIFs: [T
Include/Exclude/Suppress

& Show Full Report Detail Show Payment Address: [

© Show Payment Information but Suppress Itemized Payment Details

© Show Organization Subtotals and Grand Totals Only

Custom Filter

| save as custom Filter |

Report

Report Format: | Payment Summary VI

0K | | Close

Notice that we are printing checks for the income beneficiaries of gift annuities
(CGAs) and charitable remainder unitrusts (CRUs) 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 a
missing beneficiary is later located, turning on the beneficiary’s payments again is a
matter of changing his or her status from “Missing” to “Active”.

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

3) Print the report, if you wish, then return to the Report Preview page.

4) Click m to close the Report Preview page, but do not close the Payments
page yet!

The first page of the Payment Summary report is reproduced on the next page.
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Note: Some clients use
GiftWrap as their system of
record for payments from
planned gifts, but process all
payments in another system.
These clients can create a
payment upload file in
GiftWrap that is suitable for
transferring payment
information to their payment
production system.

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 single sheet check stock for feeding
through laser or inkjet printers. GiftWrap comes with a variety of laser check styles
to satisfy the format requirements of most charities. If none meets your needs, we
can make the necessary modifications to any of these check styles for you.

1) Click the Checks/Upload tab on the Payments page.

Organization

@ Al Orgs © spedfic org © gelected Orgs
Break Page Between Organizations: |l
PIF

@ pll pIFs © specific PIF

Gift Type Exclude Missing / $0 Payments
Al | Cea T CRAT: CRU'IT OTH: I PIR T Exclude People with Status Missing: [ Exclude $0 Payments: =
Payment Date Payment Type
[0s/20/2008 7 To [06/30/2008 i) checks: T EFTs: T Group by Check/EFT: T
Person Key(s)
@ 1o Selection by Key & key or List of Keys (example: 1,2,5): & Range of Keys: To:
Gift Keyi(s)
@ o Selection by Key & key or List of Keys (example: 1,2,5): o Range of Keys: To:

Payment Reports || Checks/Upload | Advices/Files | EFT Reports | EFT Files || Settings

Report Type Beneficiary Type

& print Checks with Advices [Laser Top Style 1] @ Income Beneficiaries

© Create Payment Upload File [Upload Style 1] © Remainder Beneficiaries

€ Create Custom Payment Upload File l_;l

PIF

PIF Current Yield: Combine Payments from Separate PIFs: =

Other

Starting Check Number: l— [last check number printed: 0] File Format: | j
Print Issued Date as Check Date: T Sumnmarize: 7

Issued Date to Recard for These Payments: |02/09/2010 j Print Advice Message: [

Adjust Text on Checks Down by: |0 WA pixel(s)
Custom Filter

[ =

Save as Custom Filter

0K Close

Review the questions asked in the Checks/Upload tab. Notice that you can print
checks with advices for any period. This makes it easy to print them in batches or
ahead of time. The date that appears on the check ordinarily is the Payment Date
stored in the beneficiary’s Payment Schedule for the gift. However, you can print the
Issued Date as the check date instead just by clicking the Print Issued Date as Check
Date check box. You can assign and store check numbers, if you wish, to aid record
keeping and check reconciliation.

Most clients use a check format that includes an attached advice. You can also print
just advices for beneficiaries paid by electronic funds transfer by clicking the
Advices/Files tab.

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 funds transfer: 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 Files tab.

