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Overview

This article walks through the steps to create new ‘Non-Monetary’ types in your database for entering in-kind contributions. It also shows how to
run a report for ‘Non-Monetary’ (in-kind) contributions.

IMPORTANT: For parts of this article such as accessing the System Manager tools you'll need full security access to your database.
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« Tip: If certain in-kind (non-monetary) contributions have a different tax deductible amount than your regular contributions you can mass update
that amount/percentage, section #2 of this article shows how: http://trailblz.com/kb/?action=view&kb=193&cat=1

Steps

First we'll talk about adding a new Non-Monetary type.

Follow Application Menu > System Manager > Lists > Non-Monetary Types > Click [+ New]
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e Settings  Help

Application Menu <32 Search ¥, Reset g] ™ [} ¥ & | File - Edit - | &) | NonMonetary Types |
Q

Tasks Favorites | 5QL

i § Calendar/Tasks Q|

% Favorite Searches

..@ Canvassing

- By Contact

-5 Communications

- Financial

= System Gallery

== Lists
Account Types
Organization

..... = Cycle

..... ‘B Expenditure Refunds

..... = Expenditure Cateqories

..... E Event Participant Types

..... =] Contact Salutation Types Ind 1D Description

..... E FEC Expenditurs Categories
Funds

..... E Intemal Import Columns

----- ‘E Languages

MonMonetary Types [ 11 records found ]

Unit Of Value
Measure Per Unit

gal 6.0000
2.0000
40000
Food, Mon-Perishable 2.0000
Food, Perishable 2.0000
Gift Cerificate 0.0000
Other 1 0.0000
Other 2 0.0000
Stocks Cerificates 0.0000
Toys, Gifts 0.0000
Vehicle 0.0000
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F

2

2|

—
=
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----- ‘E Memaorial Tvpes
Mations

----- {2l Non-Monetary Types fp—
..... = Payment Types
Precincts

----- ‘E Relationships
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The options you have when creating a new Non-Monetary type include:
- Description
- Unit of Measure
- Value per U/M

Fill out the form and click [Save and Close]. My example is below for a non-monetary type called “Tech Hardware — Computers”.

Fill out the non-monetary form with the
information related to your new non-monetary
type. My example:

Create Mew - Contact NonMonetary Type @

File ~ Edit -
MNonManetany Type Information
Description: Tech Hardware - Computers
IInit of Measure: Each
Walue per UM: 0000

L[L__l Save i_|[ Save and Close ]i@ﬂano&l ]
———

Click [Search] and then click on the column header for ID two times to sort in descending order to put your most recent item at the top. My
example is below.
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Favorite Searches

Value Per
Clickon the ID 2 e

column two times
to sort in decending
order.

2

Gift Certificate
Other 1

Clathing

Food, Perishable
Food, Mon-Perishable

RIER B[S &R |
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—
=
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You're now finished with these steps, you can repeat until all non-monetary types are added that you need.

Next you’ll want to refresh the Unique Search Value (Drop-Downs) by following Application Menu > System Manager > Settings > Update Unique
Search Value (Drop Downs)
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) Settings Help

Application Menu

Tasks

- § Calendar/Tasks
-7 Communications
-3l Financial

=%y System Manager
[ Svstem Gallery
-y Lists

El'[ﬁ Settings

< Search . Reset | <k New ™ ) ¥ @ | File~ Edit - | |§gInclude Other | Contacts

@ I

Favorites | 4% General | Address | Household | Attribute | Canvass | Contribute | Pledge | Evert | Log | Admin | saL |

4% Name | Phone | E-Mail | Email Links | Profile | Work | Demographics | User, Text | User, Dates | User, Decimal | Other

Q

Individual

Last Name: Kristenson

»  Prior Last Mame:

Corporation First'Crg Mame:

- Title:

Foundation Middle Mame:

-  Suffix

Mickname:

+-i— Tools

N

Warning

éi This function will refresh (i.e.,, clear and reload) the Distinct Yalues table.
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Click [OK] to proceed and click [OK] again once the operation is complete.

Now that that’s complete you can move onto the actual entry of a non-monetary contribution.

