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Overview

This article walks through the steps to record a ‘soft credit’ for a contribution record using the contribution notifications system. It also goes
through the steps to query by these types of donations to show who hasn’t been thanked yet for their soft credit, as well as how to send a thank-
you notification letter to the ‘soft credit’ recipient.

« Tip: Near the end of the article there is an example letter template you can copy-and-paste into your own database as a starting point for a
‘Thank-You Notification’ letter.
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Steps

Navigate to your contacts (donors) list, run a search for the donor who sent in the donation, and open their record card. In my example | searched
for my own record ‘Joel Kristenson’.
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Run a search query for your donor and open their record card.

&) Settings  Help
Application Menu <<Reset 9k Mew = | ¥ & | File - Edit - | @ &.IncludeO‘ther Contacts |
[ -R=Ne T
:a Favortes | ./ General | Address | Household | Attribute | Canvass | Contribute | Pledge | Event [Log | Admin [ saL |
- § Calendar/Tasks 4 MName | Phone | E-Mail | Emai Links | Profile | Work | Demographics | User, Text | User, Dates | User, Decimal | Other |
{8 Contacts Individual Last Name: - Title:
' —— Searchall name parts . -
%:ddL::e; [7] Corporation First'Org Name: * [anywhere in field) Suffix: -
ouseholds ) ) ——
‘{2 Contact Relationships Foundation M.Iddle Hame: 7 FKnstenson
(4.4 Contributions/Pledges Nickname:
13 Product Sales Prior Last Mame:
-4 Logs
- Communications
[j—-a Rnancial
E]—--ﬁh System Manager
8 Edit | % Include % Exclude B Sort B Format ~ IaEE}(;:l-ctrt &Print @ Summary D] B [E] Pivot |

hd 1D The LastMame = o M

Address
Type

Address

Address Line 2 City State ggde Home Phone Bus Phone

» i 0 Geld d D d 09-3700

=K

Click on any of the hyperlinks to open their record.

Navigate to the Contribute tab, and click [New].
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File - Edit ~ |3 | 0 | ] && | @ 8C | Joel Kristenson [12796]

Title: Mr. - =
5110 Golden Valley Rd
First Name Joel FHE
. . Golden Valley, MN 55427
Middle Name: 218-442-1919
Last Name / Suffix: Kristenson -
Prior Last Name: _EHF"I ) Work Address
) jknstenson@trailblz.com
Mickname: 620 Mendelssohn &ve N
Suite 186
Contact Type: [ Individual N ]

Golden Vallev. MN 55427-4350

usehold | Gallery | Attribute | Poll | Relatior}| Contribute [Pledge | Event | Logs | Sales | Admin |
BB Mew Eﬂefresh # Include % Exclude @Smt Format - IaEE:-q::h:hrI: &Print @Pivot

Input all of the general donation information i.e. Date/Amount, etc., and click [Save]. (/t’s important to save the contribution record before

applying the soft credit — otherwise you’ll get an error message). Next, navigate to the Notify tab and click [New]. My example is below for a
$500.00 donation.
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File - Edit = |3 | @ | [d] & | ¥ §E | Joel Kristenson [12796]

Tile: [— Home Address
First Name Joel ﬂ?ﬁsd*’" Valley Rd
Middle Name: el
Last Name | Suffix: Kristenson - No Photo
. . Email
:iw st :Nm' e = e e .
C Type: [hcim‘dud v] @ Contribution — | = PG |
File - Edit - | > | @ |
= | Galery | Atvbute | Poll | Reatior| Cortibte [Py Joel Kristenson Amount: 500.00
&8 New Refresh | % Include % Exclude | B Sort For 9110 Golden Valley Rd Less Refunds: m
- éﬂ;gnvaney, MN, 55427 TS SOy
aﬂoria!lf
onorarum
|Mme|uad||ummym¢;; Notify E iFmEE
I_ = CLEREE S B | & New % Include % Exclude | Sort ormat - | 5% Export =
Open || 1/29/2015||  25,000.00 | Calendar Year 2. —
Open 1/26/2015 256500 | Calendar Year 2... || Blazin Notiy
Cpen || 10/27/2014 100.00 | Calendar Year 2... Incl  Open klaa?ne E;e Ml | House Matify Type
Open || 10/7/2014 1,750.25 | Calendar Year 2... -hold
Open 10v7/2014 50.00 | Calendar Year 2...
Open 10/6/2014 10,000.00 | Calendar Year 2...
Open 10/6/2014 5,000.00 | Calendar Year 2...
Cpen 16,2014 123.45 | Calendar Year 2...
Open 10v6/2014 1,234.56 | Calendar Year 2...
Open 10/6/2014 12345 | Calendar Year 2...
Open 10/6/2014 123.45 | Calendar Year 2.
Cpen 16,2014 25,000.00 | Calendar Year 2... srzon of Interest
Open 10v6/2014 25,000.00 | Calendar Year 2... b
Open || 9/29/2014 5.000.00 | Calendar Year 2... Iy Bob
Open || 8/12/2014 2.965.00 | Calendar Year 2... || 20150
Open || 8122014 265.00 | Calendar Year 2... || 2015
Qpen || /30,2014 50.00 | Calendar Year 2... || Intema
Open || 7/30/2014 65,000.25 | Calendar Year 2... || Intema
Open 6/6/2014 68.25 | Calendar Year 2... [H Save ] o Save and Close ][@Caml ]
Open || 5/23/2014 2.308.50 | Calendar Year 2... || Blazing [
| feee || BG4 Aane B0 ralacdee v 3 || Blesie s s T et rag 1 H nn 17 nn | T
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Search for person in your database you need to apply a ‘soft credit’ too, click [Select], and then click [OK]. If they don’t exist in your database yet,
click the [+ New] button to add them as a new record. In my example | searched for a person named “Bobbie Atkinson” who was already in the
system.
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9 Contributicn
File - Edit = | ¢ | i@ |