Organization

& pll Orgs © specific Org © gelected Orgs |
Break Page Between Organizations: =

PIF

® 2l PIFs © specific PIF

Gift Type Exclude Missing / $0 Payments
AR com T cRATI T cRUIT OTH:T PIR T Exclude People with Status Missing: r Exclude $0 Payments: =
Payment Date Payment Type
[06/30/2008 7 To [oe/30/2008 EE Chacks: I EFTs: T Group by Check/erT: T
Person Key(s)
& Mo Selection by Key & Key or List of Keys (example: 1,2,5): o Range of Keys: To:
Gift Keyis)
& Mo Selection by Key & Key or List of Keys (example: 1,2,5% o Range of Keys: To:

Payment Reports | Checks/Upload | Advices/Files | EFT Reports | EFT Files | Settings

Report Type

@ Create EFT Payment File

© Create EFT Prenote File

© Create EFT Mail Merge Data File

Include/Exclude/Other

@ Use Check Date as Effective Entry Date File Format: ;l

Cuse a single Effective Entry Date for All Payments in File j
Issued Date to Record for These Payments: j
Custom Filter

| save as Custom Filter |

0K || Close

GiftWrap creates prenote and payment files in the standard format that the Auto-
mated Clearinghouse (ACH) 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 as your institution’s bank. That ACH member then posts the file
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 a mailing on EFT to all of their
income recipients. Once you have gathered the necessary bank account information,
you add it to each participating recipient’s Payment Address. Then, you add similar
information for your organization under Setup - Organization and you’re done. Once
all of this information is in place, making payments by EFT becomes simple.

2) Click [Close] to close the Payments page.

Payment Snapshots. Whenever you produce a run of checks or EFT payments,
GiftWrap creates a permanent snapshot of the payments created in the run. Even if
someone changes data that was used to create the payment run, such as a
beneficiary’s address, GiftWrap maintains for your review a permanent record of the
payment run as it looked at the time it was created.
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Let’s quickly review the payments made by the Metro Hospital Foundation on 6/30/
2008.

1) Choose Payments - Payment Snapshots/Void in the Menubar.

2) Enter the information shown below, then click Search. Note that we’ve
picked METRO as the specific organization rather than the usual AUB.

0 Payment Snapshots / Void / Other checks o *

Organization
© all Orgs & gpecific Org |METRO M ' gelected Orgs [ |
Break Page Between Organizations:
Check Date Check Humber
[06/30/2008 5 To: [oesao/zoos ] [ To: |
Issued Date Issued Type
[ SR k] Checks: ¥ EFTs: ¥
Payment Status
AL Issued: = Vaid: = Stop Payment: = pending Return: [0

i Mot Issued: T void Offset; T Stop Payment: Offset: T Discarded; =
Include/Exclude
@ Payment Snapshot and Other Checks & Cleared and Mot Cleared
o Payment Snapshot © Cleared
© Other Checks © not Cleared

Search \ | Clear |

All the payments you have selected will appear in the search grid:

o Payment Snapshot and Other Checks Search show [50 =] per Page
Orghickname Check Number | Check Date Net Amount Type Payes Clearsd | Status Other Check
HETRO £90 6/30/2008 $255.00 c Sarsh Alffabstte % Issued =
HETRO 691 6/30/2008 $655.00 c Robart M. Burns % Issued
METRO 692 6/30/2008 $637.50 c Charles Cheetah ® Issued
METRO 693 6/30/2008 $2,652.50 C adrienne Feldstrom X Issued
METRO 694 £/30/2008 $762.50 (o Fiona Ferrett ¥ Issued
HETRO 831 £/30/2008 $50.57 c adrienne Feldstrom % Issued =l
Records: 3 Page 1

| change Batch Payment status || pelete Payment Batch || void Payment Batch |

To drill down for complete detail on any of the listed payments, just click the Check
Date for the payment you are interested in. Drag the scroll bar on the far right of the
grid to view more payments.

3) Click E to close the Payment Snapshots page.

Reporting tax information and printing 1099-Rs

For institutions that offer gift annuities, one of GiftWrap’s most valuable features is
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.
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Producing a 1099 Summary: Before printing the 1099-Rs themselves at the end
of the year, we recommend that you produce a 1099 Summary first. This report 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 1099-R, but it cannot catch
name misspellings, address mistakes, and other similar errors. Note that Social
Security Numbers are not masked on this report so that they can be checked for
errors, too.

