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ODUCTION

This user manual is exclusively for employees with reporting
officers for the ease of using DSS (Donor Service Solution).
Following are the modules that are covered under this user
manual:

= DASHBOARD

= NOTIFICATION BAR

= UTILITIES

= CHILD & BENEFICIARY

= EADS(IP & CP)

= MANAGE DONOR

= MANAGE COLLECTIONS

= MANAGE REGULAR DONOR
" TRANSFER & ALLOCATION
= CLAW BACK & COMMISSION
= MIS REPORTS

» PRINTING/DISPATCH

= REMINDERS



DASHBOARD

Dashboard will let you know about several donation collection data that are displayed to
take any action. There are different collection data and activities that are displayed :

Channel Wise Collection (YTD)
Product Wise Collection (YTD)
Pending Activity

Important MIS

Operations

Widgets
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Below is the screenshot of dashboard showing different modules of collection.
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1) Channel Wise Collection (Year-To-Date)

On clicking < button, following screen will get open to display the

Channel wise collection bar graph.
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Here you can see the different Channels through which collections are coming

and this data can be used for distinguishing and where needs improvement.



~ 'this button is used to refresh the data,

| ? this button is used to display collapse table; show below
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2) Product Wise Collection(YTD)

A
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On clicking button, following screen will appear to display the
Product wise collection pie graph.
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Here you can see the different Products through which collections are coming
and this data can be used for distinguish and shows which sector needs

improvement.

Z this button is used to refresh the data,

* 'this button is used to display collapse table; show below
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« Collapse

X Femowve

3) Pending Activity

On clicking < button, following screen will appear to display the
activities that are pending and needs to be complete.

[\ Pending Activity R
Type aty.

’ Receipt Issue 0

» Receipts Send 0

’ Daonation Renewal 0

’ Allocation 762

’ Welcome Letter 597

» Thank You Letter 810



This table shows the activities or tasks (of last 30 days) that are pending and
needs to be completed. For completion of the tasks please click on any of the
events and that link redirects to un-completed task. Fulfill the need to make it
disappear from this table.

~ this button is used to refresh the data,

# 'this button is used to display collapse table; show below

" = L=
~ Collapse

X FRemowve

4) Important MIS

On clicking ' < button, following screen will appear and display the MIS
(Management Information System) and (IP & CP) important tasks that
needs to be showcased to carry on further organization processes.

& Important MIS i) o
# Type

» Collection Ovenview

) Collection Status (IP)

» Collection Status (CF)

’ Reactivation

) Acquisition Productivity

» Donor Retention Analysis

’ 2 Year Active Donor

) 2 Year Active Danor



This table showcase the different types of status, analysis, overview,
productivity of the donated collection and also showcased the Active Donor
base for last 2&3 years.

o this button is used to refresh the data,

# 'this button is used to display collapse table; show below

o = L=
- Collapse

X FRemowve

5) Operations

On clicking < button, following screen will appear, this window
showcase the Today’s collection that are donated through
different organization.

[] Operations P
Operation Donor Collection

| FR-AHEMDABAD 0 2000

| FR-BAHGALORE 0 2000

| FR-DELHI HO 0 10,00
FR-DELHI-1 0 2000

| FR-DELHI-2 0 2000

| FR-JAIPUR 0 2000

| FR-MUMBAI 0 1000

FR-PUNE 0 2000

<



This table shows the no. of donor’s from a particular city and the total amount
of collection that has been collected from all the donor’s of a particular city.

~ 'this button is used to refresh the data,

| ? ‘this button is used to display collapse table; show below

o = &
= Collapse

X Femowve

6) Widgets

This is the widget bar that appears on the top of the dashboard
(shown below)

ACQUISITION ONLINE CAUSE RELATED MARKETING ! (s

‘ M one Donor's MN697 onor's MO Donor's 1 2-00
i Wednesday, e ), 018

‘ $5,091,076.00 $3,662.207.00 {000

| 0 | :

These widgets are used as shortcuts or to get quick info about
the donation’s source, medium of donation, and the amount of
donation.



Remove Widget

FACE 2 FACE @

%617 Donor's

T 3,926,746.00
&

To remove any widget, just click on the ® button,

12:00

Wednesday, June 3, 2015

this widget shows the time, day, date and this widget has
3 small buttons in the bottom.

@ this button redirects to clock page.

. this button redirects to reminder page where you can
add reminders.

. this button redirects to calendar page where you can

add events.



NOTIFICATION BAR

Notification bar is a very significant element of this whole DSS system. It
allows user to quickly navigate through various functions by using
notification bar.

