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Overview

This KB is intended for Political customers and in the rare circumstance for those nonprofit customers who track their accounting inside of Trail
Blazer. (Most of our nonprofit customers use QuickBooks Online for Nonprofits to manage their deposits, expenses, etc.)

The article first walks through the steps to find a contribution that has already been deposited in a voter’s contact record, how to find the deposit
date. Next it shows how to find the deposit record, how to find the specific contribution that was deposited, and how to un-deposit it out of the
database.

Steps
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Navigate to your Voters list, run a search query for the contributor who has a contribution record you need to un-deposit. In this example | queried
for all donors who gave last quarter and selected a contact named “Meriam Abraham”.
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Run your search query from the voters list, and open the contributor's record card.

@) Settings  Help
Application Menu

Elrad

Tasks

- & Calendar/Tasks
&g Canvassing

- Volers < 1

-[8F Minnesota Voter List

--[a] Voter Relationships

----- 3 Lawn Signs

-y Contributions/Pledges
- Product Sales

- Logs

(-7 Polling

[+~ Communications
¢ Financial
[
[

H-5i% Disclosure
- System Manager

o

3

L%

< Search k,ﬁeset 4 New ™ [ L) ¥ @ | File » Edit - | ) | SgInclude Other | Voters |

2 (choose search critera)

| Favortes | General | Address | Household | Vote History | Attribute: | Canvass | Poll

| Lawn Sign | #* Cortrbute | Pledge | Event [ Log | Admin | QL |

AF Contribute | Marketing Nation

)

~ Date Range: [Lastquaner

*|  [F] Awaiting Thank-You Letters

¥ 1172015 v o [¥] 332015 v [ Awsiting Thank-You Phone Call

Election: <ignore ﬂ Payment Method:
BEvent: <ignore E| FEC Type: <ignore > -
Amount Range:  minimum T |to |madmum v Single Contribution

S8 Edit | % Include % Exclude B Sort B Format - mEE}(port &Print @ Summary D:| E & Pivot

Click the Financial tab, and highlight the contribution record so that the related information displays to the right. In this example | used the

contribution record from 2/5/2015 for $5,000.00.
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ind 1D st L PR #:gf“ Address Address iy sae 2P B Gender Comty CD SD LD 9
128297 | Adbel | Jenifer | Dawn | @ | 1910 Siowx Bivd New Brighton |MN | 55112 | 1/1/1960 | F Ramsey | 004 |41 |41B | 2205002
g Asigzard | Heather | Alison | @) | 6600 32nd Ave N Crystal MN | 55427 | 1/1/1977 | F Hennepin | 005 |45 | 458 | 3457082
46986 | Aaron Bevery @ 730 Marth Blvd Baton Rouge | LA J0B02 F
E v D
405 | Mfred | Tvone WCak | @ | 2155 Bunswick Ave N Golden Valley | MN | 55422 | 1/1/1948 | M Hennepin | 005 |45 |458 | 1010800
B s
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File - Edit | 3 | @ | [ &= | % §C | Meriam Abraham [128528]
Title: - Home Address
First Name: Meriam 6563 158th St/
Apt 204
Middle Name: Apple Valley, MM 55124
Last Name / Suffix: Abraham Na Photo
) Email
Prior Last Name:
rerestiEme No Email Address ==
Mickname:
Nokes Type: [ vidual ,] Mo Address
Calﬂdarte FEC: | {rone) -| Employer /0 -
Commitiee FEC Id: | | o Mame 101 /
This person occupation 501
| General | Household | Gallery | Viote History | Attribute | Poll | Relation | Financial | Pledge | Event | Logs | Lawn | Sales | Admin |

Contibution | Refund

%" Include % Exclude BB New Delete |E§ Export & Print | Add Partner/Earmark Contribution Redesignation Reattribution Returned Check Earmark

FEC Type: Levin
- Amount - Applied _ . ]
el D Date ﬂ%ﬂﬂ - %edmn — Depnsed | Mgt Event: Celebrity Golf Event 201314 PM (CT) - 10:00 PM (C
Refunds Pledges Election: General 2014 Thank You Sent
W [ 679 8192010 157000( 1.570.00 | 20 G | 2012 i 00
Fi enera I T Theck Thank You Called
. 1e7000 1 A70 00 i
,,,,,,,,,,, - = ) |Date Received:  2/5/2015 [ ] Earmarked Out

El--_-‘-__‘!l Amount 500000 AfterRefunds: 500000
Recurrence: [&@e v]

Mema: Test for kb on making depasit.