1) Choose 1099 Tax - 1099 Summary in the Menubar.

Enter your search criteria as shown below. The values that you need to enter are:
Organization and Tax Year.

1099 Tax oOR

1099 Summary 1099-R Forms Create IRS 1099 File

Organization

T all Orgs @ Spedific Org |AUB - € selected Orgs | |

Break Page Between Organizations: =

Gift Type Tax Year / Tax Form
cea: @ oTh T TaxYear: [2008 | mA Tax Form: | 1089-R -

Include/Exclude/Suppress

# Show Full Report Detail Exclude People with Status Missing: [
' Show 1099 Information per Person but Suppress Itemized Gift Taxation Details Exrclude Reinsured Gifts: i
© Show Organization Subtotals and Grand Tatals Only

Person Key(s)

@ o Selection by Key € Key or List of Keys {example: 1,2,5) © Range of Keys: To:
Gift Keyis)

@ o Selection by Key € Key or List of Keys {example: 1,2,5) © Range of Keys: To:
Custom Filter

I =

| save as Custom Fitter_|

Report

Report Format: | 1099R Surmmary -I

0K | | Close

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

3) Print the report, if you wish, then return to the Report Preview page.

4) Click m to close the Report Preview page, but do not close the 1099 Tax
page yet!

The first page of the 1099 Summary report is reproduced on the next page.
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Printing 1099-Rs: Printing 1099-Rs in GiftWrap is simple. 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 the 1099-R Forms tab.

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 fill in the information in the 1099-R Forms
tab, click [OK], then print the report in the usual way. That’s all there is to it!

We certify GiftWrap to format 1099-Rs accurately for a specific year. If you try
printing 1099-Rs for any other year, you will see a warning that GiftWrap may not
produce 1099-Rs correctly for the year you have chosen.

In addition to printing 1099-Rs for your annuitants, GiftWrap can also create a file
for reporting 1099 information to the IRS electronically. The IRS requires your
institution to report 1099 information this way 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 produce the 1099 file.

2) When done reviewing the Create IRS 1099 File tab, click [Close] to close the
1099 Tax page.

Pooled Fund Administration module

GiftWrap’s optional Pooled Fund Administration module 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 forms for
each participant and the IRS.

1) Click the PIF menu in the Menu Bar.

Actions Surnmaries  Analysis

Compliance Payments 1099 Tax T

RemainderfFund Beneficiary Search Gift Search

e: I First Name:
I - - Person Key:

rdes  1: I 2: I 3 I 4: I

Search | | Clear ‘ |

The Pooled Fund Administration module consists of all functions in this menu
except for Compute PIF Market Values, which is available to all GiftWrap users.
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The PIF Payment Summary under Payments - Payment Summary Reports is also
part of the this module.

You are welcome to try out any of these functions after you have completed your
tour. If you are interested in learning more about the Pooled Fund Administration
module, please contact our Sales Department at 888-497-4970 and ask for our
Pooled Fund Administration Module Introductory Guide.

Custom Reports

GiftWrap offers a wide range of standard reports that fulfill all the reporting needs of
most users. If GiftWrap doesn’t already provide you with the exact report you need,
however, we can help you create your own custom reports. Once we create the
custom report for you, we install it for use by your organization. Once installed,
producing your custom report is simple: you just choose your custom report from the
Report Format menu found toward the bottom of the appropriate report page.

For example, imagine that PG Calc creates a custom version of the Gift Summary for
you (we created a standard Gift Summary on pages 24-25). To produce your new
custom report, you would open the Gift Summary page, enter all the criteria for your
report, and then choose your custom report from the Report Format menu toward the
bottom of the page. That’s it!

Please contact Dyke Tilt at 888-474-2252 if you would like to discuss the details and
cost of creating custom reports for use in GiftWrap.

