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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 datafields and afully 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 aweb browser.

Versatile. From FASB liability calculations to cash flow expectancies, from gift
summaries to annuity reserve computations, GiftWrap provides awide 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 alist of available gift designations or advisor types,
define each of your organization’s gift annuity pools, and more. Detailed selection
criteriaalow you to dictate what records are included in each report.

Integrated. GiftWrap canimport gift information from afile created in Planned
Giving Manager, Mini Manager, or Gift Annuity Manager, PG Calc’ sindustry-
leading suite of products for marketing planned gifts. This interface between
GiftWrap and PGM/Mini/GAM saves time and reduces errors. GiftWrap can also
import certain information from atext file 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 al 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 recordsin seconds. Tasks that used to take
hours, such as FASB liability calculations, now take minutes or less.

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

You can purchase add-on modulesfor GiftWrap. GiftWrap includes
complete data on donors, beneficiaries, and prospects, and on al planned gift types.
It produces awide variety of reports and calculations. Y ou 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 providestools for analyzing in detail the risks
and benefits of your current gifts, aswell 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.

Wor kflow. This module reduces errors and improves efficiency by implementing
task lists, areminder dashboard, change requests, and more. It al'so helps coordinate
work among multiple users.

Bequest M anager . This module helps you manage bequests throughout their
entire lifecycle, from expectancy to realized gift. Bequest Manager includes features
that allow you to record, track, and value bequest gifts; steward bequest donors,
family members, and advisors; and manage bequest gifts through probate.

Pooled Fund Administration module. Thismodule enables GiftWrap to unitize
new pooled income fund gifts, distribute income to pooled fund participants, produce
aK-1tax 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. Y ou 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 rea software.
The evaluation software runsfor 90 days. If you need more time, just send an e-mail

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



How torun GiftWrap 3

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.

How to run GiftWrap

Note: GiftWrap works best
with a high-speed Internet
connection and Firefox 4.0 or
higher. GiftWrap will run
fine, but alittle ower, in
Internet Explorer 7.0 or
higher.

Note: If you are running
GiftWrap on acomputer with
ashort screen, such asa
laptop, you may need to scroll
down on some pagesto seeall
fields and buttons.

Online Help

All you need to run GiftWrap is aweb browser and a valid GiftWrap account.

1) Goto https://giftwrap.pgcalc.com/eval/.

Y ou will see the GiftWrap Login screen.

— Giftwrap Login

Client

Username

Password

2) Enter your Client, Username, and Password (sent to you in an email from
gwsetup@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.

3) If thisisthefirst timeyou have opened your GiftWrap evaluation, you will
be prompted to accept the GiftWrap License Agreement and to change your
password.

Y ou will now see GiftWrap's Search page. We will find and open a person record
shortly.

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.

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

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 Namein the Help topic. Help text on Last Name will appear.

4) When donereading the Help text, click in the upper right hand cor ner
of the Help pageto closeit 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, aswell as detailed
discussions of concepts that are important to understanding what GiftWrap does.

1) Click in the upper right hand cor ner of the GiftWrap page (abovethe
Menu Bar).

Online Help will open with atable of contents of topicsvisible.

2) Toopen atopic, click @ next to the topic category that interests you.

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

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

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

2) Click IEREESS t0 open an index of the topics cover ed.
3) Enter akeyword in thefield below Typein the keyword to find:.

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

4) Click thetopicthat interestsyou. Help text on the topic will appear on the
right.

7 Searc

Y ou can also click il to search for topics that contain a specific keyword or

key phrase.

Feel free to explore Help alittle now to get afeel for what is available.
On-demand Orientation

In addition to GiftWrap Help, PG Calc offers a 30-minute instructional video on the
basics of using GiftWrap. Thisvideo is available on-demand by going to

Sales: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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www . pgcal c.com/educati on/software-orientations.htm and clicking the GiftWrap on-
demand orientation link.

Support

If you are unableto 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
regquest a client reference list.

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.

Clients: 888-474-2252 m support@pgcalc.com B www.pgcalc.com
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Finding/Modifying Information

Organization of information within GiftWrap

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

Organization of your evaluation data

The diagram below shows that the datain 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
isinitially empty. We makeit 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 Tutoria Charity is divided into two organizations, Auburn Society and Metro
Hospital Foundation. Setting up separate organi zations enables you to report on
data and update data by organization. This can be useful for an umbrella
organization with multiple affiliates or alarge institution with several divisions or
schools. Each organization isinitially assigned one gift annuity pool, but you can
add as many gift annuity pools asyou 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

Eval_Yourname

Tutorial

Organization

Eval_Your
name

Gift Annuity Pools Gift Annuity Pool

CGA Pool

Organizations

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. Y ou define the type of
association — donor, income beneficiary, or both - at the time you create the link.

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

associated with two gifts:

People Associations Gifts

1 Charles Cheetah 1 CGA 6/5/1997  $15,000.00
2 Cassandra Cheetah 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. Y ou 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 alist of names that match the criteria you enter, such asthe
first few letters of a person’slast 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.

Theright hand tab in the Search window, Gift Search, lets you find a specific gift
record or specific group of gift recordsin 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) TypefeintheLast Namefield, then click [Search] (or pressEnter).

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



8 Finding and reviewing a person

An aphabetical list of al the people in the database whose last name starts with Fe

appears below.
Bersss Bearth BemaindeeFund Beacfaiaey Search Gl Sesech
Last riger| e Fiest misms) | Charitye i
&5 bum: | - - Parane Dy | Bonpter Baneficiany F
Advisor: O
Perean Codes 10 | il | a | a |
fmarch Char
Person Search Results St B0 =] parPaps
Chanty Full Hams = C=0B 2 Humbier Person kay Parson Credecd Tepe uhus
Tutoral Erddram, adnenrs 101924 060-E1-6763 5 o Curard
Tutoiial Egldtram, C D190 OED-E-EE u] Curment
Tutcrial Farn D414/293 44-D0-1122 =z o Currard
Tutorial Frrath, Fong OFAOLA134E SEE-E1-3543 3 o Cawrent

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

Note: The Create Letter Asyou can see, the Person Information page displays a wealth of information on
button on the Person Adrienne Feldstrom. Not al of thisinformation isvisible at once, however. Much
Information pageisavallable ¢ i+ i< contained in the tabs to the right of the Home Address tab.

only with the Bequest

Manager module.

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

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

QX
Address Type Status Expire Date Bank Name Street EFT
¢ Business Flamenco Cafe No ;I
0 Paymentl Village Savings Bank 1964 Massachusetts Avenue No
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. Y ou could add additional payment
addresses, seasonal addresses, and a1099-R Tax Form address, as heeded. Y ou 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'slook at Adrienne Feldstrom’s payment address information.

5) Click Paymentlin thelist of addresses.

Sales: 888-497-4970 m info@pgcalc.com B www.pgcalc.com
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General Wire/Transfer Info

Last Modified: 5/16/2003
Address 1ID: 121087

Address Type: Faymentl

Street: ILQE: Massachusetts Avenus

City: ICambrldge State: A - Zipcode: [02138
Foreign Address [ Country:

Phone: | Fax: |

Email: | Expires: | B

Electronic Payment and Bank Information

Bank Name: I'.-’illage Savings Bank

Bank Account: IDD-QDQ-DDQB-:B

Electronic Payment Type: l:l Use EFT: [T
Account Type: l:l Route #:
Prenote: EI Prenote Date: j

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.
Thesefields enable you to send her paymentsto her bank by electronic funds transfer
(EFT) rather than by check, if shewishes. This structure makesit easy for you to
accommaodate 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 (% toreturn to Adrienne Feldstrom’s Per son | nfor mation page.

7) Click the GiftsPaymentstab.