Incoming Earmark FEC Memo Force ltemization
F3l Bundle [] ipone)

Batch Code: 0224201 5JAK

Check Mumber: 3366
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This will provide the pertinent information to track down the deposit record, specifically the Deposit Date. /n my example the deposit date was on
2/21/2015 as shown in the detailed image below.
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Title:

First Name: Meriam

Middle Name:

Last Name | Suffix: Abraham

Prior Last Name:

Nickname:

Voter Type: | Individual

Candidate FEC: | jnone)

Commities FEC Id: |

File - Edit » | < | 0 | [ &= | @ 8 | Meriam Abraham [128528]

Home Address

6563 158th St/
At 204
Apple Valley, MN 55124

Mo Photo
Email
Mo Email Address

Employer / Occupation

Ay Company Name 101 /
This person occupation 501

Work Address

| General | Household | Gallery | Vote History | Attribute | Pol

| Relation | Financial | Pledge | Event | Logs | Lawn | Sales | Admin |

Contribution | Refund

Amaourt
AMter
Refunds

Election

5 Include 4 Exclude BB Mew Delete | 9% Export ‘% Print | [ Add Partner/Earmark Contribution Redesignation Reattribution Returned Check Earmark

Levin

Celsbrity Golf Evert 201314 PM (CT)- 10:00 PM (C

1.570.00

General 2012

General 2014 Thank You Sent

1,570.00

General 2012

General 2014

Type: Check

Thank You Called

2/8/2015

8.140.00

Amount: 5.000.00

[ ] Earmarked Out
After Refunds: 5,000.00

Recurrence: [S.-uje

4

Mema: Test for kb on making deposit.
[#] Incoming Earmark  [#] FEC Memo  [¥] Force ltemization

[] fnone)

3366

0224201 5JAK

Thhe Mats o s ibes sl
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Now that you know the Date deposited for the contribution, jot that down or take a screenshot, and close out of the current contact record card.
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e Settings  Help
Application Menu File - Edit + | ¢ | @ | [ <& | @ & ' Meriam Abraham [128528]

Title: Home Address

First Name: Meriam 6563 158th St v/

) Apt 204
Middle Name: Apple Valley, MM 55124

Last Name / Suffic: ~ Abraham No Photo

i Email
Prior Last Name:

) Mo Email - Work Address
Mickname: Addres

Voter Type: [Individual

Candidate FEC: | {none) Employer / Occupat

Committee FEC Id:
| Any Company Name 101/
This person occupation 501

| General | Household | Gallery | Vote History | Attribute | Poll | Relation | Financial | Pledge | Event | Logs | Lawn | Sales | Admin |

Cortribution | Refund

% Include % Exclude B Mew 0 Delete | 5% Export (% Print | [ Add Partner/Earmark Contribution Redesignation Reattribution Returned Check Earmark

Levin
Amount Applied . . -

el 1D Date tor Blection Deposied Against || EYEM Celebrity Golf Evert 201314 PM (CT) - 10:00 PM (C
Refunds Pledges || Election: General 2014 Thank You Sent

""" ... | 8/19/2010 (| 1.570.00 || General 2012 [S—
: Type: Checlc | Thank You Called
3/29/2011 || 1,570.00 || General 2012 o

OaBMA 2| 2 || 5.000.00 [[ General 2014 0 52015 ] Esmarked Out

EI Ef‘g 00| Amount: 500000  AfterRefunds: 500000
_____ Recurrence: [snge v]

Memo: Test for kb on making deposit.

