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Overview

This article picks up where Events 2014 Part | left off. This section digs deeper into managing product/ticket sales, attendees, and how to build a

custom shopping cart. There are many links throughout to other related resources.

« Tip: It may be easier to print out this article and follow along, or contact our support team to have someone go through the steps with you 1-866-
909-8700 / support@trailblz.com

Outline

#1 Managing Sale Orders and Event Attendees
#2 Querying Event Attendees
#3 Searching Product Sales (Inventory/Reporting)
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#4 Build a Custom Shopping Cart
#5 Related Resources

« Tip: Use the Ctrl+F hot key to jump to different sections using keywords like #1, #2, Related Resources

#1 Managing Sale Orders and Event Attendees

As people begin registering for events and ordering tickets/products you can work with the data in Trail Blazer in many different ways. This section

will detail how sales orders and event attendees look inside the database and how you can query people by Events, Orders, Products and RSVP
Response.

Navigate to the Events list.
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@ Help

Application Menu

Tasks

@ Daity Calendar
[ Events —
& Event Participants
E} Reminders
(-5 Email Campaigns

+-/438 Financial

-0 System Manager

Click [Search] to populate all events.
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<gsSearch %, Reset | 4k New 05| L CF @ | File - Edit - | & | Events

Q
Favorites | General | QL
Qo
ri] Events Active Name:
[] Today - | " -
] This sk i Start Date: Ecuﬁom according to dates below:> ]
[ This Menth H . [Eto ER
[C] This Year 7 S -
[] Last 10 Days e End Date: Emﬁom.am&wgtodat&sbelow) ] .
[ Lest30 Days - : @t [E] - Export as a .csv File
] ﬁ:% ﬁ Il Event tracks contributions . - Print as a Report
— [ Bvent is published to web - Run a Pivot Summary Report
_— y Rep

4 Include 4% Exclude @Sor‘t EFormatl m& Export &Print @Pivot |/
Events [ 10 recornds found |

Track —
Event Start End " . Open — Summary  Close Registration

Incl D Event Name Date “ Date City State  Public LCn?;gb- Pledges Contributions Court Time

2 Gala Fundraiser 6/11/2011 | 6/11/2011 | Minneapolis | MN 00| 860.896.00 351 6/10/2011 5:00 PM

9 2011 - Annual Appesal 7/1/2011 | 1043172011 452500 | 17407296 126 | 7/1/2011 12:10 FM

1 2012 - Capital Campaign 1/1/212 | 12/31/2012 750.00 | 1685.830.93 743

47 | 2013 - Membership Renewal 1/1/2013 | 12/31/2013 00| 148280.00 225

3 2014 - Membership Renewal 1/1/2014 | 12/31/2014 00 72,735.00 215

15 | 2014 - Pledge Dive 11/1/2014 | 12/31/2014 | Boise D 300.00 00 0| 10/30/2014 12:00 AM

46 | Wehinar - Environmertal Stuardship 1/1/2015 1/1/2015 ] 00 0| 1/1/2015 2:.00 PM

14 | Wine & Cheese Tasting 5/1/2015 5/2/2015 | Silver Bay MN ] 00 0| 4/29/2015 11:45 AM
MIE 3 M |

28 Blazing Trails - The King's Trail 5/15/2020 |  5/25/2020 | Abisko 00 4,617.00 1| 5/8/2020 7:30 AM
Al 1] [ | [ [ [ [ 5 [ 10 | s57500] 294658195 1672

Default Grid

View details in the grid such as Event Name, Dates, Location, Pledges, Contributions (sales/donations), Summary Counts and which events have
been published. You may adjust the columns to your needs by Formatting. You may also Print/Export the results.

Click on any of the underlined blue links to open that event. In my example I opened an event called “21°* Annual Golf Tournament”.
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ents ) reconrds found

Incl E;rerrt Event Name gt:tré - Egl?e City State  Public é?m;r?ib- EIF::IZES Contributions gsﬂ'lrr:aw %?ﬂ? R

2 Gala Fundraiser 61172011 | 6/11/2011 | Minneapaolis M 00| 3860.396.00 351 [ 641072011 5:00 PM

3 2011 - Annual Appeal 742011 | 1043172011 452500 17407256 126 | 74172011 1210 PM

1 2012 - Capital Campaign 1A/2002 | 12431720012 750.00 | 1,685.830.59 743

47 2013 - Membership Renewsl 1A/2013 | 1243172013 00| 148.280.00 229

3 2014 - Membership Renewal 1172004 | 1243172014 00 72.735.00 219

15 2014 - Pledge Drive 11172014 | 123142014 | Boise D 300.00 11 0| 10/30-2014 12:00 AM

45 Webinar - Environmental Stuardship 14172015 14172015 00 00 0| 14172015 2:00 PM

14 Wine & Cheese Tasting 5412015 5/2/2015 | Silver Bay MM 00 00 0| 4/29/2015 11:45 AM
D & d g | O

28 Blazing Trailz - The King's Trail 5A15/2020 | 5/25/2020 | Abigko 00 4,617.00 1| 5/8/2020 7:30 AM
| 10 5 10 5575.00 | 254668155 1672

The 1*' screen you will see displays the Sales > Orders tab where you can view who the purchaser is, the date of the order, payment type (if
applicable), as well as the order status. This is where you will fulfill orders as people make their payment(s).