Home Address Other Address Gifts/Payments  Contacts Motes Misc | Advisors Documents

+) Gifts

Crganization Gift Date Assgoiation Type Gift Amount Payments To Address Gift Key | Status
METRO 11 Donor/Bene-A CGA $25,000.00 A. Feldstrom Faymentl 55 Current
METRO Donor/Bene-A CGA $25,000.00 A. Feldstrom Faymentl 55 Current
METRO Donor/Bene-A CGA $25,000.00 A. Feldstrom Faymentl 45 Current
METRO 04 Donor/Bene-A CGA $50,000.00 A. Feldstrom Faymentl 45 Current
Records: 11 Page 1

C) Payments

Check Date Net Amount Issued Date Type Check # Status Cleared | Gift Key
3/31/2012 $512.50 3/31/2012 = 1041 Issued it 56
6/30/2012 $512.50 6/30/2012 C 1053 Issued X 56
5/30/2012 $512.50 10/12/2012 C 1142 Issued X 56
12/31/2012 $522.50 0 Mot Issued 56
Records: 4 Page 1

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

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 thelisted gifts, simply

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

click the Gift Date for the gift. Wewon't do this now because we will examine the
Gift Information page closely alittle later in our tour.

8) Click the TYP® header in the Giftslist.

Now Ms. Feldstrom’slist of giftsis sorted by gift type rather than gift date. Y ou can
sort the Gifts list by the values in any column by clicking on the column’s header.
All other listsin GiftWrap of thisformat offer this same handy feature.

Payments List. The Paymentslist initially containsalist of all of the current year's
payments to be made from the first gift displayed in the Giftslist. 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. Thislist makesit easy to review quickly the
payments that have been made to an income beneficiary by a specific gift.

9) Click @ at thetop of the Paymentslist.

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 Shsck Date {0 rever sethe sorting of payments.

11) Click the Contactstab.

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

() x Contacts
Contact Date Contact Description
Responded to cga mailing. Considering making another one in the fall.

Asked Feldstroms to host holiday gala

[ 3/11/2012 Censidering another gift annuity. FU in two weeks

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 Notestab.

The Notes feature allows you to record any amount of miscellaneous information on
each person. Each note may be aslong or as short asyou 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 noteis at the top.

13) Click Annotate =

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



Finding and reviewing aperson 11

Note: The Legacy Society
Membership section in the
Misc tab is available with the
Bequest Manager module
only.

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 lovesto 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.

Hezmm Addroas Cbmr Address Gifte) Paymmnts Comtacts Kabus Hisc Advisnrs Daoumsnbs
Pesggan Coade 1 I Persen Code 1
Parszn Cecda 3= l— Pmrssn Code 4: l—
oificar E' i - Rading: - Formign Parsan: [
Tickls Dabe/Comemani: prefanin T8 [would Adrianne oo-hoxt Fresidect's lunchacn?
Inferest Codes: 1; [GALA | 3 | % | %= Lo |
™ o Legacy Society Membership
Tode & Cazonphan
m METE D Merra Hespital Legacy Guid

Raczrde: 1 Fagm 1

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 areport that
reminds you when you want to contact her next and what about. The interest code
fields at the bottom of the tab let you record up to six specific areas of your charity in
which sheisinterested. You can use these interest codes to select prospects with
similar interests for areport or mail mergefile.

16) Click the Advisorstab.

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

Thelist of advisorsto 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 thislist anyway you wish under Setup - Advisor Type.

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

17) Click (% to exit the Advisor Link Information window.

18) Click the Documentstab.

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

The Documentstab 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.

Thisis the Add button:

Here's an example of Ms. Feldstrom’s Documents tab with a document attached.

Y ou could open this visit memo at any later time simply by clicking the Download
File button for the document.

Home Address Dther Address Gifts fPayments Contacts Notes Misc Advisors Documents

+ 1) Documents

Documnent Title File Name & Description File Size Date Uploaded
[ wisit rmemo - Adrienne Fel Visit memo - Adrienm Notes on visit with &F on 4/15/2010. < 1Mb 04/16,/2010 Download File
Records: 1 Page 1

Finding and reviewing a gift

Aswe saw earlier, the Gifts/Paymentstab in the Person Information page displays a
list of al the giftsto which apersonislinked. Thislist also provides accessto all the
detailed information that GiftWrap is maintaining on each of those gifts.

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

1) Click the Gifts/Paymentstab.

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

() Gifts

Crganizaticn Gift Date Association Type Gift Amount Payments To Address Gift Key | Status
METRC 10/12/2011 Donor/Bene-A CGA $25,000.00 A. Feldstrom Paymentl 56 Current
METRO 9 Donor/Bene-A CGA £$25,000.00 A, Feldstrom Paymentl 55 Current
METRO & Donor/Bene-A CGA £25,000.00 A. Feldstrom Paymentl 48 Current
METRO 04 Donor/Bene-A CGA £50,000.00 A. Feldstrom Paymentl 43 Current
Records: 11 Page 1
(‘) Payments

Check Date Met Amount Issued Date Type Check # Status Cleared | Gift Key
3/31/2012 $512.50 3/31/2012 = 1041 Issued X 56
6/30/2012 $512.50 6/30/2012 [ 1053 Issued X 56
5/30/2012 $512.50 10/12/2012 [ 1142 I=sued X 56
12/31/2012 £522.50 0 Not Issued 56
Records: 4 Page 1

2) Scroll down thelist of giftsuntil you see Ms. Feldstroms's 9/15/1997 gift,
then 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.

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



Finding and reviewing agift 13

B Gift Information: 7.20% Charitalie Gif Araity

s shenat | g sewercit| || oL lpkad
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Essociatiar Hame e¥=3-] T3 address Pergon Key Charity
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The Gift Information page can store comprehensive information on any type of
planned gift, aswell as on bequests and outright gifts. The information you see
describes the most recent gift annuity linked to Ms. Feldstrom - she is the donor and
active beneficiary. All the data necessary to compute the deduction for the gift is
visible. The people associated with this gift - its donor and beneficiaries - are listed
in the Payments/Taxes/Association grid.

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

» 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 al giftsto 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 atext file. Thisfunction is particularly useful for
updating the market values of charitable remainder trusts, but it can be used with
al gift types.

3) Click the Detailstab.
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Finding and reviewing a gift

General Details Trust / Term / PIF Designations Assets / Additions MNotes Documents

Tax Form: 1099-R ~ | Char Deduction: |53,780.50 Account Closed Date:
Reserve State: 1A ¥ | Campaign Credit:[50.00 Credit Through Date:

Payment Date Elected: [T FASB Amount: W Final Valuation Date:

Payments Commuted: [T FASB Date: W _:] Sever Date:

Earliest Start Date: _:] Reinsured: - Distribution Amount: |50.00

Latest Start Date: _:] Reserve Anwunt:lsi,si.‘.s‘-— Undist Inv in Contract:|50.00

RCV Amount: ISDDD— Reserve Date: lm _:]
r
I

i e

Testamentary:

Gift Name:

The Details tab stores additional specialized information on the gift, such as
deduction information, and FASB liability and annuity reserve amounts. Aswith
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 agift 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.

General Details Trust / Term / PIF Designations Assets / Additions Notes Documents

Trust ID: Term Type: | ufe/term | units: 0.00000000
BE| =
Annual val Date: Term End Date: Total Units: 0.00000000
No State
Valuation to Payment: [0 | (months) Years in Term: |0.00
v Ij ( ‘ Withholding: =

Flip Trigger Date: _j] Managed: -

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, thereislittle in this tab that appliesto
the gift, so amost all the fields are grayed out to show they are unavailable.

5) Click the Designationstab.

General Details Trust / Term / PIF Designations Assets / Additions Notes Documents
Purpose: Scholarships and physical improvements
Endowed: [*
inderman Can be Ck d: [0

Restricted: ITampcrar’iI', Restricted &

+1 .4 Designations
Percent Code Description Restricted
T so.00 ELDG Buildings and Grounds
r 40.00 GRMNT Grants and Fellowships
Records: 2 Page 1

Designations tab stores the charitable purpose of the gift. If the gift isto be divided
among anumber of designated areas, GiftWrap can keep track of all these individual
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designations. In the example on your screen, the gift proceeds will be divided 60%/
40% between Buildings and Grounds and Grants and Fellowships.