Incoming Earmark  [#] FEC Memo Force ltemization

F3l Bundle [] fnone)

Batch Code: 0224201 5JAK

Open Windows

A VW.Trallo z.om
Jot this date down, or take a screenshot.



http://www.trailblz.com/kb

@ Tro;/B’azer How to Un-deposit a Contribution

Organize, Leverage. Succeed.

(Primarily for Political Customers)

Next, navigate to your Deposits list and query by the date the contribution was deposited.

gt Settings  Help 3;

Application Menu % %, Reset | o New 05 | 1) ¥ @ | File = Edit - | ) | Deposits List

EBO
Bl 19 2
s Favorites | General |SQL |
% Voter @ Date Range: [m;stom.am&mto dates below:> v]
- Polling 2/21/2015 - to 22172015 -
(-4 Communications Amount Range:  minimum w to  madmum -
Ela Financial Contains credit card contributions
5Mcounts Depaosit [D:
ﬁ Deposits ‘— 1
¢l Account Transfers
Disbursments
ﬁ Receipls 4 Include % Exclude | Sort ) Format - | &% Export 25 Print | ) Pivot
-4 Reports fts List [ 1 ]
[]--% Disclosure Total Cred
System Manager . otal it
S Incl 1D Date Amourt =EII= Deposit Bank Deposit Account Card Total Other Comment
ited . Contributions
Contributions
|u 55 272152015 8,700.00 First Mational Bank .00 8,700.00

EIK 870000 | 1 00 8,700.00

Open the deposit record by clicking on the blue ID hyperlink. In my example it was ID #55.
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<3 Search W, Reset |4 New |[S|E 5 | L) ¥ ¢ | File + Edit - |« | DepositsList

Q
General | SQL

Q
E..[Maﬂ.ammthgtﬂdd&abdcmb -
Date Range: |
2272015 « to ZA2NE -

* o maximum -

Amount Fange:  minimum
Contains credit card contributions

Deposit 1D:

- m . .
% Include % Exclude |@Sort @Format | EEHport &Prlnt |@Pwot |

Deposits List [ 1 records found ]
Total Credit
Total Cther Comment

Depos- ) .
Deposit Bank Deposit Account Card S
Caontributions R

Incl 1D Date Amourt ited
|u| 55 &,700.00 First Mational Bank: on 8,700.00
00 8.700.00

4.700.00 1

Click on the Deposit ID hyperlink
to open the record.

Uncheck the box in the upper-left for ‘Deposited’.
11
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File » Edit ~ | i@ |
Deposit Details
Committes:

Date:

Deposit Amount:
Bank Account:
Comment:

Deposit Ticket

1132015
2/5/215

Contributions | Loans | Receipts | Expenditure Refunds | Transfers In |

Contributions [5 records found] Include All

o]

| - (o |
VeterID (20 Nome M Date Batch Code Clear All

Date Range

From:

527725 -

2246 Tyrone ark 1/25/2015

Fec

lUse

Levin Affred

Levin Aabel Jenifer Wi 1/24/2015 I L Test donation for kb on deposit....
Levin

Levin

2248

lis... 2/24/2015 ! Test donation for kb on making...
2249 i

141372015

To:
5272015 -

Memo
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Click [Save] in the lower-right, and click [OK] when prompted with a warning.
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File ~ Edit - | Y] |
Deposit Details
Committes:
Date S0 BefID  Name
Deposit Amount: 700, 2246 Alffred, Tyrone 1/25/2015
Bank Account: i Aabel, Jenifer 1/24/2015
Aalgaard, Heather 2/24/2015

Aaron, Bevery 11372015
Abraham, Meriam 252015 | 3366

‘ $8?[I][H]I

Contributions | Loans | Receipts | Expenditure Refunds | Transfers in |

Comment:

Contributions [5 records found] -
Indude
Wammg . Clear All

Date Range

From:
i Delete Transaction and Undeposit all iterns? - : 53772015 -

2 , To:

52772005 -

Memo

| Arnn = laal Krietanean I"_I [ S ] l m Cmnrm =md T e s ] [.ﬂa BPrirmt ] [lf:a e | ]
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This effectively marks all contributions that are included in the deposit slip as un-deposited.