Features for Large Organizations and Service Providers

GiftWrap includes a number of features that are of particular value to service
providers and large non-profits that need to administer gifts for multiple entities or
that assign GiftWrap work to more than one person. These features allow you to
organize GiftWrap data in the way that best meets your needs, streamline the
ongoing maintenance and reporting of this data, and manage workflow among the
staff members who have GiftWrap responsibilities.

Providing remote access to clients or staff

As web-based software, it is easy to run GiftWrap from anywhere there is an Internet
connection. GiftWrap’s security features allow you to control the kind of access
each user has to GiftWrap data and features. This combination of Internet access and
robust security features makes it easy for service providers to offer clients the option
to view their data or produce reports remotely, while at the same time restricting
their ability to change data. This sort of restricted remote access is also be appealing
to non-profit managers and executives who want information on their organization’s
planned gifts at their fingertips.
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Setting up multiple Charities and Organizations

Most GiftWrap clients need to administer gifts just for themselves. Service
providers and umbrella organizations, however, have more complex needs.
GiftWrap can readily accommodate your need to maintain and report on data for
separate entities. It can do this on two levels.

First, your GiftWrap administrator can create as many Charities as you wish within
your GiftWrap account by choosing Setup - Administrator-Charity Setup. Every
person record you create is then linked to one of these Charities. Second, you can
create any number of Organizations under each Charity by choosing Setup -
Organization. Every gift record you create is then linked to one of these
Organizations.

The Charity structure allows you to maintain and report on data separately for any
number of entities. To the extent that any of these entities have divisions, such as
individual schools within a university, you can use the Organization structure to
achieve separate reporting for these divisions.

Features that streamline working with multiple organizations

GiftWrap includes a number of features to make maintaining information on
multiple organizations more efficient.

1) Choose Setup - Organization Groups for Reporting to define groups of
organizations that you will then be able to select with a single click when producing
certain reports. This feature is especially handy for relationship managers who are
responsible for providing reports to a specific subset of a service provider’s universe
of clients.

2) Choose Utilities - Duplicate Validation Report to scan all your data and identify
person records that appear to be duplicates. Duplicate records may be mistakes or
they may benefit from being linked together (see (3) below).

3) You can create copy an existing Person record when adding the same person to a
another Charity account. This way, if the person changes home addresses, for
example, GiftWrap can propagate a change to the home address in one of the
person’s records to the person’s records under all other Charities within your overall
Client account.

4) Choose Utilities - Move/Combine Organization to move an organization and all of
its gifts from one Charity account to another or to transfer all of an organization’s
gifts to another organization within the same Charity account. This feature may not
be needed often, but when a non-profit reorganizes its structure or merges with
another organization, it turns an otherwise major project into a few minutes’ work.

Features that streamline workflow

GiftWrap offers an optional Workflow module that simplifies the management of
tasks that one or more staff need to perform within GiftWrap. All of these workflow
features are found in the Tasks menu of the Menubar.
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1) Choose Tasks - Dashboard to get a quick sense of how many of each type of task
are awaiting completion and whether they are overdue, plus a list of reminders. You
can drill down on any individual task to review all the details.

2) Choose Tasks - View Tasks to review specific assigned tasks or to add a new one
and assign it to specific staff for completion and approval.

3) Choose Tasks - Task Report to produce a report of pending and/or approved tasks
assigned to your selection of assignees, an efficient way for managers to stay on top
of everyone’s assigned tasks.

4) Choose Tasks - Definition to create one or more pre-defined tasks that come up
regularly, such as address changes or adding new gifts. Once defined, assigning
these tasks over and over becomes simple.