In my example my event displayed three different Sales Orders with a status of Open. Two were for a monetary value and one was for a free
volunteer signup.
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File ~ Edit - X 7] ERefresh Web | 21st Annual Golf Tournament [20] |
Published Event Description

Event
Event Name: 215t Annual Goff Toumament
Calendar Category: [Hrﬂaser b4

Enable assignment of contributions and expenses
Public Event (Publish to web site)

Start Time: 07/04/2015 07-30 AM [ERg
End Time: 07/04/2015 08:30 PM [ERg
Close Registration W Before Event

Close Time: 07/03/2015 07-20 AM [ERg

PR E W

<head:
<style
body {

textwhite:}

color: white;
font: strong;

;ontdsize: 26pe;

-

background-mage urd H
("http:/Arailblz info/demononprofit_joel/images./beautiful_golf_course-wallpaper-
1520« 1440 jpg");

Heverttop-banner h1{

Sales | Summary | Gallery | Setup |

Orders | Order Lines | Tickets Amount Paid /
& New | ) Refresh | % Include % Exclude @Sor’c @Format BE Export &Print @Piv:}t [ Amount Open
Orders [3 records found] f
Purchaser
Order Dat Purch Purch Ord Payment Amount  Amount
nd 5" Ordered D Lot Neme EE’S‘ Status | Amount YR R e
» 2 B/8/2 Joel QOpen 100.00 | VISA 100.00 .00
2 5/8/2014 | 12830 Open 150,00 | VISA 150,00 00
4 \\ b/9/2014 | 12831 Simons Julie Cpen .00 ‘ 00 00
EIE ) ' mm|  \ | 2w 00
- - | Payment Type
Order ID hyperlink. Click
here to open the entire order, | |Order Date| | Purchaser
and fulfill them.

From here you have the ability to click the [+ New] button to manually create new sale orders.

Click on a pre-existing order ID to open, record payments and set the order status.

In my example | chose to open Order ID 2 and fulfill it by entering the amount shipped and setting the order status to complete.
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Orders | Order Lines | Ticksts |
m . .
BB Mew | [ Refresh | % Include %% Exclude | Sort [ Format | &% Export /2 Print | R Pivot |

Orders [3 records found]
Purchaser Purchaser Purchaser

- Order
Last First Middle Status

Mame MName Mame
Kristenson Joel Open 100.00 | VISA
Jones Bob 150.00 | VISA

Amount Payment Type

Open

Click on the Order ID hyperlink to open that order.

The next screen will display the Order Lines with related details. From here you can toggle between the Tickets and Order Lines tabs and you also

have the ability to [X] Delete the entire Sale Order (with utmost discretion).

The image below shows details about the sale order screen.
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Delete Order

File - Edit - | | @ |

Date Ordered: 05/08/2014 Before Discount: 100.00
Purchaser Kristensaon, Joel Digcount: 00 Payme nt
Event Name: 215t Annual Golf Toumament Order Amount: 100.00 > Amﬂunts
Payment Type: VISA Amount Paid: 100.00

Create Y| orer stats: [Open  ~]«— Order Status Amount Open: .00

New

Order Lines ndm| +—— Ticket Orders
F [af = :
&R Mew Refresh | % Include % Exclude @Sor’c @Format EE}{port &Prmt @Pwﬂt |

Order Lines [1 reconds found]
e e
(v 1 17 [Ticket Single 1[ 10000 100,00 0 1]
3 1 1 100.00 0 1
Order Line ID - click to Default Order Details

open and record payments,
quantity shipped, or to delete
the order line.

Click the Order Line ID hyperlink to open. In my example | selected Order Line ID #1 which was a single ticket that required shipping to complete.
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File - Edit = | | @ |

Date Ordered: 05/08/2014 Before Discount: 100.00
Purchaser Kristenson, Joel Discount: 00

Event Mame: 213t Annual Goff Toumamert Order Amount: 100.00
FPayment Type: VISA Amount Paid: 100.00

Order Status: Amount Open: 00

Order Lines
I Fy : :

B Mew Flefrah 4 Include % Exclude @Sort @Format EExport &Prlnt @F‘lw}tl

Order Lines [1 records found]

Quartity  Unit

L ) Quantity  Cuantity
Incl jineip i TYPe Description | jered  Price Bdension ginned  Open Note

by | 1 1 0 1

Crder ftem

From the Order Line screen you can view details, mark the quantity shipped, record notes or delete the order.