Y ou 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 afinal distribution to the remainderman
assigned to each designation. The information stored in the Designationstab is
optional.

6) Click the BLDG codein the Designationsgrid.

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 asingle gift.

7) Click the Assetg/Additionstab.

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

(o * Assets

Asset Type Asset Description Market Walue Cost Basis Acguisition Date
r 140 sharss XYZ Corp. $0.00 $1,423.25 6/4/1978
r 41,000 cash $0.00 $1,000,00

Records: 2 Page 1

Total Assets: $0.00 $2,423.25

o x Gift Additions

Date Amnaunt Charitable Deduction Units IRS Disc

Records: 0

Total Additions: 4$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 XY Z Corporation stock and cash. The total
market value and total cost basis of these assets is shown below thelist. The
information stored in the Assetslist is optional.

The Gift Additionslist 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 Notestab.

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 Documentstab.
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Finding and reviewing a gift

General Details Trust f Term f PIF Purpose Assets f Additions Notes Documents
™
+) K Documents
Docurnent Title File Mame Description File Size Date Uploaded
Records; 0

Aswith 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
the Gift Information page.

B Association Information: Adrenne Feldstrom | eden |-

Gaft D 9/ L5 LEET Galt Key 3 Persom Keyl 7 Azseciation D 5
BALOCip o CanorBrs.s x| Fayinest fddress) PN o o umelts e
Pay To tha Ordar of: & Falderem D MicA Coanhing Chacks: [
':: b Al Payment Schedule
Chech Db | Goress dmeciine Tat ‘“Wihhaid MEL &nreune lssusd Cate | Check 2| Clrd | Tepe | Status
[Pk k] 536030 0] 2350, 0 | 57302012 153 X |C Issued ;J
) Lardirapd 36000 000 3350, b 4ot Issued
H
Smczrds: 3 Fags 1
Tabads= RT200DD
415 Tax Schedule
T Yamrm Captal Gan Tax-Frea Cirdinary Tot Withhald Hat Paymant
[T LigET - 1207 rEAR §13.50 Eltd St 000 £1 :..'_'I
[ L - 2048 SIE04D 0. o v $0.00 §7 2000
[ i - J01E SLILET 34150 54613 3000 5720000
[ 2447 - 9o £0LD 0.0 720000 $0,00 L0
.« |
Amccnds; & Fags 1
Tabads - &4, 71238 ®1.,507.14

The upper section of the window describes how Ms. Feldstrom is associated with the
gift. Inthis case, sheisthe donor and active income beneficiary. Paymentswill 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 paymentsthe gift annuity will maketo
Ms. Feldstrom during 2012. 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.
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Likewise, GiftWrap automatically starts producing payments and tax forms for
deferred gift annuitants in the year payments begin.

11) Click m at thetop of the Association I nformation window to return to
the Gift Information page.

Recording a death

Record
Death  Thisis

the Record Death button.

GiftWrap provides a Record Death function that takes care of all of the data
adjustments that are necessary when abeneficiary dies. This function makesit easy
to update your GiftWrap datato reflect aterminated gift or payments moving from
one beneficiary to another because an income beneficiary hasdied. You can use
GiftWrap's Security feature, which is discussed later in thistour, to limit which users
are able to record adeath. 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

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

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

For users of the Pooled Fund Administration module only, when recording the death
of apooled 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
avalid user name and password to get started. The GiftWrap system administrator
can set up as many user names and passwords as your organi zation 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 functionsinto over 20 separate permission sets,
as shown below.

Permission Sets

Functionality Read Only Read Write
1099 Tax r =
Setup r v
audit Review Il [
Person Information r I
Gift Information I =
Extraction r ™
Payrments r ™
Pooled Income Fund Il I
Reconciliation r ™
Sever/Death - ™
Year End Update r I
Summary Reports Il ™
Liability Reports [ I
Reviewsanalysis r ™
CashTrac - =
User/Role Setup - r
Unlock/Pw Reset - -
verify Data r I
Change Request - ~
adrnin Functions - Il
Docurmnent Managerment Il v
Tasks I =
View Change Requests [ I

The GiftWrap administrator can assign each user read/write access, read-only access,
or no access to each of these permission sets. Thisway, 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
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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.

The GiftWrap administrator also can mask Social Security Numbers, bank account
numbers, and dates of birth so that a user can see only the last four digits of these
values when viewing information person information on screen or in certain reports.

Masking
Data Item Mask Data
S5N on screens

Bank Acct on screens
OB on screens

S5N on non-tax reports

SSN on tax reports

[ A R R

Bank Acct on reports

Roles. The GiftWrap administrator can define any number of Roles, where each
Roleis given unique access to GiftWrap's permission sets and determines whether
Socia Security Numbers, bank account numbers, and dates of birth are masked.
Once the administrator has defined a Role, she can then assign that Role to any
number of User Accounts. This design makesit 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 asall 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 -- madeto a
long list of fields so that at any time you can review who made what changes and
when.

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

2) Click the Search button.
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Other Security Features

A list of recent data changes will appear under Audit Information at the bottom of
the page.

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

4) Click % to return to the Review Audit I nformation page, then click E
again.

For acompletelist 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/M onitoring.

2) Click the Administrator Settingstab.

Live Session Administrative Settings

Security Settings
Enforce Password change after how many days
Mumber of consecutive failed login attempts before locking an Account
Mumber of inactive days since login before locking an Account

Mumber of days until a password can be re-used

Other Settings
Mask all but last 4 digits of 55£= on Certain Reports
Masle all but last 4 digits of 35£s on Tax Forms/Reports
Distribution Code for 1099-R Forms

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

E‘j?‘ja ?‘?‘F‘?‘

Show Reminder to run Verify Person and Gift Data after how many days:

| Save || Close

3) When donereviewing 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 oncethey’'rein. 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, high availability, and unparalleled support. Our partner annually
completes SOC1 Type |1 auditing and works with many major financial institutions.

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



Other Security Features 21

In addition to being hosted in a secure environment, the GiftWrap application
includes two levels of database encryption. First, the entire GiftWrap databaseis
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 devel opment,
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. Y ou can also create custom reports using
Crystal Reports, awidely-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 availablein 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 accessto al reportsin the
Analysis menu except Bequest Pipeline; the Pooled Fund Administration module
provides accessto all reports in the PIF menu; and the Work Flow module provides
access to al reportsin the Tasks menu. The Bequest Manager module provides
access to Bequest Summary in the Summaries menu, the Estate Profile on the Person
Information screen, and Bequest Pipeline in the Analysis 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’ sreturn 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 fein the Last
Name field of the Person Search tab. Click [Search].

2) Click Feldstrom, Adriennein the Person Search Resultsgrid.
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Note: If you are running
GiftWrap in Internet
Explorer 9, in Step 7 hover
over the bottom of the Report
Viewer window to expose a
control bar, then click the
Printer icon on the control
bar.

3) Click the Gifts/Paymentstab, then click 9/15/1997 under Gift Datein the
Giftsgrid.

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

= Gif‘t_
4) Click = =1 Profile 1in the Toolbar at thetop of the Gift Information
window.
5) Click For Current and Future YearsOnly, then click [OK].

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 2012
only. You could have included all payment information since the gift was made in
1997 by marking For All Yearsinstead of For Current and Future Years Only.

To print the report:
ey
6) Click == inthe Report Viewer Toolbar.

7) Click = in the Report Viewer window.

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

8) Click [OK] to print the Profile.

9) Click %] to close the Report Viewer window.
10) Click m to close the Gift Profileand return to the Gift Information page.