Navigate to your Contacts (Donors/Voters) list, run a search query for the contributor, and click on their name to open the record. In my example |
used my own record “Joel Kristenson” as the donor who gave an in-kind gift.
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#) Settings  Help

Application Menu «J| <3 Search F Reset | 4 New 05 L) OF @ | File » Edit - | |Spinclude Other | Contacts |
-

Favortes | 4 General | Address | Household | Attibute | Canvass | Contribute [ Pledge [ Event [Log [ Admin [saL |

A% Name | Phone | E-Mail | Email Links | Profile | Work | Demographics | User, Text | User, Dates | User, Decimal | Other |

Q 2
[ Individual ILast Name: Kristenson I ~  Prior Last Name:

Corporation First/Org Name: ~ Title:
Foundation Middle Name: »  Suffix: A
Nickname:

=8 Edi - | i i = Pi
S8 Edit | % Include % Exclude ) Sort B Format aExport &Prmt @ Summary D] B [E Pivot |

Contacts [ 1 records found ]

Last First Address Address Zip - Employer/Company
Incl 1D Title Name “ Name Mi T Address Line 2 City State Code Bus Phone Cell Phone Email Name

u 12796 [Mr. | Khstenson Joel Home 5110 Golden Valley Rd | Apt 10 Golden Valley MM 5427 [ (B66) S05-8700 (218) 370-1064  |jkristenson@trailblz.com | NAA

Click on the name of the contributor to open
there record.

Navigate to the Contribute tab, and click [+ New].
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File - Edit - | % | @ ‘= | % 8L | Joel Kristenson [12796]

-~ Home Address

9110 Golden Valley Rd
10

Apt
Golden Valley, MH 55427

Title: Mr.

First Name: Joel
Middle Name:

Last Name / Suffix: Kristenson
Pricr Last Name:

Nickname:

Contact Type: | Individual

Mo Photo
il Work Add
jkristenson@trailblz.com r ress
Mo Address

| Gallery | Attribute | Pal

| Reat

Eﬂeﬁesh % Include % Exclude ﬁslﬂl’t

5 SCDIas

Contribute | Event | Logs | Sales | Admin |

Format - mﬁ Export &Print @Pivot |

[ Create a new record. l Amourt Event
Incl Cpen [} Date Amount Refunds After Cycle D Event
Refunds
Open | 5571 M1/2014 1.000.00 00 1.000.00 | Calendar Year 2014
Qpen | 5572 h/8/204 100.00 00 100.00 | Calendar Year 2012 | 20 21st Annual Golf Toumament
Open | 5574 51972014 230850 00 2.308.50 | Calendar Year 2014 | 28 BElazing Trails - The King's Trail
Cpen hh75 23204 2308 .50 00 2308 50 | Calendar Year 2014 | 28 Blazing Trails - The King's Trail
Open | 5576 6/6/2014 68.25 00 68.25 | Calendar Year 2014
Cpen hh78 302014 | 65.000.25 00 65,000 25 | Calendar Year 2014 | 49 Intemal Event - Donations via Social Media
Cpen hh80 30204 50.00 00 50.00 | Calendar Year 2014 | 49 Intemal Event - Donations via Social Media
Cpen | 5581 8122014 265.00 00 265.00 | Calendar Year 2014 | 50 2014 Celebrity Golf Toumament
Cpen hhiz2 8N2A04 2.965.00 00 296500 | Calendar Year 20014 | 50 2014 Celebrity Golf Toumament
KNOWLEDGE BASE www.trailblz.com/kb 11
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Fill out the contribution form with all the data you have available, make sure to choose Non-Monetary as the Type, you’ll now be able to select
your new InKind Type from the drop-down. My example is below.
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&) Contribution

File ~ Edit ~

Joel Knstenson

9110 Gelden Valley Rd
Apt 10
Golden Valley, MN, B5427

Amount:
Less Refunds:
Net Amount

General [Refund | Alocate | Match | Memory/Honor | Notfy | Other |

Event:
Cycle:

Date Received:
Type:
Recurrence:
Check Number
Amount:

Memo:

Description:

2011 - Annual Appeal

| Calendar Year 2014

8/ 5205 E~

[ MNon-Maonetany - ]

| Single

)

5,000.00

Tax Deduct Amt:  4,700.00

Took 4 years since the appeal for donation to amive

[ Exempt Legal or Accounting

th]m:l Type:

| Tech Hardware - Computers - I

Oty

1300

ww.trailblz.com/kb

b Save | [ #/Saveand Close | [(3)Cancel ]

13
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After all contribution data has been entered click [Save and Close].