The Date field in the upper-left will now be reactivated, and the column ‘Include in Deposit’ turns green allowing you make changes:
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Date field is now reactivated. (Normally you would not modify this unless the initial entry
was made incorrectly.)

File ~ Edit - | @) |

Sequ-
ence Ref ID Mame

Alffred, Tyrone 1/25/2015
Aabel, Jenifer
Aalgaard, Heather 224,205
Aaron, Bevery 14132015
Abraham, Meriam 2/5/2015

Contributions | Loans | Receipts | Expenditure Refunds | Transfers in |

Contributions [5 records found]

0 Fec Last First M Clear All

|z MName Mame
Diate F{ange

WH?WI_ $500.0( = From:

Jenifer £50.0(] l
Lewvin Aalqaard Heather Fl.... $2 800.00 | 5277205 -

Levin Aaron Bevery 1132015 £350.0 I] i Tar
Levin Abrsham | Meriam 2/5/2015 $5,000.00 - 59772015 -

Memo
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Uncheck the box in the ‘Include in Deposit’ column for the contribution record you need to un-deposit, and click [Save].
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File ~ Edit - | @ |
Deposit Details

Committee: Ramsey for Office

Date: | 2/21/2015

Deposit Amount; 3,700.00

Bank Account: First Mational Bank

Comment;
Deposited

Aabel, Jenifer

Aalgaard, Heather

2/24/2015

Aaron, Beverly

141372015

Cortrbutions

Loans | Receipts | Expenditure Refunds | Transfers In |

Contributions [5 records found]
Include

D Fec Last
|se Mame

First
MName

Date

Lewvin Alfred

Tyrone

1/25/2015

Levin fabel

Jenifer

1/24/2015

Levin Aalgaard

Heather

2/24/2M5

Aaron

Levin
1| Levin [ Abraham

Bevery

[Meram l_

1/13/2015

15 | 3366

}

Clear All

Date Range

From:

5272015 -

Taor
BTG -

Memao

IIL_J Coe llﬁsaueandmme | [ et | (@ veancel |
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At this point you’re finished with the un-depositing of a contribution.

Reopen the original contact record that contained the deposited contribution. In my example | continued to use Meriam Abraham who had the
$5,000.00 donation from 2/5/2015.

You'll notice that the deposited checkbox is no longer checked.
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File - Edit ~ | | @ | 4] & | @ §F | Meriam Abraham [128528]
Title: - Home Address i
First Name: Meriam 6563 158th St/
) Apt 204
Middle Name: Apple Valley, MN 55124
Last Name / Suffix: Abraham - Mo Photo
. Email
Prior Last N : =
_'I Er Mo Email Address Work Address =
Nickname:
Vioter Type: [ Individual - No Address
Ca'l:idate FEC: | inone) | e ——
fiee FEC Id: | | Any Company Name 101/ L
This person occupation 501 -
| General | Household | Gallery | Vote History | Atirbute | Poll | Relation | Financial | Fledge | Evert | Logs | Lawn | Sales | Admin | After the contribution is
Contribution | Refund deposited this form becomes
% Include % Exclude 5B New [E@ Delete |DE Export &Print |EAdd Partner/Earmark Contributicn Redesiﬂnation Reattribution  Returned Check Earmark raactivated a"OWing you to
N 5 = make actlj.ubst:mants or delete
Amourt Applied } - - e contribution.
el 1D Date Biter Election Deposted Against | |E¥E™ |Celebrity Golf Event 20134 PM (CT)- 1000 P} ~ |
Refunds Pledges || Election: General 2014 - Thank You Sent
W W
6. 8/19/2010 1.5?0.[[! General 2012 C[l TYI:EZ Thank You Called
1. 3/29/2011 || 1,570.00 || General 2012 . r
i = Date Received: 2/ 52015 [+ =i ‘,/
E 3 2.140.00 2 | Amount; 5.000.00 After Refunds: 5.000.00 =
Recurrence: [&ig\e v]
Mema: Test for kb on making deposit.
Incoming Earmark FEC Memo Faorce ltemization
F3l Bundle (none)
Batch Cede: 02242015J8K L
‘ 5 Check Number: 3366
| e — =
Logon=  Joel Kristenson [E%Email... ] |L—_| Save | |@Saveand Close | ’@Cancel ]
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Once you’re done making your changes, save-and-close.