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

Producing a group of Gift Profiles

Y ou can produce a group of Gift Profilesall at one time by choosing Summaries -
Gift Profilein the Menu Bar. This capability is useful when you want to produce
Gift Profilesfor agroup of new gifts that have just been added to GiftWrap. Itisaso
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

Y ou 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. Y ou can
also produce a group of Person Profiles by choosing Summaries - Person Profilein
the Menu Bar.
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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. Thisreportisideal for analyzing the planned gifts
made to your charity. How many planned gifts have you received this year? What
areyour gift totals for each gift type? How do these totals compareto last year?
These arejust afew of the questions this report can help you answer.

1) Choose Summaries - Gift Summary in the Menu Bar.

Enter your search and sort criteria as shown below to produce areport 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.
! Gift Summary ﬂ
Drganizaton
" &l Orgs & speaific Org |48 - 7 Salerted Ongs
Hrmak Page Bebwesn Oinganzsbores:; r
P Hipaity Ponl
L w F &lppok © Spefic Pool
Gift Dt Aecgwnt Chisad Date Tor Fin bl Saumied Gila
| 7 To: | - [ # T
Gift Type
A BEQ F fae B can C cue D cpam 0 cpie 0 ot 0 cum: T pR 0 RE: T
Gl St
AR = ] 1]
Chhes
Group by Fesarve Stake: T Induda Git odditors: F Inckade Prinsured Gits: Inckade Seed Maney OGEes: [

IncludeEacludbeSu pgaoss

7 Show Full Repork: Detad
" Show Gift Information buk Suppress Beneficiary Trfomation
F Show Organization Subtotads and Gramd Tota b Oy

G Kyl
F pio Sabeetion by Koy 1 Koy or List of Kays (osampla: 1,2,5): M Ranga of Kays: Tai
Castom Fifte
' =
Sosp ok Dpitnm Fultey
Regon
Roport Format: | Gifk Summary ‘Wit Merkat vakues =

St

Within Cvgani 2ation St byt [Gfe Tepa =] Trean by [GfRCats |

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

3) Click E to close the Gift Summary.

Thefirst 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 agreat tool for analyzing how different
designated beneficiaries within your institution, such as Grants and Scholarships or
Building Fund, will benefit from your planned giving program. For umbrella
organizations that accept gifts on behalf of multiple institutions, this report provides
away to show each ingtitution’ s share of the gift benefits. Thereport also allowsyou
to divide up FASB liabilities and annuity reserve amountsin a similar manner.

How does the Gift Summary by Designation report do this? Thereport allowsyou 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.

Thereport isavailablein 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 - Gift Summary by Designation in the Menu Bar.

Enter your search and sort criteriaas shown below. The valuesthat you need to enter
are: Organization, Custom Filter (enter the custom filter that appears in the Custom
Filter field -- more on custom filtersin amoment), and Report Format:

liﬁl't Simenary by Designation

OiganizaSan

T ol omg= & spedfic ong | ALB = T Belacted Qrgs
Break Paga Botseen Onganizatons: [
Pemnatiog

F a0 Designatiors T Specihc Desgnation

Dasfignation Hesiricbes

an; @ unasmictad: B Pemanercly Bestrored: B Termporarly festricted: B ot Specdied: 1T

Gif Date Arcemet Clamed e for FinishodS meered Gifis

| SR | B | = T =
Gift Type

A= ee: M con @ clam B o W epam W cpe @ o B o B pR B pe B

Gl Sialis

ol; [ Cumerts B Finshed; B Severed: B

Inclada/Exelud e Suppress

# Show Full Report: Detsil
' Show Gift Informatian but Suppress Bensficiary [Infomation
T Show Desianation =nd Organization Subtotak and Grand Toals Only

Gl Koyl
# ho Selgotion by Kay & Ferp or List of Keys (examphke: 1,2.5]: [ Bange of Kays: Tav:
Castam Filtes
[ =] [de=1gnarnion.designacicnia 18 not oull
Save a3 L Falies
Fageniil
Report Fornat: [Gft Summert br Designetion WEh Merk et Yabsms =]

S

Within Crganization Sort by [kt Tvpe & Than By [ Gift Caes =

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

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

Thefirst 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 criteriafor selecting the recordsto include in areport 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 areport that you think you might use again, you
can saveit so that you never haveto typeit - or remember its syntax - again.

Let’s save the custom filter you just entered.

1) Click | Save as Custom Filter |

2) Enter theinformation shown below.

Custom Filter 20

MO x

® New T Edit

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

Condition: designation.designationid is not null

3) Click H to saveyour custom filter.
Y our custom filter will now be available whenever you produce a Gift Summary By

Designation report. All you need to do is chooseit from the Custom Filter pull-down
menu.

Custom Filter

FExclude gifts w/o designations Ll

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

Thisreportisavailable as part
of GiftWrap's optiona
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. 1t 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, asthey 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 Amountsin the Menu Bar.

Enter the information shown below. The values that you need to enter are:
Organization, Vauation 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 %.

Projected Remainder Amounts

Type of Projection

@ projected Remainder Amounts by Year " Projected Remainder Amounts 1~ Gift Expectancies/Term End
Organization

© Al Orgs & Specific Org € Selected Orgs | Select |

Break Page Between Organizations: [T

Valuation Date

Valuation Date:  |12/31/2012 ]

Gift Type

All: T cGa: W cram: T cru: W RE: T PIF: [T BEQ: T

Designation

' Do not Display Report Data by Designation
" Display Report Data by Designation and Include All Designations
" Display Report Data by Designation and Include Only a Specific Designation l:l

Designation Restriction

All: & Unrestricted: I Permanently Restricted: [T Temporarily Restricted: [T Mot Specified: 7
Mortality / Projection/ Present Value

Mortality Table:m Show Values Projected Within the NextlET years

Calculate each life as ID_ [ & vears younger than actual age
Multiply bequest amount timas probability ¥

Present Value Rates (applied to Remainder Amount): Present Value Rate 1: |2 Present Value Rate 2: |4

Return Assumptions

CGA Pool Annual Return % PIF Annual Growth %
AUB: CALIF POOL [ eoooosoog] & |aus: HIGH . =
AUB: CGA POOL [ s.ooooooog|
AUB: CGA POOL1 4.50000000
| |
Recaords: 3 Page 1 Records: 1 Page 1
CRU Annual Return %: W CRAT Annual Return %: I:l RLE Annual Growth %: I:l
Return Allocation for Gifts with Negative Market Values: m
Suppress
& show Full Report Detail © Sshow Gift Type, Designation, Organization, and Grand Totals Only

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

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 12/31/2012.
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3) Print thereport, if you wish, then return to the Report Preview page.
4) Click m to close the Report Preview page.

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

Thefirst 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 alevel 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 Statisticsin the Menu Bar.

Enter the information shown below. The values you need to select are Charity and
Gift Type.

_T Program Overview and Statistics 0 4
Charity

O All Charities @ Specific Charity | TUTORIAL - € selected Charities | Select

Gift Type

Al T BEQ: [ CGA W CLATI cLur CRATIT CRUTT

OTH: [ ouTr PIF [T RLE [T
Gift Date
I E To: | |

Report

Report Format: |Program Statistics and Overview =]

0K | | Close

2) Click [OK] toview thereport.

3) Click ¥ tomoveforwardand * tomoveback through the pages of the
report.

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

Thefirst 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 giftsisa
time-consuming headache for many organizations. GiftWrap's FASB Liabilities
report makes computing and reporting FASB liabilities for al 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 Menu Bar.

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

I FAsE Liabilities (2

Organization

€ all orgs & specific Org 0 Selected Orgs

Break Page Between Organizations =

Select |

Valuation Date

Valuation Date: [|12/31/2012 |

Gift Type

PIF Annuity Pool

& AllPIFs € Specific PIF l:l @ all Pools 17 Specific Poal :l
Gift Key(s)

& No Selection by kKey € Key or List of Keys (example: 1,2,5): € Range of Keys: To:

Mortality Table / Rate of Return

Mortality Table: [2000cm =1 Rate of Return: € Use One Rate of Return

Calculate each life as lD_ ™ @& years younger than actual age ' Use Each Gift's IRS Discount Rate

Custom Filter

| = H
[ save as custom Filter | Jic|
Report

Report Format: | FASE Liabilities for CGAs ¥

Sort

Within Organization Sort By: [Gift Date =l ThenBy: [Gift ey =l

This particular report will present the FASB liabilities attached to each of The
Auburn Society’ s gift annuities as of 12/31/2012.