5) Choose Tasks - View Change Requests to review data change requests that have
been submitted by GiftWrap users who are not responsible for making the changes
themselves. For example, service providers can empower their clients to submit
change requests directly into GiftWrap - remember, GiftWrap is web-based so giving
clients remote access to do this is easy - and then use its workflow features to
manage the assignment and completion of those requests. Likewise, a charity with
staff spread across a region or the country can set them up to submit change requests
to GiftWrap, enabling staff in a single location to process these requests efficiently.
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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 a record 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 and an
Add Gift 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. You are free to move back and forth among the Add
Person Wizard pages using [Back] and [Next]. You can cancel the operation at any
time by clicking [Cancel].

Let’s add Benjamin Franklin to the database.

1) Choose Actions - Add Person/Adyvisor in the Menubar.

2) Choose Tutorial as the Charity, then type Franklin in the Person’s Last
Name field and click [Search].

rli;;' Add Person Wizard

« If you would like to copy a Person record to a new Charity, choose the desired Charity, select that Person record and click the Copy
Person button below.

Select the Charity with which to associate the new person from the drop down list, Type the new person’s last name below, If the person is already entered for
the Charity you want, choose Cancel. If the person is listed for a different Charity, select Copy Person. If the new person is not listed, choose "Mew Person'.

Charity: | TUTORIAL -
Person Type:

& Donor or Baneficiary

© ndvisor
Person's Last Name: [Franklin Search

Select | Full Name S5N Charity

sl Franklin, Marguerite 321-33-1234 Tutorial =

=

Records: 1 Page 1

New Person || CopyPerson || Cancel

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

3) Click [New Person] at the bottom of the window.
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4) Enter the information shown below:

.".;. Add Person Wizard - Person Information

Person Information wf person Information

Person Type: Donor or Beneficiary Charity: TUTORIAL

Prefin: [par. First:  [Benjamin 4. Last: Franklin
Suffis: [ Salut:  [Een S5 Num: 000-00-0001
D.0.B: 12/12/1925 W opoo: [ |7 Gender  [w v
Company: [ | Do NotMail: T

| <Bac || memtz || cancel

5) Click [Next].

6) Enter the information shown below.

")
‘ﬂ‘_‘_ Add Person Wizard - Home Address

Person Information + | ome Address

Home Address | street: [123 Main street
City: [Philadelphia State: | PA v zipcode: [19102
Phene: [215-333-2222 Faw:  [215-333-1111

Email: [bfranklin@almanac.com Expires: [ |

| <Back || memt> || rcancel

7) Click [Next], then click [Next] again to move past the Misc Information
window.

8) Read the helpful tips in the Confirmation window, then Click [Finish].

Benjamin Franklin’s new Person Information page 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 payment
address for Mr. Franklin in the Other Addresses 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. As in the Add Person Wizard, you are free
to move back and forth among the Add Gift Wizard pages using [Back] and [Next].
You 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 7.9%
charitable gift annuity funded with 1,000 shares of Franklin Stove Co. stock worth
$100,000.
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Note: If you do not have
Planned Giving Manager 6.3
or higher, you can download a
gift information file for use
with this section of the
Tutorial. A link to this file
was included in the email
from giftwrap @pgcalc.com
that contains your user name
and password. If you can’t
locate this email, contact Joe
Sabella at 888-497-4970 for
assistance.

) W) addGift ) )
1) Click at the top of Mr. Franklin’s Person Information

page to launch the Add Gift Wizard.

Confirm (%

Do you want to load gift information from a file created in
PGM/MinifGAM?

If you answer'Yes', you will be prompted for the drive/fdirectory of
the file to load.

| Yes | | Mo |

Importing gift information from a Planned Giving Manager file. You can
use version 6.3 or higher of PG Calc’s planned gift marketing software, Planned
Giving Manager, Mini Manager, or Gift Annuity Manager, to create a file of gift
information that can then be imported into GiftWrap by clicking [Yes] in the window
above.

The ability to import gift information in this way will save you time and reduce data
entry errors whenever you enter a new gift. This is especially true for gift annuities,
where GiftWrap can import not only basic information, such as gift type and payout
rate, but also the payment 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.