Below is my example of a completed order with the quantity shipped set to 1 and a note.
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Quantity
Ordered

Quantity
Open

Delete Order Line (with utmost discretion)

FOrder Line (11

File + Edit = | 3

Order |D:
Order Date:
Purchaser:
Event:
Product Type:

L1

2

05/08/2014

Kristensaon, Joel

21st Annual Golf Toumament
Ticket

Product:
Guantity Crdered:
LInit Price:

Extension:

Single
1
100.00

Quantity Shipped

100.00

GQuantity Shipped:
Guantity Cpen:

1 | < Shipped Complete |

0

Maote: |

Logon=  Joel Kristenson w Save 1 [@Canoel ]

Sert via USPS avemight shipping at 8:00 AM on
4/8/2014 (5325 for postage)

Notes

Click [Save] to update the Order Line or [Cancel] to close without making changes.
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Quantity Ordered: 1

Unit Price: 100.00

Extension: 100.00

Quantity Shipped: 1 <- Shipped Complete
Quantity Open: 0

Mote: Sert via USPS ovemight shipping at 8:00 AM on
4/8/2014 (83 .25 for postage)

Logon=  Joel Kristenson h,ﬂ Save J [@Cann&l ]

After entering the quantity Shipped you will need to click the Order Status drop-down and select Completed.

Alternately you may choose to do this at a later time if multiple products/tickets need to be shipped and paid for or if the order gets canceled you
can also mark it as such.
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File - Edit - | X | @ |

Date Ordered: 05/08/2014 Before Discount: 100.00
Purchaser Kristenson, Joel Discount: (L1}
Bvent Name: 21st Annual Golf Toumament Order Amount: 100.00

FPayment Type: WISA Amount Paid: 100.00

‘Order Status: M Amount Open: 00

Open L

Order Lines TmCancelled

m - -

&R New | [ Refresh ¥ Include % Exclude B Sort ) Format | aEHport &F‘rmt | B Pivot |

D records found. Transfemng...
Order  ftem

. ) Quantity  Guantity
Incl e ip 0 TvPe Description | njered  Price Bdension ginned  Open Note

[ IERE 17 | Ticket Single | 1| 1o000[ 10000 Sent via USPS over...
1

1
0 1

Guartity  Unit

1

Once you set the Order Status to Completed click [Save and Close] in the bottom right to finish.
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File - Edit - | 3 | & |

05/08/2014 Before Discount: 100.00
Kristenson, Joel Discount: 1)}
21st Annual Golf Toumament Order Amount: 100.00
Amount Paid: 100.00
Amount Cpen: 00

Date Ordered:
Purchaser
Event Name:
Payment Type: VISA
| Order Status:

Completed -

Order Lines | Tickets

m - -
Bl Mew |F‘.Efrah |¢Include % Exclude |@50rt @Format | aExport &Prlnt |@Pwot |
Orecords found. Transfernng._.

Quantity  Linit Quantity  CQuantity

Order  tem inti i
Description | n4od Price Bxension  giipned  Open

Incl lineip 0 T¥Pe

E i [i7 [Teke

Logon=  Joel Kristenson

) Ssve | [ giSavesnd Close | [(3)Cancel |

Back in the Sales > Orders tab of the event the order status will display as completed.

KNOWLEDGE BASE www.trailblz.com/kb

13


http://www.trailblz.com/kb

& TrailBlazer Events 2014 - Part II

Organize, Leverage. Succeed.

Sales | Summarny I Gallery | Setup |

Orders | Order Lines | Tickets |

m . .
BB Mew |Refr5h |V1nclude % Exclude |@Sort @Format | EEuport &Prlnt |@Pwot |
Orders [3 reconds found]

Order Date Purchaser Purchaser Amourt Payment Amount  Amount
ID  Ordered ID Last Name Ut Type Paid Open

h/B2004 | 12756 Kiistenzon | Joel Completed 100.00 [ VISA 100.00 00
/82014 Jones Open \ 150.00 | VISA 150.00 00
h952014 Simaons i Open .00 .00 00

250.00 250.00 00

=3
o

[E| (¥ |10

= | =] =

(%]

To view a list of everyone who’s signed up for the event click on the Summary tab.