Joel Kristenson
5110 Golden Valley Rd
Apt 10
Golden Yalley, MM, 55427

>

%) Find Contact
s Search | & New |
Search Cntenia
h Last Name:
First Mame:

Middle Name:

Contact List (1 records found)

- o Last First Birt
e Neme Name Ml | Aadress - 5%° Do

v [ Select |FH] Atkinson Bobbie [m._. ([ Cloquet MN | 1

[H Save ][@Saveand{:lnse H@Cannel ]

1 Trails - T | Credtt Card [ 00| 00 00| |
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Select the ‘Reason for Notification’ from the drop-down list, and then click [OK]. In my example | selected ‘contribution made on your behalf’.

KNOWLEDGE BASE www.trailblz.com/kb 8



http://www.trailblz.com/kb

&\ TrailBlazer

Organize.Leverage Succeed. How to Track Soft Credits Using Contribution Notifications -
Only for Nonprofit Customers

£) Contribution
File - Edit = | 2 | i@ |

Joel Kristenson

9110 Golden Valley Rd
Apt 10
Golden Valley, MN, 55427

| General | Refund | Allocate | Mg Notify Third Party -—
B Mew |V1nciude % Ex x
|

Motifications [0 records found Party to Notify

| Last Bobbie Marie Atkinson
Incl  Open (e 213 17h St
]

Claquet, MM, 55720

Use househeld salutation if available

Reason for Motification
[mrili:lm'm made on your behalf

WA

}

[ Save | [ Saveand Close | [@Cancel | >

1 Trails - T... | Credtt Card 00 00 00
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Finish recording any other information you have for the contribution record, and then click [Save and Close].
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£) Contribution

File ~ Edit ~ | 3 | @ |

Joel Kristenson

9110 Golden Valley Rd
Apt 10
Golden Valley, MN, 55427

| General | Refund | Allocate | Match | Memory/Honor | Notify |Other | Paymeni ¢ | *

Motifications [0 records found]

Last
Mame

Inzl  Open

Atkinson

Bobhie

BB Mew |V1nclude % Exclude |@Surt @ Format - |Ea Export s

Motify
Ml | House Maotify Type
hold

L

| — e e e — T i T T Pl ol - ) . T - | ) e —

w.trailblz.com/kb
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That completes the steps to record the contribution, and the soft credit.

To run a report for soft credits, and to send out the thank-you letters, navigate to the Contribution Notifications list and click [Search] to populate
the list. In my example it returned 38 records where a donation has a soft credit attached, and the person still needs to be acknowledged for it.
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@) Settings Help
Application Menu <<l <3 Search [ Reset | <= New ™ | ) O {4 | File v Edit - | ) | Contribution Notification List
Bsoo e
Taszks i . P

Favorites | General Cortact | Cortribution L
+ () Dashboard | Favores | | INotfy] Contact | [saL |
- & Calendar/Tasks QD
B Contact a |etficaion [ Not Sent R
-[a[d Cortacts Reason: |‘ﬂgnure> E|

..[2[ Contact Relationships
=¥ Contributions/Pledges
.48 Cortrbutions

.58 Contrbution Alocations

- Cortribution Match = .
: bt Netfotane Check the boxes as notifications are

..... Pledaes sent and Save-and-Close as you go.
----- Pledges, Detail

-.]= Thank You Letter - Contribution
w-[4) Reports

-+ Product Sales

w-» Logs

- Communications SBEdit | % Include % Exclude | Sort ) Format - | %% Export 2 Print | ) Pivot
¢ Financial :
- System Manager