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



Adding a new gift using the Add Gift Wizard 59

a)
b)

c)

d)

e)

g
h)

i)

a)

b)

c)

d)

e)

Steps to create a GiftWrap gift information file in PGM/Mini/GAM:

Steps to import information from the GiftWrap gift information file:

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

Open the Gift Date - IRS Discount Rate window and enter 11/1/2009 as
the date of gift. Leave the IRS discount rate at 3.4%. Close the window.

Open the Lives and/or Fixed Term window and enter 12/12/1925 as the
birth date of Life #1. Close the window.

Open the Principal Value - Cost Basis window. Choose Long term gain
property as the Property Type, then enter 100,000 as the property
transferred amount and 20,000 as the cost basis.

Open the Gift Options window. Choose a Charitable Gift Annuity as
your only gift option. If necessary, enter 7.9% as the Annuity Rate. The
remaining default answers should already be correct: quarterly payments
at the end of each period, and the annuitant is also the donor. Click Close
to return to the Gift Options window, then click Done to return to the
Main Screen.

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

Choose the folder where PGM is stored (most likely C:\PGM), enter
franklin as the file name, then click [Save].

Return to running GiftWrap.

) I add Gift
If you haven’t already done so, click = ™ at the top of Mr.

Franklin’s Person Information page to launch the Add Gift Wizard.
Click [Yes] to load gift information from a PGM/Mini/GAM file.

Click [Browse] and find the folder where you saved your file in step 7
above. Click franklin.gftx in the list that now appears, then click [Open].

The name of the file will appear in the field next to [Browse]. Click [OK].

Go to step 3 below. Notice that most fields have been filled in for you
because you imported gift information for Mr. Franklin from a file.

2)

3)

You have not created a gift information file for Mr. Franklin, so click [No].

Enter the information shown below (you can enter 7.9 in the Payout % field,
GiftWrap will supply all the 0s):
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Gift information

General

Details

Trust § Term / PIF

Purpose / Designation
Assets

Add Associations to the Gifts
- Add Associations

- Check / Tax Schedule

- Other Associations

Gift Confirmation

=y | Gift information

Organization:
Gift Date:

Gift Amount:

AUB

11/01/2009 i
$100,000.00

Number of Gifts Limit: 400

Current Number of Gifts in GiftWrap Database: 35

Gift Type:

Subtype:

Annuity Pool:

PIF Name:

Deposit Date:

Deposit Amount:

F—
CGAPOOL -

|

11/01/2009
$100,000.00

=

Next = Cancel

4) Click [Next].

5) Enter the information shown below:

Gift information

General

Details

Trust / Term f PIF

Purpose [ Designation
Assets

Add Associations to the Gifts
- Add Associations

- Check f Tax Schedule

- Other Associations

Gift Confirmation

+| General

First Payment Date:
Payout %o:

Payment Timing:

IRS D.Rate fPIF%:

Market Yalue:

Market Yalue Date:

Payment Frequency:

12/31/2009 E
7.90000000

II
1

3. 40000000

$100,000,00
11/01/2009 iz

Accountt: [
Account 2: l—
Account 3: l—
Account4: [
Accounts: [

< Back H Next = H Cancel

6) Click [Next].

7) Enter the information shown

below:

Gift information

General

Details

Trust / Term / PIF

Purpose / Designation
Assets

Add Associations to the Gifts
- Add Associations

- Check / Tax Schedule

- Other Associations

Gift Confirmation

| Details

« Tax Form:

“¥| Reserve state:

Payments Commuted:

Earliest Start Date:
Latest Start Date:
RCY Amount:

Payment Date Elected:

1098-R -

PA -

Char Deduction:

Campaign Credit Amount:

FASB Amount:
FASB Date:

Reinsured:

Amount:
Reserve Date:

Testamentary:

< Back

I Nest= || rancel
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8) Click [Next], then click [Next] again to move past the Trust/Term/PIF
window.