&l New | |2 Refresh | % Include % Exclude |

From here you can:
e Add New Attendees Manually
e View Details in the Grid
e Filter by Response / Financial Status / Attendance Status
e Print/Export & Run Pivot (Summary) Reports

KNOWLEDGE BASE www.trailblz.com/kb 14
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e Update/Delete attendees under the RSVP Response Link (explained below)

Image 1 of 2 | Summary Tab

| Summary | Gallery | Setup

Iy i i -~ Fi ial - -
B New |Refr5h |%Include ¥ Exclude |@Surt @Furmt | EE}{pur’c &Pnnt |@Pwat | Response ~ Financial ~ Attendance |

Donors [3 reconds found]
o Eeet s e ;ES Fﬁs ﬁdﬁrd Pledged  pPer
Kristenson Yes 5/20/2014 1 1) Yes 00 00 |
Simons i Yes ~ 1 1 00 00 |
3 3 o0 00 |
S Click on the RSVP link to delete an
Default Attendee Details attendee, update their RSVP status,

set thier role, record notes, and to
mark if they attended or not.

Image 2 of 2 | Summary Tab

KNOWLEDGE BASE www.trailblz.com/kb 15
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Open Participant

Contributed  Pledges + Role Employer Iser 1 User2  Comment
Contributed

| 150.00 150.00 | Other Online Ticket Purchasze support @Etrailblz .com

100.00 | Volunteer | Trail Blazer Campaign Services, LLC - Online Ticket Purchase- Delegated Volunteer Activities | jkristenson@trailblz.com
COnline Ticket Purchase support &trailblz . com

If you click on the blue link under RSVP Response you can:
e Delete the Attendee
e Set the RSVP Response and Date of Response
e Set Actually Attend Status
e Set Role
e Record Notes within Userl and User2 Custom Fields
e Record Comments

KNOWLEDGE BASE www.trailblz.com/kb 16
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Date R5WP Date
Created Response Responded

12830 Bob 5/8/2014
[ 2736 [1279% |Kistenson |Josl | Yes 5,/20/2014 |
] (2738 112831 |Smons  |Juie | 5/9/2014 Yes® | |

Open and Set RSVP Response

The image below is a detailed example of a participant for my event.

KNOWLEDGE BASE www.trailblz.com/kb 17
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Delete Participant

21st Annual GolETourmnament [20] / Joel Knistenson [12796]

File » Edit ~ | 3 | @
Participant
Last Mame: Kristenson
First Mame: Joel
Middle Name:

Status

Fesponse: [Y&B

Date Responded: 52042014
Actually Attend?: [ Yes Status

Raole: [‘u’ulmteer

|ser

User 1:

ser Z:

Comment
PREE W &

- Online Ticket Purchase
- Delegated Volunteer Activities

Logon=  Joel Kristenson

KNOWLEDGE BASE www.trailblz.com/kb 18
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Click [Save] after making adjustments or [Cancel] to close.

#2 Querying Event Attendees

There’re a few different ways to search for event attendees. One would be from the contact list (voters/donors) and the other would be from
within the event itself, under the Summary tab.

The 2 options are detailed below starting by searching from the contacts list.

Navigate to the donor/voter list. In this example | used a nonprofit database.

KNOWLEDGE BASE www.trailblz.com/kb 19
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@ Help

Tasks

-[8F Minnesota Vater List

----- Addresses

----- Households

--[8F Donor Relationships
=&z Donors, Other Formats
[+ Contributions/Pledges
#- Product Sales

- Logs
[~ Email Campaigns
[+-¢3 Fnancial

=1

]% System Manager

Application Menu «|

Click on the Event tab and plug it in.

KNOWLEDGE BASE www.trailblz.com/kb

20


http://www.trailblz.com/kb

@ﬁgﬂﬂg}er Events 2014 - Part 11

“3» Search Y, Reset | 4= New t= L) CF & | File - Edit - | ) | §gInclude Other | Donors
Q LEW

| Favorites | General | Address | Household | Attribute | Canvass | Contribute | Pledge | ¥ Evert | Log | Admin | SQL |
2 Q
ﬁ Events Response Financial

2011 - Annual Appeal Yes m Contributed
2012 - Capital Campaign i Ma Fledged
2013 - Membership Renewal e Maybe Meither
2014 - Membership Renewal Mone ;

2014 - Pledge Drive

21st Annual Golf Tournament
Blazing Trails - The King's Trail
Gala Fundraiser

EE Edit | % Include % Exclude @Sort @Format EE Export &Print Summary D] E Pivu-t |

Donors List [ - enter search cniena above, then press "Search™ — |

From here you can check boxes for the different events to search by - you can also filter by Response and Financial (i.e. if someone contributed
financially to the event such as a ticket/product purchase or a donation.)
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s Search %, Reset | 4k New t= L) ¥ @ | File + Edit - | ) | g Include Other | Donors
%)

| Favorites | General | Address | Housshold | Attribute | Canvass | Contribute | Pledge | 4% Event |Log | Admin | SQL |
® QD

% Events Response Financial
2011 - Annual Appeal Yes = Contributed

2012 - Capital Campaign o Mo i Pledged

2013 - Membership Renewsal i Maybe Meither

2014 - Membership Renewsal Mone

2014 - Pledge Drive

21st Annual Golf Tournament

Blazing Trails - The King's Trail

Gala Fundraiser

i Print @ Summary [[] = | [E Pivot .