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

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

4) Click E to close the Report Preview window.

Y ou will see the following window:
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Producing a FASB Liabilities report

Giftwrap 0

New FASB Yalues have just been calculated
o Do not save new FASE amounts.
¥ 5ave New ¥alues in Each Gift Record and in the Historical Yalue Table.

' Save New Yalues in Each Gift Record.

| oK | | Cancel |

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

Y ou 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.

Y ou 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 Eto closethe FASB Liabilities window.

Thefirst 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 requirementsis essential to sound
fiscal management of your gift annuity program. Many charities pay actuaries over
$1,000 each year to produce thisinformation. GiftWrap’s Gift Annuity Reserves
report makes it easy for you to compute and report this information yourself.

GiftWrap can produce reserve calculations that satisfy any of the states that require
reserve reports. For states that require the use of the Annuity 2000 mortality table
for recent gifts but allow the use of the less conservative 1983 A table for older gifts,
GiftWrap chooses the appropriate mortality table for each gift automatically. These
states currently include Arkansas, California, Florida, Hawaii, Maryland, New
Jersey, New Y ork, Oregon, Washington, and Wisconsin. For charitiesthat don’t need
to meet state reserve requirements, GiftWrap al so 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 M ethod from the Menu
Bar.

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

Methodology.

Organization

© all orgs @ Specific org | AUB - 0 Selected Orgs Select

Break Page Between Organizations: [

Annuity Pool Valuation Date

0 Al Pools 0 Specific Pool |CGAPOOL ~ valuation Date: [12/31/201

Gifts to Include

Al CGAs

€ Only CGAs with Reserve State of

5 All CGAS except those with Reserve State of |CA = Exclude Reinsured Gifts: T

Calculation Methodology in Accordance with Which States Surplus to Show at End of Report

Far Tre Mmoo My Dwa Twa & None
Fea Fa T For ' Percentage of Total Reserve
© specific Dollar Amount

Gift Key(s)

£ No Selection by Key € Key or List of Keys (example: 1,2,5): € Range of Keys: To:
Group/Suppress

& Show Full Reporl Group by Mortality Table and Interest Rate: [T
& Show Only Morta rand Ti

Custom Filter
[ = B

Save as Custom Filter LI

Report

Report Format: |State Reserves v

Sort
Within Organization Sort by: [Gift Dats x| ThenBy: [Gift Key =l

2) When done entering the information above, click [OK] to view thereport.
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3) Print thereport, if you wish, then return to the Report Preview page.

4) Click m to closethe Report Preview window.

Y ou will seethe window below, which serves exactly the same function asthe FASB
liabilities window we saw earlier:

GiftWrap ()

Mew Reserve Amounts have just been calculated.

o Do not save new Reserve Amounts.

' Gave 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.

Y ou 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 m to close the Gift Annuity Reserveswindow.

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

GiftWrap's powerful CashTrac CGA Market Values feature takes the guesswork out
of valuing the assets that back each gift annuity in your gift annuity pool. When a
gift annuity terminates, the market value that you have maintained using CashTrac
tells you how much of the gift annuity’s original funding assets are still in the pool.
Many GiftWrap clients use this amount to determine how much to remove from the
gift annuity pool and use as designated by the donor. This approach isfar 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 welcometo run it on
your own later by choosing Actions - CashTrac CGA Market Valuesin the Menu
Bar.

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 Detailsin the Menu Bar. The Tutorial
sampl e data includes transactions through 9/30/2012.

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

Method 1. 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 isimplied by the
difference between the total of all the stored gift annuity market values and the new
target total market value you have entered. Then, asin the first method, CashTrac
subtracts each gift annuity’ s payments made during the same time period to arrive at
the new market value to store.

If you wish, you can have CashTrac allocate interest and dividends, fees and
expenses, or gain/loss among the gift annuities so that you can see how much of the
change in market value is attributabl e to each of these items.
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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
tothe IRS. In addition, GiftWrap can produce reports that summarize payment or
1099-R information.

Except for the summary reports, this set of featuresis 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 areduced 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. Thisreport typically is used to list payments
made during a specific time period, such as the current month or the past calendar
quarter. Theinformation it provides can be very helpful for double-checking
payment amounts before producing actual payments or as a check request.

1) Choose Payments - Payment Summary Reportsin the Menu Bar.
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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.

Payments 0
Organization

© all Crgs @ Spedific Org C Selected Orgs | select |

Break Page Between Qrganizations: [l

PIF

@ alpIFs @ specificptr | <]

Gift Type Exclude Missing / $0 Payments

Al M CGA: Bl CRAT: M CRU: @ OTH: [ PIF: Exclude People with Status Missing: Exclude 30 Payments: W

Payment Date Payment Type

[o8/20/2012 “H  To [os/30/2012 ] Checks: ¥ EFTs: B wires: M Acctto Acct: W
Group by Check/Electronic: 7

Person Key(s)

@ No Selection by Key € Key or List of Keys (example: 1,2,5): l:l € Range of Keys: ‘ | To: ‘ |
Gift Key(s)
@ No Selection by Key € Key or List of Keys (example: 1,2,5): l:l  Range of Keys: ‘ | To: ‘ |

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

Report Type Beneficiary Type

& payment Summary & Income Beneficiaries

© PIF Payment Summary © Remainder Beneficiaries

C¥TD Style Payment Summary

PIF

PIF 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: [0
€ Show Payment Information but Suppress Itemized Payment Details

© Show Organization Subtotals and Grand Totals Only

Custom Filter

I =

| save as Custom Filter |

1= ]

Report

Report Format: |Payment Summary x

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 bereceived. If a
missing beneficiary islater located, turning on the beneficiary’s payments againisa
matter of changing his or her status from “Missing” to “Active”.

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

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

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

Thefirst 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
paymentsin another system.
These clients can create a
payment upload filein
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. Wewon'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 avariety 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

@ all Orgs " specific Org € Selected Orgs

P;F

@ all pIFs © specific PIF

Gift Type Exclude Missing / $0 Payments

Al - B cRAT: | CRU: | OTH: [ _— Exclude People with Status Missing: [~ Exclude 30 Payments: @
Payment Date Payment Type
[06/30/2012 # To [oe/30/2012 ] Checks: @ EFTs: @ wires: B Acctto Acct: @

Group by Check/Electronic: 7
Person Key(s)

@ No Selection by Key © Key or List of Keys (example: 1,2,5): ' Range of Keys: To:
Gift Key(s)
@ No Selection by Key © Key or List of Keys (example: 1,2,5): ' 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

PIF

PIF Current Yield: Combine Payments from Separate PIFs: [T

Other

Starting Check Number: ,7 [last check number printed: 0] File Format: | J
Print Issued Date as Check Date: [ Summarize: T

Issued Date to Record for These Payments: ’W i Print Advice Message: [

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

| [

Save as Custom Filter

i

Review the questions asked in the Checks/Upload tab. Notice that you can print
checks with advices for any period. This makesit 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. Y ou 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. Y ou can also print
just advices for beneficiaries paid by electronic funds transfer by clicking the
Adviceg/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 fundstransfer: For those beneficiaries who
prefer to receive payments by electronic funds transfer (EFT), GiftWrap can make
payment distributions by EFT rather than by check. GiftWrap determines the
method of payment on a per beneficiary and per gift basis, making it easy for you to
use the method each beneficiary prefers for each of his or her gifts.

1) Click the EFT Filestab.