F g Y
9) With the Purpose/Designation window now open, click “*- to open the
Asset Information page. This information is optional.

10) Enter the information shown below.

Designation Information 28

MO x

Percent: |1oo.00

Designation Code: GECH -
Restricted: |Permanently Restricted =]
Purpose: ||

11) Click ﬂ to save your entry, then click n to close the page.

12) Notice that the designation information you just entered now appears in the
Designations grid. Click [Next].

Although you assigned only one designation to Mr. Franklin’s gift, you can assign as
many designations as you wish. For example, if Mr. Franklin wanted half of his gift
to go to the General Scholarship Fund and half to the General Endowment, you could
assign two designations to his gift, each for 50%. You can use this designation
information when selecting the information to appear in certain reports. You can
even use it to generate distribution checks to the separate designated beneficiaries
when a gift terminates.

You can set up as many Designation Codes as you want under Setup > Designation.

13) Click [Next] again to move past the Assets window.

The Add Gift Wizard will now guide you through linking Mr. Franklin to his gift.

1) Choose Donor/Bene-A as Mr. Franklin’s Association to his gift.

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 be filled in as
shown below.
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e
?ﬁpAdd Gift wizard: Add Associations

1))

Add Associations

123 Main Street

Philadelphia,

Gift information +
Ceners] “" | Benjamin A. Franklin
Details oY
Trust § Term / PIF + DonoriBene-A
Pay To the Order of: [Benjamin A. Franklin
Purpose / Designation «
Do Net Combine Checks: -
Assets oY
Payment Address: Home =
Add Associations to the Gifts o/ [ | L L oen from a
. PGM file: ¥
- Add Associations -

to the top of the next page. Otherwise, go to step (2).

2)
3)

4)

Pa 19102

Enter the number of rows of Tax information needed for this beneficiary:
NOTE: You will need to edit Tax Tier year ranges, as well as amounts, to make them correct

Next -

|| rancel

If you have imported gift information from a PGM file, click [Next] and go

Click the Load tax information from a PGM file check box to unmark it.
Enter 4 as the number of rows of Tax Information needed, then click [Next].

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 a lot of

work when you enter it manually. We encourage our Planned Giving Manager, Mini
Manager, and Gift Annuity Manager clients to import all of this information from a
file created in one of those programs. Doing so saves them substantial time and

reduces errors.

Add Gift wizard:

Check / Tax Schedule

*

Gift information +
General +
Detail e
etails V] @ Xla
Trust / Term / PIF + Check Date
Purpose f Designation W [ ara1/z009
T era0/2009
Assets +
[C 9/3n/z008
Add Associations to the Gifts
ad [ 1z/31/2009
- Add Associations oY
- Check / Tax Schedule - Records: 4
Tatals:
D/ x
Tax Years
[C zop9-z008
[ zoio-2018
[C zo17-2017
C z018-9933
Records: 4
Tatals :

Check / Tax Schedule

Name: Benjamin A, Franklin

Association: Bene-A

Payment Schedule

AGn:Eisnt \;tirl.i;held ANrgf:unt Issued Date | Check # | Clrd Type
40,00 40,00 $0.00 0
$0.00 $0.00 $0.00 ]
$0.00 40,00 $0.00 i
$1,309.51 $0.00 $1,300.51
$1,309.51
Tax Schedule
Capital Gain Tax-Free ordinary Tat Withheld
$807.71 $201.92 $299.88 $0.00
$4,372.72 $1,215.18 $1,809.10 $0.00
$670.45 $167 .62 $7,061.93 $0.00
40,00 $0.00 47,900.00 $0.00
$35,587.20 $8,896.80
Next >

Status

Mot Issued
Mot Issued
Mot Issued

Mot Issued

Page 1

Net Payment
$1,300.51
$7,900.00
$7,900.00
$7,300.00

Page 1

| cancel

|

|
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Note: Marking the Gift
Incomplete check box on the
General tab makes it easy to
track gift records to which
you plan to add information
later. If you use GiftWrap’s
optional Workflow module,
clicking this check box
creates a task that can then be
managed through to
completion using features in
the Tasks menu.