(|

Contribution Motification List [ 38 records found ]

[Motify] [Motify] - - -

Donar Donar [Notify] C‘”.“"' Contribution Donor Doror Donar Amourt _Nnt_rf—

Incl Donor  bution Last First After ication
5! i M 1D D#e N N Ml | Refinds | Sent

E Name Name ame ame unds

3 ” Kristenson 2 [ Aagard Martha B 220,00
Friedberg Pitts Greqaory 800.00
Friedberg Horvath Phullis S00.00
Friedberg Jay Allen 4186 117872011 || Chmiglewski Pamela 2,000.00
Friedberg Jay Allen 41 127272011 || Hayes Barbara 3.000.00
1 Friedberg Jay Allen 50583 12482011 || Wambach Anagela Marie 375.00
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As you send out your acknowledgement letters you can check the boxes in the green column called ‘Notification Sent’ and save as you go, the
steps below show how to write multiple letters at once.

On the search tool strip select File > Write Letter...
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| |
«| <32 Search W.Reset | 4= New [S|E = | L) ¥ | [File +| Edit - | & | Contribution Notification Li
@ | Write Lv.?t.ter....
|Famiea| General |[Nnti‘y]€a’iad | Contributi |59L | Set Motification Sent Flag...
Q |
qgy otficstion | Not Sent =
Reason: |~ﬂgnnre:=— E|

ons

EE Edit |V1nclude % Exclude |@50ﬂ: @ Format - |BE Export & Print |@ Pivot |
Contribution Motification List [ 38 records found ]

Noti Noti .
S 1nn [Notfy] Contr- 4o .. Donor Doror Donor  Amount  Not-
Inc! Last First Domor  bution Date Last First M After ication
- Name Name MI D MName MName Refunds  Sent
[ & [[Kistenson  [oel 107 | 6/14/2008 || Aagard Martha E 220.00
] || Fiedberg | Jay Mlen | 4187 | 7/22/2011 | Pits
Fiedbera | Jay AMlen | 4188 | 11/2/2011 || Horvath P}-_rdh 900.00
Fiedbery | Jay Mlen | 4186 | 11/8/2011 | Chmiclewski | Pamela 2,000.00
1 I==1 -. P o A A T - B —1
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Create your Soft Credit - Acknowledgment Letter using the appropriate merge fields, your own images, text, signature, margins, etc. You can use
the example below as a starting point:

--- Copy Text Below This Line ---

«MMMM dd, yyyy»

«FirstName» «LastName»
«Mail Address Block»

Dear «NickName Or FirstNamev,

This letter is to let you know that a contribution of «kAmount Contribution» was made in your name by «Donor FirstName» «Donor
LastNamen».

Your support means a great deal to us.

Thank you.

Ve T rmecet

Peter Schoomaker
Executive Director
Pandamonium

KNOWLEDGE BASE www.trailblz.com/kb 16
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--- Copy Text Above This Line ---

Once your template is finished you’ll want to save it for future use, click File > Save As Template...
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—

@) File | Edit
oo Feot Temphte.. i D SBRE b 4 i I IF | Insert merge field. - V8
E Insert File... «MMMM dd
Ta Save As Template...
ave As File.. «FirstName» «LastName»
- «Mail Address Block»
- ancel
B% Cm;ad |Dear «NickName Or FirstName»,
ontacts

@) Housholds This letter is to let you know that a contribution of « Amount Contribution» was made in your name by «Donor FirstName» «Donor LastNames».

-4 Contributions/Pledges Your support means a great deal to us.
- Product Sales
- Logs Thank you.

(-5 Communications

(- Financial

(&g System Manager € i ézﬂﬁz E

Peter Schoomaker
Executive Director
Pandamonium
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Once you're ready to print or run a test print, click [Print] in the bottom-right, and then select [Print Preview].
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eH 1 elRd +PE0040 aAE0DY-4 = &= IF | Insertmergefield. - | @ "V &
«MMMM dd, yyyy»

«FirstName» «LastNamex»
«Mail Address Blocks»

Dear «NickName Or FirstName»,

Print List Cantrol @

This letter is to let you know that a [— n your name by «Donor FirstName» «Donor
LastNames. @ Al

(7 Range 1 z | to |3E>

Your support means a great deal |

This dialog allows you to specify a subset of the full print job.
Depending upan the size of your computer, and the content of the
Thank you. letter, large print jobs may consume an excessive amount of
memory. In such cases, you may wish to break apart the job into

manageable units. Each template document is 319,402 bytes in
| size, and there are 28 records being menged, so the full merged
document will be about 12,137 276 bytes in size.