Organization

@ Al Orgs € Specific Org € Selected Orgs Select
Break Page Between Organizations: Il
PIF

F alpirs & specific PIF

Gift Type Exclude Missing / $0 Payments
- e - - - Exclude People with Status Missing: [ Exclude 50 Payments: @
Al B | CGA: [ CRAT: [ CRU: [§ OTH: [ PIF: [ ° g K
Payment Date Payment Type
|os/30/2012 & 7o os/30/2012 i Checks: @ EFTs: B wires: @ Acctto Acct: @

Group by Check/Electronic: T
Person Key(s)

@ No Selection by Key © Key or List of Keys (example: 1,2,5): ' Range of Keys: To:
Gift Key(s)
@ No Selection by Key © Key or List of Keys (example: 1,2,5): ' 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

" Record Issued Date/Type/Snapshots for Wires and Account to Account payments
Include/Exclude/Other

@ Use Payment Date as Effective Entry Date in EFT file File Format: | ;I

" Use Single Effective Entry Date for all payments in EFT file |
Issued Date to Record for These Payments: i)

Custom Filter

| [~

Save as Custom Filter

| )

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 amember of the
ACH network, such asyour ingtitution’ sbank. That ACH member then poststhefile
to the ACH network and the payments described in the file are made.

In order to make payments by EFT, you need to acquire some additional bank
account information from each income recipient who wantsto be paid by EFT.
Many of our clients accomplish this by sending amailing 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
al of thisinformation isin place, making payments by EFT becomes simple.

2) Click [Closg] to close the Payments page.
Payment Snapshots. Whenever you produce arun 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 asa
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beneficiary’ s address, GiftWrap maintains for your review a permanent record of the
payment run as it looked at the time it was created.

Let’s quickly review the payments made by the Metro Hospital Foundation on 6/30/
2008.

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

2) Enter theinformation shown below, then click Search. Notethat we've
picked METRO as the specific organization rather than the usual AUB.

J’ Payment Snapshots / Void / Other checks 0 4

Organization

© All orgs & specific Org |METRO - € selacted Orgs | Select |

Payment Date Check Number

[os/30/2012 1o [os/30/zniz i [ To: |

Issued Date Issued Type

[  oTo: | T Checks: ¥ Electronic: ¥

Payment Status

AL Issued: [ Void: = Stop Payment: - Pending Return: T Reimbursed: T
Not Issued: T Void Offset: T Stop Payment Offset: T Discarded: [

Include/Exclude

# Payment Snapshot and Other Checks @ Cleared and Not Cleared
€ Payment Snapshot € Cleared
' Other Checks € Not Cleared

Person Key(s)

@ Mo Selection by Key 0 Key or List of Keys (example: 1,2,5): © Range of Keys: Ta:

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

(4] Payment Snapshot and Other Checks Search Show [50 =] per Page

: Check . " . . = Other
Crg Mickname Number Payment Date | Net Amount Type | Payes Clrd | Status Check
METRC 1047 $255.00 C Sarah Allfabette * Issued ‘ View [Void 2
METRO 10438 $395.00 C James Booth * Issued ‘ View [Void
METRZ 1049 $655.00 C Robert M. Burns * Issued ‘ View [Void
METRO 1050 $837.50 C Charles Cheetah X Issued \ View [Void
METRZ 1051 £2,282.85 C Harrison Copperfield * Issued ‘ View [Void
METRC 1052 $2,282.85 C Jennifer Copperfield X Issued \ View [Void ;I
Records: 8 Page 1
IMPORTANT: Ta void a single payment, first open it by clicking the blue link in the grid, double-clicking in the grid, or clicking the 'view/vaid' buttan

|Change Batch Snapshot Status|| Delete Snapshot Batch || Void Payment Batch | | Close |

To drill down for complete detail on any of the listed payments, just click the Check
Date for the payment you areinterested 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 ingtitutions that offer gift annuities, one of GiftWrap's most valuable featuresis
its ability to print 1099-R tax forms. If your charity accepts gift annuities, it must
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send 1099-R information each year to each annuitant and to the IRS. The 1099-R
reports the total amount of payments received by the annuitant and how much was
taxable, capital gain, and tax-free income.

Producing a 1099 Summary: Before printing the 1099-Rs themselves at the end
of the year, we recommend that you produce a 1099 Summary first. Thisreport lists
the information that will be printed on the 1099-Rs, giving you a straightforward
way to check all your gift annuity tax information for errors before you print your tax
forms. GiftWrap does do its own error-checking to make sure that each annuitant’s
total paymentsfor the year matches hisor 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 Menu Bar.

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

1099 Tax &

1099 Summa'l:z 1099-R Forms Create IRS 1099 File / Upload File

Organization

© all orgs & Specific org |AUB - O Selected Orgs | Select |
Break Page Between Organizations: =
Gift Type Tax Year | Tax Form

A M oot Tax Year: W [l Tax Form: |1088-R -
Include/Exclude/Suppress

@& Show Full Report Detail Exclude People with Status Missing: T
" show 1099 Information per Person but Suppress Itemized Gift Taxation Details Exclude Reinsured Gifts: r
" show Organization Subtotals and Grand Tetals Only

Person Key(s)

@ No Selection by Key € Key or List of Keys (example: 1,2,5): ' Range of Keys: To:

Gift Key(s)

@ No Selection by Key ' Key or List of Keys (example: 1,2,5): " Range of Keys: To:

Custom Filter

I = [
e =
Report

Report Format: |1085R Summary X

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

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

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

Thefirst page of the 1099 Summary report is reproduced on the next page.
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Printing 1099-Rs: Printing 1099-Rsin GiftWrap issimple. First, you load your
printer with laser 1099-R stock. We can help you order this stock, if necessary.
Then, you run GiftWrap’s 1099-R printing routine.

1) Click the 1099-R Formstab.

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

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 awarning 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 afile
for reporting 1099 information to the IRS electronically. The IRS requires your
ingtitution to report 1099 information thisway if your institution needs to issue 250
or more 1099s. Electronic reporting is optional for institutions that issue fewer than
250 1099s.

1) Click theCreate IRS 1099 Filetab to see the questions you must answer in
order to produce the 1099 file.

2) When donereviewingthe Create | RS 1099 Filetab, click [Close] to closethe
1099 Tax page.
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Optional Modules and Custom
Reports

Bequest Manager module

GiftWrap's optiona Bequest Manager module allows you to track your
organization’ s bequests throughout their entire lifecycle, from expectancy to realized
gift. With the Bequest Manager module, which is also available as stand-alone
software, you can:

* record, track, and value bequest gifts
 steward bequest donors, family members, and advisors
» manage bequest gifts through probate

Bequest Manager includes calculation tools that give you extensive insight into the
health of your bequest program, including present value, projected cash flows, and
average gift amounts. Its mail merge capability and letter creation feature with
customizeabl e templates help you can stay in touch with donors, family members,
advisors, and executors as your bequest expectancies become realized gifts. Its
notification and task reminder capabilities help you stay on track as your bequest
gifts proceed through probate.

Document Storage Module

The Document Storage module provides a centralized, digital repository for al your
annuity contracts, trust documents, and other document types. Y ou can associate
stored documents with a person or a gift using the Documents tab of the respective
Person Information screen or Gift Information screen.

In addtion, you can use the module’ s document search and retrieval utility (Utilities -
Document Search / Upload) to associate stored documents with an organization,
pooled income fund, or charity. Thisutility isa so useful for reviewing all stored
documents and managing them globally.

Advanced Analysis Module

The Advanced Analysis module provides expanded analysis tools for remainder
expectancies, yearsto exhaustion, historical gift values, and overall program
statistics reports that facilitate program evaluation and analysis. This module also
includes improved handling of negative balances backing individual gift annuities.

The Program Overview and Statistics report included in the modul e displays awide
variety of data by gift type, including:

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



52  Workflow Module

» average/median gift amounts

 gifts by amount category

* total and average/median distribution amounts

» average/median age at time of gift

» average/median age at death

* repeat annuity donors

» average time from beguest gift date to date of notice of estate filing

Workflow Module

Say good-bye to paper checklists and spreadsheets. The Workflow moduleis a
centralized online resource that automates both routine and unique administrative
tasks that comprise your gift administration program workflow. This optional
moduleis particularly useful for tasks completed by multiple people or those
requiring review and approval, and includes areminder and notification system for
recurring tasks.