Query for contacts by event name, response,
and/or financial status.

Create filtered column reports to see how much donors have given by event (if you want a really neat report you can filter by both event and by

date range — an example of this would be to create a single membership event to tie money to, and filter a column for each year displaying
membership dues paid).

KNOWLEDGE BASE www.trailblz.com/kb 22



http://www.trailblz.com/kb
http://www.youtube.com/watch?v=DcdB1BKOF7A&list=UUl4iw1X17Z7A5mEYDa5LABg

& TrailBlazer Events 2014 - Part II

The image below shows everyone who's signed up for my 21° Annual Golf event.

2
<o Search %, Reset | New |S|E = | ) oF # | File - Edit - | ) | SpInclude Other | Donors
Q
| Favorites | General | Address | Household | Attribute | Canvass | Contribute | Pledge | 4% Event |log | Admin | SQL |
® (D
h Events Response Financial
[ 2011 - Annual Appeal - | o [ Yes = [] Contributed | razt
2012 - Capital Campaign Mo Tl Pledged Tl
[7] 2012 - Membership Renewal S [T Maybe ®. | Neither L
2014 - Membership Renewal W Mone o o
2014 - Pledge Drive
1 pe = !
/"' Blazing Trails - The King's Trail
[] Gala Fundraiser ~ | ™
=8 Edi & i i = Pi
SEEdit | % Include % Exclude | Sort B Format | &% Export % Print |@ Summary [[] = | [E Pivot |

.I [ < ECOnas [ 1

L ast First Address Fip
Incl 1D Title Name A | Mo MI Tipe Address City State Code
[ [
12796 Mr. | Krstenson Joel Home 5110 Golden Valley ... || Golden Valley | MM | 55426-4350
12831 Simaong Julie Home 1448 Hennepin Ave Minneapaolis MM | 55418
13| 2
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The other area you can search for event attendees would be from within that specific event record.

Navigate to the Events list.

@ Help

Application Menu

Tasks

£ § Calendar/Tasks

E ﬁ] Daity Calendar
~EH Events m—
- & Event Patticipants
E} Beminders

(-4 Email Campaigns
i+-{f Financial

.0 System Manager

Search for the event and open it. | used the event 21°' Annual Golf Tournament.

KNOWLEDGE BASE www.trailblz.com/kb 24
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5
7 Gererd [ s

<o Search %, Reset | 4F New |I_'_'I|H ¥ & | File -~ Edit'lﬂ'“‘“,

Q

[g Ewvents Active

[ Today
[ This Week
[] This Month
[] This Year
Last 10 Days
Last 20 Days
Last 60 Days
Last 50 Days

o ]

"

i Golf

[dﬂ.ls;tan according to dates below:

@ to

End Dat [Mam according to dates below::
=N :

FIC
Event tracks contributions
Event is published to web

Events [ 1 records found ]

Evert Mame

2at Annual Gobf Toumament

Click on the Summary tab.

m . .
% Include % Exclude | Sort ) Format | &% Export <& Print | ) Pivot |

End
Date City

/472015 | Golden Valley | MM [

State
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File » Edit - x o E Refresh Web | 21st Annual Golf Tournament [20]
Evert Published Event
Event Name: 21st Annual Goff Toumamert ‘ﬂu % L=+
Calendar Category: [ Fundraiser - ] head
Enable assignment of contributions and expenses ﬂef
Public Event (Fublish to web site) backgroundimage:u
("http:# Arailblz info./d

Start Time: 07/04/2015 07-30 AM Bk 192(x 1440 jpg");

_ beodt white:}

End Time: 07/04/2015 08:30 PM E~ Heventtop-banner b
color: white;

Close Registration Before Event font: strang;

] font-size: 26px;
Close Time: 077032015 07:30 AM E 1
Sales | Summary | Galleny | Setup

&R Mew Eﬂefresh % Include % Exclude @Sﬂ-r’c @Fﬂ-rmat EEE}[FI-DIT

Jonc econds found

This displays everyone who's associated with the event and displays details such as RSVP response, role, and how much money they’ve paid.
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Default Summary Tab Details

| Summary | Gallery | Setup

&R New | ] Refresh | %% Include % Exclude | Sort B Format |EE Export &Print | Pivot | Respense - Financial
Donors [3 reconds found]

~ Attendance - |

Last

Incl Mame

Tickets Tickets Did Open —
e eie Puch- | Under | They Pledged  OPEN Cnminicd | Pz s ||
Responge Responded

aced | Nome | Atend B i
|—|— Jones

Baob B8 20 Yes 150.00 150.00 | Other [
Kristenson Yes 5/20/2014 1| Yes (L)) 100.00 100.00 | Volurteer
Simons i Yes

1 1 00 00 11} 00 | Other

3 3 00 00 250.00 250.00

You can filter this list by Response, Financial, and Attendance.