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 12/31/2009 payment line in the Payment Schedule grid.

2) Enter 1309.51 in the Gross Amount field (GiftWrap will add formatting for

you), then click H to save your change and E 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 the Tax Years values in the first line in the Tax Schedule grid.

2) Enter the Year, Capital Gain, Tax-Free, and Ordinary amounts so that they
match those shown above in the first tax line, then click H to save your

change and 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 Gift Wizard.

1) Click [Next].

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

3) Click [Finish].
You should now see Benjamin Franklin’s Person Information page.

4) Click the Gifts/Payments tab.

The gift that you just added is displayed in this tab along with the payments it will be
making during 2009, the year in which it was funded. Whenever you run Actions -
Year End Update to move The Auburn Society into 2010, Year End Update will
create four payments for Mr. Franklin’s gift in 2010, all for the regular payment
amount of $1,975.00.

With the help of the Add Gift Wizard, you have now entered complete information
on Mr. Franklin’s gift annuity and associated Mr. Franklin with the gift annuity as its
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 two 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.
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Adding or linking a spouse

You 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’s find Mr. Franklin a wife, Marguerite.

-
1) Click <0 in the middle of Benjamin Franklin’s Person Information page
(above the Home Address tab).

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

2) Type fr in the Spouse’s Last Name field, then click [Search].

Fris specific enough that only Marguerite Franklin’s name appears as a match in the
list below the Spouse’s Last Name field. Its presence tells you that her person record
already exists in GiftWrap.

3) Click " next to Franklin, Marguerite, then 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.

4) Enter the information shown below:

_,
e
‘._1‘;: Add Spouse Wizard - Joint Mailing Information o *

Mailing Information = Mailing Information

Mr. Benjamin A. Franklin (Ben)

Spouse Link: Ms Marguerite Franklin (Maggie)

Send Mailing Jointly: =

Joint Salutation: IBen and Maaggie

Joint Mailing Name: IBenJamm and Marguerite Franklin

Address for Joint Mailings:  [Benjamin A, Franklin's Freferred Address =]

| <« Back | | Next > | | Cancel |

You have asked that mailings be sent to the Franklins jointly. This way, 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 check mark.

5) Click [Next].

6) Click [Finish].
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- -
[_ﬁ "ﬁ These are the

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

You 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 page. 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 page.

Entering real data for use after purchase

The purpose of the Tutorial data is to let you try out all of GiftWrap's functions using
practice data. If 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 add person records to the Eval_<your name> and then add gifts
to those person records only. When you purchase GiftWrap, we will be able to
transfer whatever data you have added under the Eval_<your name> Charity to your
working data.

When you run the Add Person Wizard, be sure that Eval_<your name> is selected as
the Charity, as shown below:

Select the Charity with which to associate the new person from the drop down list, Type the new person’s last name below, If the persaon is already entsred for
the Charity you want, choose Cancel, If the persan is listed for a different Charity, select Copy Person. If the new person is not listed, choose "New Person®,

Charity: | EVAL_GWW_40 -
Person Type:

& bonor or Beneficiary
 advisor

Person’'s Last Name: Search ‘

Select | Full Name SEN Charity

=

Records: 0

I || cancel |

To Exit GiftWrap

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

1) Click in the upper right hand corner of the GiftWrap page (above
the Menu Bar).

You will return to the GiftWrap Login page.

2) To exit GiftWrap entirely, close the Browser tab in which the GiftWrap
Login page is displayed or close your Browser altogether.
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Some final thoughts

Congratulations! You have completed your tour through GiftWrap. You 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. You 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 a client reference list, or to schedule 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!

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