5.000.00 Tax Deduct Amt:  4,700.00

Description: Took 4 years since the appeal for donation to amive
Exempt Legal or Accounting

InKind Type: | Tech Hardware - Computers v
aty: 13.00

SEEEEEEEEEE

[t save || SaveandClose [J[(@ Cancel ]

Here’s an example of my saved non-monetary contribution in my record card:
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3
| General | Household | Galery | Atiribute | Poll | Relation | Contribute | Pledge | Event | Logs | Sales [ Admin | |
B Mew @ Refresh | % Include % Exclude @ Sort @ Format - BE Export & Print @ Pivot |
Incl  Open D Date Amount Refunds ?ﬂr:rum Cycle %eﬁt Event ;2;“:;“ E:s- Eglfg g?de:d E‘:tc?\?:d tNolgiaetggc H:r:r::olgﬁgm H:r:r::olgﬁtfm
Refunds ted Pledges Funds Type Person
Open | 5571 5/1/2014 1,000.00 .00 1,000.00 | Calendar Year 2014 Check .00 00 00 1,000.00
Open h572 B/8/2014 100.00 00 100.00 | Calendar Year 2012 | 20 21st Annual Golf Toumament Credit Card .00 00 00 .00
Open | 5574 5/19/2014 2,308.50 00 2,308.50 | Calendar Year 2014 | 28 Blazing Trails - The King's Trail Credit Card .00 .00 00 .00
Open | 5575 5/23/2014 2.308.50 .00 2,308.50 | Calendar Year 2014 | 28 Blazing Trails - The King's Trail Credit Card .00 .00 00 .00
Open | 5576 6/6/2014 68.25 00 68.25 | Calendar Year 2014 Credit Card .00 .00 00 .00
Open 5578 7/30/2014 | 6500025 00 65,000.25 | Calendar Year 2014 | 43 Intemal Event - Donations via Social Media | Credit Card .00 00 00| 6500025
Cpen | 5580 7/30/2014 50.00 00 50.00 | Calendar Year 2014 | 43 Intemal Event - Donations via Social Media | Credit Card .00 00 00 .00
Open | 5581 8/12/2014 265.00 00 265.00 | Calendar Year 2014 | 50 2014 Celebrity Golf Toumament Credit Card .00 00 00 .00
Open | 5582 8/12/2014 2.965.00 .00 2,965.00 | Calendar Year 2014 | 50 2014 Celebrity Goff Toumament Credit Card .00 .00 00 .00
Open | 5585 9/29/2014 5,000.00 .00 5,000.00 | Calendar Year 2014 Credit Card .00 .00 00 5,000.00 |in honor of Billy Bab
Open | 5587 10/6/2014 | 25,000.00 .00 25,000.00 | Calendar Year 2014 Credit Card .00 .00 00 .00 |in memory of | Bob
Cpen | 5588 10/6/2014 |  25,000.00 00 25,000.00 | Calendar Year 2014 Credit Card .00 00 00| 25000.00 in honor of Person of Interest
Open 5589 10/6/2014 123.45 00 123.45 | Calendar Year 2014 Credit Card .00 00 00 123.45 |in memory of | Mickey Mouse
Open | 5590 10/6/2014 123.45 00 123.45 | Calendar Year 2014 Credit Card .00 .00 00 123.45 | in honer of Billy Bab
Open 5591 10/6/2014 1.234.56 00 1.234 .56 | Calendar Year 2014 Credit Card .00 00 00 1.234.56 | in honor of A great person
Open | 5593 10/6/2014 123.45 00 123.45 | Calendar Year 2014 Credit Card .00 .00 00 123.45 |in memory of | Test
Open | 5594 10/6/2014 5.000.00 00 5,000.00 | Calendar Year 2014 Credit Card .00 00 00 5.000.00
Open | 5595 10/6/2014 | 10,000.00 00 10,000.00 | Calendar Year 2014 Credit Card .00 .00 00 .00 | in honor of asdf
Open 5596 104772014 50.00 i 50.00 | Calendar Year 2014 Credit Card .00 00 00 50.00 |in honor of Test
Open | 5597 10/7/2014 1,750.25 00 1,750.25 | Calendar Year 2014 Credit Card .00 .00 00 1,750.25 | in memory of | Test
Open | 5598 | 10/27/2014 100.00 .00 100.00 | Calendar Year 2014 Check .00 00 00 100.00
Open | 5599 1/26/2015 2.565.00 00 2,565.00 | Calendar Year 2014 | 28 Blazing Trails - The King's Trail Credit Card .00 .00 00 2.565.00
@ _m_m_‘ﬁ'mnm on ')r.nmnn L d__ 044 oo da o] E m N’I 00 ')me
Calendar Year 2014 .00 .00

I IEI--_-EI_-_-_“-E-E-E__

The new non-monetary contribution after it's been saved in the donor's record card.