For clients using the Bequest Manager module, the Workflow module streamlines
bequest processing and administration. Workflow’ s tasks and reminders are
especially useful for handling complex estates and bequests going through probate.

For service providers, the Workflow module allows charity staff to submit change
requests for addresses and other data without affecting production data. This
capability enables the service provider to streamline its process for review and
acceptance of data changes.

All of these workflow features are found in the Tasks menu of the Menu Bar.

1) Dashboard - Get a quick sense of how many of each type of task are awaiting
completion and whether they are overdue, plus alist of reminders. Y ou can drill
down on any individual task to review all the details.

2) Maintain Tasks - Review specific assigned tasks or add anew one and assign it to
specific staff for completion and approval.

3) Task Report - Produce areport 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) Task Definition - 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. The GiftWrap Evaluation software has been
populated with sample tasks for administering bequests.

5) Change Reguest Report - Produce a report of change requests that have been
submitted by GiftWrap users who are not responsible for making the changes
themselves. Review all change requests submitted for a specific Charity account, for
approval by a specific reviewer, or during a specific time period,.
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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 thisis easy - and then use its workflow features to manage the
assignment and completion of those requests. Likewise, a charity with staff spread
across aregion or the country can set them up to submit change requests to
GiftWrap, enabling staff in a single location to process these requests efficiently.

6) View Change Requests - Review and manage data change requests that have been
submitted. You can open any individual change request to review the request in
detail and then either approve or reject the request. Y ou can also send an email
message to the requester explaining your action, if you wish.

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 thePIF menu in the Menu Bar.

Actions summaries Analysis Compliance Payments 1099 Tax E ilities Setup

Remainder/Fund Beneficiary Search Gift Search

Bl I First Name: I
I - - Person Key: I

des  1: | 2: | 3: | 4z |

Search | | Clear | |

Import Func

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

Y ou 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 awide range of standard reportsthat 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,
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Features for Large Organizations and Service Providers

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, imaginethat 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 al the criteriafor your
report, and then choose your custom report from the Report Format menu toward the
bottom of the page. That'sit!

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 datain 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 thereis ahigh
speed 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 makesit easy for service providersto 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 accessisalso be
appealing to non-profit managers and executives who want information on their
organization’s planned gifts at their fingertips.

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. 1t 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
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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. Thisfeature 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. Thisway, 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 afew minutes' work.

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



56  Adding anew person using the Add Person Wizard

Adding People and Gifts

As mentioned in the brief GiftWrap overview at the beginning of your tour,
GiftWrap stores person information and gift information separately. If a person
makes a planned gift to your charity, first you create a person record for each donor
and beneficiary who is associated with the gift. Next, you create arecord for the gift
and then link the gift to each person with the proper association. GiftWrap makes
this seemingly complicated process easy by providing an Add Person Wizard 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. Y ou are free to move back and forth among the Add
Person Wizard pages using [Back] and [Next]. Y ou can cancel the operation at any
time by clicking [Cancel].

Let’s add Benjamin Franklin to the database.

1) Choose Actions - Add Person/Advisor in the Menu Bar.

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

_‘45 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 assaciate the new persan from the drop down list, Type the new person’s last narne 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 Persaon. If the new persan is not listed, choose "Mew Person”.

Charity: | TUTORIAL -

Person Type
& Donar or Beneficiary
 advisor
Person’s Last Name: |Franklin Search
Select | Full Marme g1} Charity
el Franklin, Marguerite 321-33-1234 Tutorial =
H
Records: 1 Page 1

New Person || Copy Person H Cancel |

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

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

Person Information

Person Type: Donor or Beneficiary Charity: TUTCRIAL
Prefisx: Mr. First: IEenjamin A, Last: IFraninn
Suffix: I Salut: IEen SS Num: IDDD-DD-DDDL
D.0.B: [1z/12/1930 7 p.o.D: #H  Gender: D
Company: Do Not Mail: [
= Back || Next = || Cancel |
5) Click [Next].
6) Enter theinformation shown below.
Home Address
Street: |123 Main Street
City: IPhiIadeIphia State: FA - Zipcode: |19102
Country:
Phone: |215-333-2222 Fax: |215-333-1111
Email: Ibfranklin@almanac.com Expires: I j
i = Back | I MNext = i Cancel |

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

8) Read the helpful tipsin 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 al 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. Asin the Add Person Wizard, you are free
to move back and forth among the Add Gift Wizard pages using [Back] and [Next].
Y ou can cancel the operation at any time by clicking [Cancel].
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Adding anew gift using the Add Gift Wizard

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.

. 1 Add Gift . .
1) Click !! oat thetop of Mr. Franklin’s Person Information

pageto launch the Add Gift Wizard.

Confirm [ %

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

If you answer'Yes’, you will be prompted for the drivefdirectory of
the file to load.

I mporting gift information from a Planned Giving Manager file. You can
use PG Calc's planned gift marketing software, Planned Giving Manager, Mini
Manager, or Gift Annuity Manager, to create afile of gift information that can then
be imported into GiftWrap by clicking [Y es] in the window above.

The ability to import gift information in this way will save you time and reduce data
entry errors whenever you enter anew gift. Thisis especialy true for gift annuities,
where GiftWrap can import not only basic information, such as gift type 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.
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Stepsto create a GiftWrap gift information filein PGM/Mini/GAM:

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

¢) Open theGift Date - IRS Discount Rate window and enter 11/1/2012 as
the date of gift. Leavethe | RSdiscount rateat 3.4%. Closethewindow.

d) OpenthelLivesand/or Fixed Term window and enter 12/12/1930 asthe
birth date of Life#1. Close the window.

€) Open thePrincipal Value - Cost Basiswindow. Choose Long term gain
property as the Property Type, then enter 100,000 asthe property
transferred amount and 20,000 as the cost basis.

f) Open the Gift Optionswindow. Choose a Charitable Gift Annuity as
your only gift option. If necessary, enter 7.2% asthe Annuity Rate. The
remaining default answer s should already be correct: quarterly payments
at the end of each period, and the annuitant isalso thedonor. Click Close
to return to the Gift Options window, then click Doneto return to the
Main Screen.

g) Open the Filemenu and choose Save GiftWrap Gift I nformation File.

h) Choosethefolder where PGM isstored (most likely C:\PGM), enter
franklin asthe file name, then click [Save].

i) Return torunning GiftWrap.

Stepsto import information from the GiftWrap gift information file:

. ! Aadd Gift
a) If you haven’'t already done so, click . ™t thetop of Mr.

Franklin’s Person | nfor mation page to launch the Add Gift Wizard.
b) Click [Yes] toload gift information from a PGM/Mini/GAM file.

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

d) Thename of thefilewill appear in thefield next to [Browse]. Click [OK].

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

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

3) Enter theinformation shown below (you can enter 7.2in the Payout % field,
GiftWrap will supply all the 0s):
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Gift information

Number of Gifts Limit: 400 Current Number of Gifts in GiftWrap Database: 38

Organization: |IIETRO -] Gift Type: |cea -]

Gift Date: Ill_-'D]._-'QDlQ :E Subtype: |S - |

Gift Amount: |5 100,000.00

Annuity Pool: |CG.—‘L.F'OOL - |
PIF Name: | - |
Deposit Date: [t1/01/2012 EH
Deposit Amount: |S].DD,.DDD.DD

Next = || Cancel

4) Click [Next].

5) Enter theinformation shown below:

General
First Payment Date: ||l2f’3 1/2012 M:ﬁﬂ Account 1: |
Payout %: |7.20000000 Account 2: |
Account 3: |
Payment Frequency: |O hd |
Account 4: I
Payment Timing: |E - |
Account 5: |
IRS D.Rate/PIF %o: IL.QDDDDDDD Anonymous: [
Market Value: |5100,000.00
Market Value Date: [11/01/2012 ek

6) Click [Next].