Peter Schoomaker [@ Frint Preview ]I& Frint ] [@Canoﬂl ]
Executive Director d
Pandamonium
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« Tip: If you’re running a test print set the range of pages to print to something like 1-5 so that you don’t have to sit and wait for all the letter
previews to load.

My example print preview is below:

KNOWLEDGE BASE www.trailblz.com/kb 21



http://www.trailblz.com/kb
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=aACc5KiWReQYlM&tbnid=W5IECPDboZQP1M:&ved=0CAUQjRw&url=http://www.us-cert.gov/&ei=tbV7UsvQEPPnsATW8IGYBw&psig=AFQjCNHIPoVaSNP2q1LzmE9cF9ItiXfFqw&ust=1383925536085878

& TrailBlazer

Organke.Leverage.Suxceed. How to Track Soft Credits Using Contribution Notifications -
Only for Nonprofit Customers

*If necessary, adjust paper type, orientation, margins, etc.

g

& Print | 2 |Bgless g8 More | Q) QD 38 D & | ZE Print Settings
If everything is good to go
click [Print] and select the printer to send it to.

»

November 18, 2015

m
e

Bobbie Atkinson
213 17th St
Cloquet, MN 55720 |

Dear Bobbie,

This letter is to let you know that a contribution of $500.00 was made in your
name by Joel Kristenson. 4

Your support means a great deal to us.

Thank you.
*If you need to make
Peter Schoomaker further changes to the

Executive Director template, click [Cancel] to l

Pandamonium return to the editor. \
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After you print out the notification letter(s), return to the Contribution Notifications list.

Check the boxes in the Include column for the people who were thanked, and then click File > Set Notification Sent Flag... In my example | set the
flag for 4 contacts.
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«|| <3 Search % Reset | - New |B|E = | L) ¥ [ [[File <[ Edit - | &) | Contribution Notificatn List
@ Write Letter...
! .
Favorites | General |[J"40tﬁr]Eariac:t | Contributi |SQL | Set Motification Sent Flag...
Q9
dg [Ictficaion | Not Sent B
Reason: |dgnure> E|

ions

=8 Edi - | B - i
SE Edit | % Include % Exclude | ) Sort A Format = | 9% Export ¢ Print | BT Pivot |
Contribution Notification List [ 38 records found ]

MNotfy] Dot Ll INotfy] Conti- o . Donor Doror Doy Amount  Not-
Incl IV = Donar Donor  bution Last First After ication
D L et M | Ip | D= Mame Mame Ml | Refunde | Sent
MName MName
80 250 Atkinson Bobbie Mare | 5602 |11/12/2015 || Knstenson Joel H00.00
79 127596 Kristenson Joel 107 6/14/2008 || Aagard Martha B 220.00
78 Walters Judy 5hRR3 672012 695.00

ol =

-
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Click [OK] to proceed.

Warning

i This will set the notification-sent flag for all included contribution
% . notification records in the current list,

|’ Cancel

Click [OK] again once the utility is finished running.

Operation complete - 4 contribution notifications updated.
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That completes the steps in this article. You could go a step further and record a log note in the contact’s record where you can store a copy of the
actual letter that went out.

The related resources below link to a variety of articles and videos related to writing mail-merge letters through your database.

209

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources
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http://www.trailblz.com/kb
http://www.trailblz.com/kb/?action=view&kb=79&cat=1

& TrailBlazer

Organizeeverage. succeed. How to Track Soft Credits Using Contribution Notifications -
Only for Nonprofit Customers

Related Resources

Article: Mail Merge — Write a Letter
Article: Enter Contributions

Article: Inserting Contribution Transactions In Donor Merge Letter

Article: Matching Contributions

Video: Getting Started 106a — Entering Contributions (NON PROFIT ONLY)
Video: Contribution — Employer Match

Video: Getting Started 107 — Writing Contribution Thank You Letters
Video: Write Letter — Edit Letter after Mail Merge

Video: Year End Tax Letter

Video: Thank A Person Once For Multiple Contributions
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https://www.youtube.com/watch?v=lj36El_dj00&index=3&list=PLgwwHL9t2abRFIvVG1FNHbdQYx4Dhpepv
https://www.youtube.com/watch?v=PADSbyUfjZU
https://www.youtube.com/watch?v=MUVSUTciwaU
https://www.youtube.com/watch?v=beuemt0SOD4
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Trail Blazer Live Support

© Phone: 1-866-909-8700 (8 am — 5 pm CT)
® Email: support@trailblz.com

El 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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