Filter Event Attendees

Gallery | Setup

| Response » Financial = Attendance = |

RSVP Date Tickets  Tickets Did

Purch-  Under  They
Created Response  Responded ssed Name Attend
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From here you could print or export the list and check people off at the door. You could also bring your laptop with as long as you have internet
access.

The next section describes how to query and report on sale orders.

#3 Searching Product Sales (Inventory/Reporting)

Follow Application Menu > Donor/Voter/Contact > Product Sales

KNOWLEDGE BASE www.trailblz.com/kb 28



http://www.trailblz.com/kb

& TrailBlazer

Organize, Leverage. Succeed.

Events 2014 - Part Il

@ Help

Application Menu «|

Tasks

- § Calendar/Tasks

--[8F Donors

-[8F Minnesota Vater List

----- Addresses

----- Households

--[8F Donor Relationships
=&z Donors, Other Formats
Ea--’ Contributions./Pledges
=% Product Sales

i=| Sales Orders
i=| Sales Order Lines
Products
[Legacy] Marketing Mation Requests
-
[+~ Email Campaigns
[+-¢35 Fnancial

-y System Manager

From here you can run reports in the Sales Orders, Sale Order Lines and Products lists.

Each one is listed below starting with Sales Orders.
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a5l Help

Application Menu

..

Tasks

--[8F Donors

-[8F Minnesota Vater List

----- Addresses

----- Households

--[8F Donor Relationships

=&z Donors, Other Formats
(-4 Contributions/Pledges
fl2] Sales Orders s—
Sales Order Lines
Products

=| [Legacy] Marketing Motion Requests

-4

H-% Email Campaigns
-4 Financial
- System Manager

Within this list you can search by:

Order Status Open, Completed and Cancelled
Date Range

Event Name

Payment Type

KNOWLEDGE BASE www.trailblz.com/kb
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e Amount Range
e Unpaid Orders Only

The image below details what the Sales Orders list looks like by default.
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Sales Orders List
< Search %, Reset | 4k New |[S|E 5 | ) ¥ @ | File - Edit - | ) | Sales Orders |
Q
General | Donor | SQL
Q
~ Status Date Range: éu[m«ﬂ.mtﬂdaﬂbdnw} v]
UDE" ) = @ to E}
Completed i _
Cancelled | % Vet danere> =] Query sales orders by:
I@ Payment Type: | <ignore: |E|
Amount Range:  minimum » to  madmum - N
= | - Date Range
\ [E) Urpeid rdess enly - Event Name
\ . - Payment Type
Order Status | | Ynpaid Orders Only - Amount Ranges
8 Edit | 9 Include % Exclude | Sort B Format |EE Export &Print | B Pivot |
ale=z Orders s fo i
Purchaser Purchaser Purchaser
nd Qe DEe ey First Mdde | oot Event Name Amount  Payment Type Roemk || e
Mame Mame MName P
L B
3 57872014 | Jones Bob Open 21t Annual Golf Toumament 150.00 | VISA 150.00 00
4 5/9/2014 | Simons Julie Open 21t Annual Golf Toumament 00 00 00
B 3 150.00 150.00 .00

AV
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If you click on any of the Order ID links you can open that specific order to set it as complete, apply payments or delete it.

Image 1 of 2 — Sales Orders List

=8 Edi B . .
=8 Edit | % Include % Exclude | Sort ) Format | EExport &Prlnt | ) Pivot |
Sales Orders [ 4 reconds found |

Incl Purchaser  Date Purchaser Purchaser Order Event
Donar 1D Ordered Last Mame First Mame Status ]

Evert Name

5/7/2014 | Kristenson Jogl | Open 14 ine & Cheese Tasting Purchase Order
h8/2014 | Jones Open 20 st Annual Golf Toumament I WISA
5/9/2014 | Simons i Cpen 215t Annual Golf Toumamert

5152014 | Kristenson Cpen Blazing Trails - The Kings Trail WISA

=l
5

= RIE=S ALy | —

Click on any of the Order ID links to open that order to make payments, set the status as complete
or delete it.