You’ll need to return the deposit record, and mark it as deposited again.

Open the deposit record, re-check the box for ‘Include in Deposit’, and click [Yes].
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File ~ Edit - | @ |

Deposit Details

Committee: Ramsey for Office

Date: | 2/21/2015 @ | m- Ref ID  Mame

Deposit Amount; 3.700.00 Alfred, Tyrone

Bank Account: First Mational Bank 2 2247 Aabel, Jenifer !
Comment: 3 2248 Aalgaard, Heather 2/24/2015 | 1654 £2,300.00
Deposited Aaron, Beverty 141372015

Contributions | Loans | Receipts | Expenditure Refunds | Transfers In

Contributions [5 records found]

Include
[ =t e Ml | Date Check %:pe Amourt iEepﬂsit Memo
2246 | Levin Alfred Tyrone C.. | 1/2/2015 £500.00
2247 | Levin Aabel Jenifer D.. | 172452015 | 2434 £50.00 Test donation for kb on depositing donations.
2248 | Levin Aalgaard Heather AL | 22452015 1654 %2.800.00 Test donation for kb on making deposits.
2245 | Levin Aaron Bevery Test for kb on making deposits
Levin [ Abraham Meriam I_ % kb on making deposit.

The contribution use is different than bank type. Would you like to
change the contribution use?

will need to be filed.

2

ﬁ

MOTE: If this contribution has already been reported, an amendrment

$8,700.00

I

Change Contributicn Use =
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Check the box in the upper-left for Deposited, and click Save-and-Close.
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File » Edit ~ | & I
Deposit Details
Committee:

Date:

Deposit Amount:
Bank Account:
Comment:
Deposited

Ramsey for Office
2217205 @ 30 B ID  Name fem Checkt | Amount
8.700.00 1 [2246 || Afred, Tyrone 1/25/2015 $500.00
First National Bark 2 |2247 | Aabel, Jenifer 1/24/2015 | 2434 $50.00
3 |2248 | Aclgaard. Heather | 2/24/2015 | 1654 $2.800.00
Aaron, Beverly 1/13/2015 $350.00

\1

Abraham, Meriam

$8.700.00

Contributions | Loans | Receipts | Expenditure Refunds | Transfers In |

Contributions [5 records found]

Federal

Abraham

Meriam I_

15

Include
Fec Last First Check CC \
0] Use Name Name Ml | Date 4 e Amount in _ Memao Clear All
Deposit
Date Range
2246 | Levin Afred == c. | 125205 $500.00 -
2247 | Levin Aabel e D_. | 1/24/2015 | 2434 $50.00 e e e |
2248 | Levin Adogon] | Hedher A | 2/24/205 | 1654 $2.800.00 || [#] | Test donation for kb on making depol S -
Lewvin Aaron Bevery 1132015 £350.00 Test for kb on making deposits Tor

5/27/2015

L] Memo
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You’re now finished with all the steps.

« Tip: Contact your FEC analyst if there’s anything in question regarding amendments and the manipulation of your contribution records (800-424-

9530 or info@fec.gov).
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9Q¢

g

Trail Blazer

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

Related Resources

Article: How to Deposit a Contribution

Article: Delete a Contribution

Article: Enter Contributions

Article: Importing Contributions

Video: Deposits — Setup Bank Account — Set Bank as Default — Create Deposit
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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

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live
interactive trainings.

* This service is included in your contract.
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