7) Enter theinformation shown below:
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Details
Tax Form: | 1098-R - | Char Deduction: |549,.5~‘9.DD
Reserve State: |P,-'_, - | iﬁ:‘;ﬁ‘:‘:"?" Credit I
Payment Date - FASE Amount: |
Elected: o
FASE Date: I
Payments Commuted: [T =
- Reinsured: —
Earliest Start Date: l:l ]
— Reserve Amount: |
Reserve Date: I j
RCV Amount: |
Testamentary I

Gift Name

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

g
9) With the Purpose/Designation window now open, click “*- to open the
Desgination Information page. Thisinformation isoptional.

10) Enter theinformation shown below.

Designation Information 720
HO x

Percent: I].DD.DD

Designation Code: |GRI‘-JT v|

Restricted: IF'ermanentI'y Restricted x|

Purpose: ||

11) Click ﬂto save your entry, then click (% to close the page.

12) Noticethat the designation information you just entered now appearsin the
Designationsgrid. 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%. Y ou can use this designation
information when selecting the information to appear in certain reports. Y ou can
even use it to generate distribution checks to the separate designated beneficiaries
when a gift terminates.

Y ou can set up as many Designation Codes as you want under Setup > Designation.
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Adding anew gift using the Add Gift Wizard

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 asMr. 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 fillsin correctly for you as soon
as you choose Mr. Franklin’s Association. The window should now befilled in as
shown below.

Add Associations

Benjamin A. Franklin

Association: DanatiBene-A -
Pay To the Order of: IE‘-enjamin A, Franklin
Do Not Combine Checks: r

123 Main Street
Payment Address: [Home =] Philadelphia, P4 19102
Load tax information from a 7
PGM file:

Enter the number of rows of Tax information needed for this beneficiary:
MOTE: Tou will need to edit Tax Tier vear ranges, as well as amounts, to make therm correct

1) If you haveimported gift information from a PGM file, click [Next] and go
to thetop of the next page. Otherwise, goto step (2).

2) Click the Load tax information from a PGM file check box to unmark it.
3) Enter 4asthenumber of rows of Tax Information needed, then click [Next].
4) Enter the payment and tax information shown at the top of the next page.

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

Name: Eenjamin &. Franklin
O X e Payment Schedule
Check Date ,G ross Tot Withheld | Net Amount
Amount
[ 3/31/2012 $0.00 $0.00 $0.00
[ &/30/2012 £0.00 £0.00 $£0.00
[l 58/30/2012 $£0.00 £0.00 $0.00
|— 2/31/2012 $1,1535.48 $0.00 $1,153.48
Records: 4
Totals: 51,193.48
O x Tax Schedule
Tax Years Capital Gain Tax-Free Ordinary
[ 2012-2012 £805.84 £201.48 $186.18
[ 2013-2020 34,861.44 $1,215.36 $1,123.20
[ 2021-2021 £663.44 $165.86 $6,370.70
[ 2022-55858%9 £0.00 $£0.00 $£7,200.00
Records: 4
Totals : 540,360.80 510,090.20

Association: Conor/Eene-A

[= T = R

[=]

Tot Withheld

Izzued Date | Check = | Clrd | Type | Status

Not Issued J
Mot Iszued
Mot Issued

Not Issued

Page 1

Met Payment

£0.00 ¢1,193.28

$0.00 $7,200.00
£0.00 £7,200.00

£0.00 $7,200.00

]

Page 1

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 12/31/2012 payment linein the Payment Schedulegrid.

2) Enter 1193.48 in the Gross Amount field (GiftWrap will add for matting for

you), then click ﬂ to save your change and % to close the window.

Now, enter the tax information. The processfor entering tax informationissimilar to
the one for entering payment information.

1) Click theTax Yearsvaluesin thefirst linein the Tax Schedulegrid.

2) Enter theYear, Capital Gain, Tax-Free, and Ordinary amountsso that they

match those shown abovein thefirst tax line, then click t‘! to save your

change and (% to closethe 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 thefirst tax row.

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

1) Click [Next].
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Adding or linking a spouse

Note: Marking the Gift
Incomplete check box on the
General tab makesit 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 atask that can then be
managed through to
completion using featuresin
the Tasks menu.

2) SinceMr. Franklin isthe only person associated with this gift, theentry in
the Associations window isalready correct. Click [Next] again.

3) Click [Finish].
Y ou should now see Benjamin Franklin’s Person |nformation page.

4) Click the Gifts/Paymentstab.

The gift that you just added is displayed in this tab along with the paymentsit will be
making during 2012, the year in which it was funded. Whenever you run Actions -
Y ear End Update to move The Auburn Society into 2013, Y ear End Update will
create four payments for Mr. Franklin's gift in 2013, all for the regular payment
amount of $1,800.00.

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 asits
donor and active beneficiary.

Because GiftWrap previously stored neither a person record for Mr. Franklin nor a
gift record for his gift annuity, you ran 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.

Adding or linking a spouse

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

Let'sfind Mr. Franklin’s wife, Marguerite.

1) Click 0 in the middle of Benjamin Franklin’s Person I nformation page
(above the Home Addresstab).

This action opensthe Add Spouse Wizard. Asinthe 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) Typefrinthe Spouse'sLast Namefield, then click [Search].

Fr is specific enough that only Marguerite Franklin’s name appears as a match in the
list below the Spouse’ s Last Namefield. Its presencetellsyou that her person record
aready existsin GiftWrap.

3) Click " next to Franklin, Marguerite, then click [Link Person].

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



Entering real datafor use after purchase 65

[ 3} -
L Q F‘Q These are the

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

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 theinformation shown below:

Mailing Information

Mr. Benjamin A. Franklin (Ben}

Spouse Link: Ms Marguerite Franklin {(Maggie)

Send Mailing Jointly: =

Joint Salutation: |Ben and Maggie

Joint Mailing Name: |Benjamin and Marguerite Franklin

Address for Joint Mailings: | Benjamin &, Franklin's Preferred Address =1

< Back Next = Cancel

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

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

Y ou have now linked Benjamin Franklin and Marguerite Franklin together as
spouses. Notice that Marguerite’ s name now appears in the middlie of Ben’s Person
Information page. Click the Spouse Link Information or Go To Spouse |nformation
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 dataisto let you try out all of GiftWrap'sfunctionsusing
practicedata. If youwould liketo enter real gift and beneficiary datathat 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> charity (by
choosing it in the Charity dropdown in the first window of the Add Person Wizard)
and then add gifts to these person records only.

This approach will keep your working data separate from our sample datain the
Tutorial Charity. When you purchase GiftWrap, we will be able to transfer whatever
datayou 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:
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@
[§°, Add Person wizard

Select the Charity with which to associate the new person from the drop down list. Type the new person’s last name belaw. If the person is already entered 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_cvi_40 -
Person Type:

¥ Donor or Beneficiary

Person's Last Name: | Search

Select | Full Name SEM Charity

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).

Y ou will return to the GiftWrap Login page.

2) Toexit GiftWrap entirely, close the Browser tab in which the GiftWrap
Login pageisdisplayed or close your Browser altogether.

Some final thoughts

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

We have exposed you to many of GiftWrap's features, but certainly not all of them.
To get asense of all the functions that are available, open each menu in GiftWrap's
Menu Bar and review the items listed in each one. If you want to learn more about a
specific function before trying it, look it up in GiftWrap's Online Help. Y ou might
also find browsing through the Online Help Contents agood 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 tel ephone orientation session.

Client Support department: 888-474-2252 or support@pgcalc.com
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If you are a current GiftWrap client, contact our Client Support department anytime
with your questions. If you are anew GiftWrap client, we invite you to schedule a
free one-hour telephone orientation to reinforce the concepts you have learned
during your tour of GiftWrap and answer any questions you may have.

We hope you enjoyed your tour of GiftWrap!
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