At this point you're finished with the recording of a new non-monetary (in-kind) donation. Keep reading to learn how to run reports by non-
monetary contributions.
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Report #1 — Contacts (Donors/Voters) List for In-Kind Donors

To search for the people in your database who’ve given a non-monetary gift you’ll need to run that from your Contacts (Voters/Donors) list.

gcl Settings  Help

Application Menu <

Elz2d

Tasks
- § Calendar/Tasks
=-&g Contact

Contacts -‘_

..[8F Contact Relationships
(-4 Contributions/Pledges
- Product Sales

w-<2> Logs

-2 Communications

#-¢i Financial

- %y System Manager

(|

Click on the Contribute tab, Plug in the tab to activate it, select the Payment Method as Non-Monetary, and then click [Search] to execute the
query. In my example below | had 10 donors who have given non-monetary gifts.
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4

v Search . Reset | = New ™= | k) ¥ @ | File - Edit - | @ &IncludeO‘ther ContaclsI
5 ) 1

|Favodes|smaa||m¢ess|Housawtd|me|Cmvassi|iContn'bute |iled-ge|E\red|Log | Admin | saL |
—
# Cortribute | Marketing Notion

»
© St

bcuﬁom according to dates below:= v] Luwaiting Thank-You Letters

Bite @ [ Awsiting Thank-You Phone Call
Cycle: <ignore L= Payment Method: |Non-|'“'|one¢ar)' EI
Event: <ignore> | Single Contribution 3
Amount Range:  minimum ¥ o madmum ¥ Alocation Fund:

S8 Edit | % Include %% Exclude ) Sort B Format ~ DEE}(por‘t &Print @ Surnmary D] B [E Pivot |

pntacts

o ID v Tte LastName ﬂgﬂe M #dygf“ Address ﬁ‘i"’f City State g’de ',;'ﬁ;":e Bus Phone Cell Phone Email E‘g;':"e’fc“”‘pa””
» i 0 Gold d 0 d 0 i) 0-10
11127 Mr. Myers Timotl Home 78591 Redwood Dr Fountain Valley | CA 52708 | (132) 132-1351 tim@myers.com
Resu Its 11082 Winheim Joy Home 15578 Washington Blvd Tampa FL 33603 Joy@Winheim.com
105979 Bass Carly Home 78596 Cumberand Ave W Santa Barbara | CA 93101
10812 Ajani Sadaf Home 123 Main 5t E Minneapolis M~ 55406 (555) 555-1212 sa@cfthinc.ong
10657 Dosen-Windorski | Amanda | Marie Home 32058 Prairie Lake Dr Grand Rapids M~ 56744 | (218) 245-2027 amanda@dosen.com
9473 Walters Barbara Home 6876 Monroe St Minneapolis MN 55432 | (123) 454-6666 barb @walters.com
9426 Kirkland Debbie Home Na Na MA 11111 Jebbiekirkland @brandonfoundation .com
5228 Meek Joan Home 456 Ave C Essex CT 11111 joan@joan.com
5224 Mr. Adams John Henry Home Fadf Zdf Asdf Al 55555 sprince @tcoltech.com
e S e s
= L]

Report #2 — Contributions List for Non-Monetary Donations, and by In-Kind Type

To run a report for the actually contribution transaction records vs. the donors who gave you’ll run this report from the Contributions list.
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Navigate to the Contributions list, click on the Other tab, choose Non-Monetary as the Payment Methods type, and click [Search].
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9 Settings  Help

Application Menu <<Reset 4k New 09 L) O @ | File « Edit - | (| ApplytoPledges | Contributions
1 0 | T
|Favori&a|Gened|Menornyono‘| A5 Other [ISamayllIodadlSGL |

9 3

Elred

Payment Methods: | Mon-Monetary = | | Thank You Letter: | <ignore -
Ose Type. Thank You Call
Memeo: Earmarked: <ignore:> -
Check Mumber: ~ In-Kind Type: <gnore> -
-8 Contact Relationships Anonymous: dgnore> =] Bundler — = \
-4 Contributions/Pledges
-..4igp Contributions -f— 1
& Contrbution Alocations Optionally you can choose

-4ty Contribution Matches e .
.4y Cortribution Notfications the specific In-Kind Type

..... Pledaes to query by.
----- Pladaes, Detail
-.]=7 Thank You Letter - Contributions