Image 2 of 2 —Sale Order

KNOWLEDGE BASE www.trailblz.com/kb 33



http://www.trailblz.com/kb

& TrailBlazer Events 2014 - Part I

File - Edit - | 3 | & |

Date Ordered: 05/07/2014
Purchaser Kristenson, Joel

Event Mame: ['ll"H'he & Cheese Tasting
Payment Type: Purchase Order

Orter St
Order Lines | Tickets

BB Mew | Refresh |W1nciude % Exclude |@50rt @meﬂt |ma Export & Print |@P'ﬁrm |
Order Lines [0 records found]

Crder
I Incl line ID Type

b Save | |gfiSaveand Close | |(@)Cancel ]

The next list is called Sales Order Lines.
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&) Help

Application Menu

Tasks

- § Calendar/Tasks

--{8fd Donors

--[8F Minnesota Voter List

----- Addresses

----- Households

--{8F Donor Relationships

=%z Donors. Other Formats
i+-4p Contributions/Pledges
=" Product Sales

' Sales Orders

Sales Order Lines  —
Products

=| [Leqacy] Marketing Notion Requests

From here you can search by a specific Product by clicking the drop down or leave it empty to search all products.

General Tab
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Search Products

‘/

8 Edit | % Include

7 Stages of Money

Bike Race Ticket

Bronze

Coffes Mug

Coupon Book (Indivual)
Coupon Book: {(Minimum Gty of 10)
Event Fhyer

Event Sweatshirt

Gold

Golf Foursome

Golf Hole Sponsor

Golf Sponsorship

Greatest Show On Earth
Group of 4

Sample 1

Silver

Single

Single - 7 Day Guided Hike
Trail Blazer Hooded Sweatshirt
Tiedo T-Shirt

Volurteer

v Exchmwmm

Sales Order Lines [ 4 records found ]

rt & Print @ Pivot

By default the Order tab and the General sub-tab will have the status set to display open sale orders. You can adjust that status and query by date

range, event, unpaid orders only and amount ranges.
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The images below detail each search tab of the Sales Orders list and how they appear by default.

Order > General

Sales Order Lines > Order > General

3o Search %, Reset | <& New 0= L) % @ | File » Edit - | 0  Sales Order Lines

9

| Favorites I General | Order |5GL |

General | Doner | SGL

* Status Daste R [*f.c:ustnm. according to dates below::

e Range:

[#] Open @ Bt O ~
[] Completed 1

[ Cancelled Event: <ignone = J
Payment Type: | <ignore: :|
Amount Range:  minimum « to  maximum -
[] Unpaid arders only

Order Status Find Unpaid Orders Only

The grid will display columns related to products, if you want to get a summary report by product, set a date range and use the pivot function.

The last list under Product Sales is the Products list.
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o= Help

Application Menu

Tasks

- § Calendar/Tasks

--{8fd Donors

-{8fd Minnesota Viter List

----- Addresses

----- Households

--{8f] Donor Relationshins
=%z Donors. Other Formats
(-4 Contributions/Pledges
= Product Sales

----- L= Sales Orders

----- \:=| Sales Order Lines

\=| Products #——
.2 [Legacy] Marketing Notion Requests

-4
[~ Email Campaigns
[+-¢3 Fnancial

[+ System Manager

From here you can:
e Query by specific products, merchandise/tickets and/or event-specific products
e Add new products to your global list of products or update current ones
e View details on your current products (i.e. name, code, type, price, cost and related event)
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The image below is what the Products list grid looks like by default.

<o Search %, Reset | 4F MNew | ™ | ¥ & | File - Edit - | i@ | Products
Q

Favortes | Name | SQL

Product:

Merchandise
Tickets

Include event-specific products

m . .
¥ Include % Exclude [T Sort T Format | &% Export 2 Print | [ Pivot |

Products [ 13 reconds found ]
Incl 1D Mame Type H: ge g:::t ﬁ;m E;?nrg
7 Stages of Money Merchandise 13.00 00
Bike Race Ticket Merchandise 25.00 00
Default Grid

To create a new product click [+ New] from the search tool strip.

KNOWLEDGE BASE www.trailblz.com/kb 39



http://www.trailblz.com/kb

@ﬁgﬂﬂg}er Events 2014 - Part 11

< Search %, Reset | <F New |= o |k ¥ & | File - Edit - | @ | Products
Q
Name | sl

Product:

AN )

Merchandise
Tickets

Include event-specific products

% Include % Exclude @Sor’c @Format mEE}qu-ur’c &P‘rint @Pivot .

Priod : ecoids found

From the Create New Product screen you can:
e Create a description
e Set the flag if the item is considered shipped when ordered
e Set the flag if the item has free shipping
e Set the flag if the item is tax exempt
e Create a product code
e Set the unit price
e Set the unit cost
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e Set the handling fee

e Set the quantity on hand

e Set the max order quantity

e *Optionally add an image and copy HTML/JavaScript for a custom online shopping cart

The image below will show a sample product record.