-{4] Reports
[j--"ﬁ. Product Sales EE Edit | % Include % Exclude @Sort @Format - Dﬁ Export &Print @Pivot |
4> Logs S
Eg (F:inr::;.:wim Applied 0PN Thank  hani prenk
- g System Manager ihd D Date Cortact | 2t Name e Mi Amount  Against [PP";fges Deposted |Oo  You (O Check#
Fledges Contact] Sert Date Dane
Resulls 3 i 00 d D0 D0 00 [l i [
i 3531 | 7292010 | 8426 | Kikland Debbie 30.00 00 00 1234
3529 | 7/30/2010 | 9224 | Adams John Henry 200.00 00 00
3567 9/11/2010 | 9473 Walters Barbara 30.00 .00 .00
3568 | 9/12/2010| 9473 | Walters Barbara 514,00 .00 00
3566 | 9/20/2010| 9473 | Walters Barbara 50.00 00 00
3574 | 9/27/2010| 9228 | Meek Joan 150.00 00 00
3539 | 10/20/2010 | 10697 | Dosen-Windorski | Amanda | Mare 200.00 00 00
3911 | 12/29/2010 | 10979 | Bass Carty 100.00 100.00| 50000
3920 1/18/2011 | 11082 | Winheim Joy 250.00 00 00
4153 | 3/25/2011 | 11127 | Myers Timat 75.00 00 00
5601 8/5/2015 | 12796 | Kiistenson Joel 5,000.00 00 00
[ IR £,699.00 100.00 0 11 1
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Report #3 — Canned Trail Blazer Report — Summary of Contributions by Contribution Type

The two images below show how to generate a canned Trail Blazer report which generates a contribution summary report by Contribution Types.
Under the Application Menu You’ll need to navigate to the Reports branch under Contributions/Pledges and select the report called By
Payment/Summary.

Step 1 — Select the Payment Type/Summary Report and Input your Date Range

KNOWLEDGE BASE www.trailblz.com/kb 20
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—
) Settings Help
Application Menu <
Elzdo
Tasks
i#-[= Dashboard -

- & Calendar/Tasks
=By Contact
|8l Cortacts

-8 Contact Relationships
=¥ Contributions/Pledges
.4 Contributions

.48 Contribution Allocations
.4y Contribution Matches
-4 Contribution Motifications
----- £} Pledges
..... ) Pledaes, Detail [dmstnm.acmrding to dates below: v]
--[= Thank You Letter - Cortributions 1/ 1/2015 = to 8/ 6/2015
& Reports oL

[ By Contrbutor/Summary 3

[ By Contributor Type I @ oK ]I@Cann&l |
.[l] By Contibutor Type/Consolidated e |
[ By Contibutor Type/Summary
.[a] By Evert

[a] By Evert - Al

[l By Event - All/temized

[ By Payment Tvpe
[ By Payment Type/Consolidated

~[ull] By Payment Type/Summary f—— 1 21
.[cll] By Week

- H N - I =T ¥ P 1 1

Report Beginning and Ending Times @

m
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Step 2 — Print Preview of Report

i Print | ¥ )= |Bgless |8 More | Q) QD 1 @ ) | <. Print Settings
& TrailBlazer

Page: 1 of 1 - 8/6/2015 12:41 PM
Contributions by Payment Method Summary Report - 1/1/2015 to 8/6/2015

Payment Method Amount Number of Contribti...
Credit Card 27,565.00 2
P4 Non-Monetary 5,000.00 1
) Grand Total
32,565.00
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999

g

Trail Blazer

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

Related Resources

Article: Tax Deductible Contributions

Article: Contribution Year-End Report

Article: Entering Contributions

Article: Customize Field Names
Video: Getting Started 106a — Entering Contributions (NON PROFIT ONLY)
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Video: Filtered Contribution Columns in Format
Video: Year End Tax Letter

Trail Blazer Live Support

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

K 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.

KNOWLEDGE BASE www.trailblz.com/kb 24



http://www.trailblz.com/kb
https://www.youtube.com/watch?v=JAWAtubEcDU
https://www.youtube.com/watch?v=MUVSUTciwaU
mailto:support@trailblz.com
https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
https://twitter.com/trailblazersoft
http://trailblz.com/Support/Learning/Events.aspx
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=OWWX4dkzm0Ht9M&tbnid=fvnmGEIR8WcqlM:&ved=0CAUQjRw&url=http://sisyphus-js.herokuapp.com/&ei=8c93UqrcFYj_qgHr4oGADw&psig=AFQjCNEn8KDSLHIodKJmcApCrvnIZvl23g&ust=1383670048026187

& TrailBlazer

Organizeeverage. succeed. Recording Non-Monetary (In-Kind) Contributions and Creating
New Non-Monetary Types

* 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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