In my example | created a product called Trail Blazer Sweatshirt.
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Trail Blazer Hooded Sweatshirt (24) Product Card

File = Edit = X .| Trail Blazer Hooded Sweatshirt [24]

Description: Trail Blazer Sweatshirt B ltem is considered shipped when ordered - no further
Type: Merchandise fullfillment is required

Event: [] ltem has free shipping
‘Code: | TBZ_Sweatshirt [ ltem i tax exempt
Init Price: 65.00

IUnit Cost: 25.00

Handling Fee: 325 Details for new product.
Quantity On Hand: 25

Max Per Order: 3

HTML Image

(Buy Mow) Button HTML code, Copy/Paste into your website.
[I% Step 1) Copy JavaScript ] [I% Step ) Copy Html

<form name="cartbutton-24" onsubmit="javascript:addtocart(this);location.href=fullurl.va =
<divy W
<div>»Trail Blazer Hooded Sweatshirt</div>

<span>TY¥</span>

<input type="hidden™ name="clientid™ walue="DemoNonprofit Joel™ />

<input type="hidden™ name="noticocnid" wvalue="24" />

<input type="hidden™ name="returnurl™ wvalue="http://www.BeplaceThisDomain.com/™ />
<input type="hidden™ name="confirmurl™ wvalue="http://wwwW.ReplaceThisDomain.comn/thankyou..
<input type="hidden™ name="fullurl™ />

<input name="gty"™ value="1" =3ize="3" type="text"™ />

<input arc="images/addtocart.png” type="image” alt="Add To Cart”™ name="_AddToCart™ />

</divy
14| Il |

-

Logon=  Joel Knstenson \ [H Save ] [&Saveand Close ] [@Canoﬂl ]

42
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Click [Save and Close] to finish creating your new product.

Click [Search] to refresh the list.
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Q

Name | SQL

<o Search %, Reset | 4F New | = | & ¥ & | File - Edit - | i@ | Products

Product:

Merchandise
Tickets

Include event-specific products

0

Mame

m . .
4 Include % Exclude |@Sor’c @Format | ﬁEuport &Prlnt |@Pwot |
Products [ 14 reconds found ]

Code Type

Trail Blazer Sweatshirt

TBZ_Sweatshirt Merchandise

Bike Face Ticket %,

BRT Merchandise

Greatest Show On Eath '\ GSE Merchandise

IR (I |l= |l

Golf Hole Sponsor

\ ghs Merchandise

—
—L

Golf Foursame

GF Merchandise

New product - you can open and make adjustments in
the future.
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When creating events you will now have the option to choose these products from your Global List of products.

The image below is an example taken from within an Event record card.
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File » Edit - | < | | [ Refresh Web | Online Store - Trail Blazer Apparel [48] |

Enable as=ignment of contributions and expenses
Public Event (Publish to web site)

Start Time: 01/01/2014 08:00 AM B~
End Time: 12/31/2020 08:00 PM Ehe
[[] Close Registration Before Event

Close Time:  [06/01/2014 0212 PM EN

Event Published Event Description
Event Name: COnline Store - Trail Blazer Apparel p ER) i e I
Calendar Category: [i'mne'_l "]

| Sales | Summary | Gallery | Setup

Create Mew Event Merchandize Item

| Address | Contact | Products | Promos | Web Customization | Financial | Legacy Settings |

Merchandise | Tickets 2

Mk

File - Edit - | ) | @ |
Select
(71 Create an tem specific to this event.

@ Select existing tems from the global product list.

Select tems

Gold "
Golf Foursome
Golf Hole Sponsor

Golf Sponsorship

Greatest Show On Earth

Silver

Trail Blazer Sweatshirt

Tuxedo T-Shirt s

i
-

r
dls

i % ¢

Logon=  Joel Kristenson o Save | [@Cancel |
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There’re many related resources below that talk about other event and sale order related topics, 3™ party tools to help make your life easier, but as
always please give us a call if you need some assistance.

209

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources

#5 Related Resources

Article: Events 2014 Part |
Article: Purchase Orders
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Article:
Article:
Article:

Video:
Article

Add a Background Image to an Event
Display your Logo as a Redirect Link for an Event
Events 2013 | Coupon promo code error messages

Events 2013
: Events 2013
Article:
Article:
Article:
Article:

Web site sighup < iFrame >

Configure Website

Setting the Time Zone in your Trail Blazer Database
Email Notification of Web Occurrences

3" Party Resource: Notepad++
3" Party Resource: HTML Tidy
Live Event Demo 1: https://trailblz.info/demononprofit_joel/EventComplete.aspx?eventid=20
Live Event Demo 2: https://trailblz.info/demononprofitmark/EventComplete.aspx?eventid=20

Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com

E? Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
B Twitter: https://twitter.com/trailblazersoft
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*As a policy we require that you have taken Trail Blazer’s intro training class before calling or emailing tech support. Click Here to view our
calendar for upcoming classes and events. After signing up you will receive instructions for how to log into the interactive online webinar.

*This service is included in your contract.
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