There are various objects included in the notification bar as follows :

.
i
uss.

e Potential Donor

P a—)

e Home
L)

e AddDonor =

T

—

e |Issue Receipt

Trouble Ticket a

e Pending Reminder

e Pending Task

e Pending Sponsor Allotment

e Search Box

e Expand List =

e lLogout



1) HOME

This button g is refer as “Home”” button. On whatever page
you are working on if you press this button it redirects you to
Homepage/Dashboard page.

This button can also be used to reload the dashboard whenever it
is required.

2) Potential Donor

Potential Donor is that individual who is insist to donate some
allowance or services as a donation to the organization, so it is
necessary to make a note of the potential donation persons that
can add up resources in the donation collection.

For adding information and contact details about the potential

.
donors press this button B
. . . .
A new page will open by pressing the button "tofill all the
necessary details of the donor (shown below)
Lead Information
Contact Information General Information
Lead Information
Project Name Select Project Register Date  04-Jun-2015
Lead Type Acquisition . Reminder Date  19-Jun-2015
Donor Title Ws v Lead ID
Company Name Contact Person
Mobile Number Designation

Email ID Contact Number

C t NGO Partners Oxfam Location Match
urren!

Donation Amount
Donation Option

=

—

Fill the details in all the fields and after filling all the fields click on
“Submit” button to finalize and save the information.



3) Add Donor

When an Individual/Organization make a donation, so to input

Py |

the details of the donor press “~ button,

Donor Profle o

DonorRef. 1D Maobile No Add.Crteria2 ~ Operation Al Operation v Ty AlType v
ECS&CrCard  ECSID Cr/Card ID Joining Period ~ From To
Donor Name Location  Counlry Al v State Al ¥
Address Add.Crteria3 ity Al v Product A v
Add.Criteriat ~~ PAN No Fom No Add.Criterisd ~~ EmailID Phone No.
Account No. (For ECS)

g

e After pressing ~ “Add donor” button, the new page
‘“Donor Profile” appears (shown above).

¢ Inthe following page fill all the required fields and then
press the button “Search”. It will search is there is any
duplicate donor profile available.

e If thereis any duplicate profile, then it will show up.

e Otherwise press the “Add Donor” button to register the
new donor (shown below).

DonorlD lame Operation Product Address Location Last Cont, Status Reminder View Receipt Edit

NoResultFound,




4) Issue Receipt

After the donor has made the donation to the organization and
then to finalize that transaction there is need to generate the

donation receipt.

To issue the receipt, click on g button.

Clicking this button will redirect you to page “Donor Search to
Issue Receipt”.

Donor Search to Issue Receipt = Export Data
Donor Ref, D Mobile No. Add. Criteria2 Operation  All Operation v Type Al Type v
ECS & CriCard ECSID Cr/Card ID Joining Period From To
Donor Name Location Country Al v  State Al v
Address Add. Criteria3 City Al v Product Al v
Add. Criteriat PAN No. Form No. Add. Criteriad Email ID Phone No.
Contributions /
DonoriD Name Operation Product Address Location Status Sponsorship Receipt Issue
NCOM95775 MS. VASANTHY SUBRAMANIAM NCO/M ONE TIME DONORS SYNOPSYS, BANGALORE, National ~ PAYING
Mobile No. :984915421, Bangalore / Bengaluru, Karnataka e

India Pin: 560033
Email : ssvaasanthy@gmail.com

Search the donor of whom you want to issue the receipt by
entering the name or id.

After the search is over, the specified donor showed up.
There are two operations that can be done;

To view contribution details,

To issue receipt




5) Trouble Ticket

Any trouble or complain that donor have during their process

of donation or during the transaction process.

Than that complain conversion information will be stored as

Trouble Ticket.

Donor Search

Donor Title Select Title
First Name
Address 1
Country Select Country
ECSID
Vertical All Vertical
Email ID
Form No
Show | 100 entries
SINo. , DonorlD Name Operation ID
NCOR3 TIRLOCHAN ANAND NCO/1

Mobile No. :, 1125440847

Showing 1to 1 of 1 entries

[

By clicking

Donor ID NCOR23
Last Name
Address 2
State Select State

Credit Card ID
Donor Type Al type
Joining Date (F)

PAN Number

Address

AD 30 IST FLOOR TAGORE GARDEN,
New Delhi, Delhi

India Pin: 110027

Email :

Product Type
ONE TIME DONORS

Mobile No
Last
Operation All Operation
City Select State
Phone No
v Product All product
Joining Date (T)
Search
Location Last Cont, Status View Ticket
National NON-
06 PAYING

button, it redirects you to page (shown above).

Enter the details of the donor that has any issue, then click on the

“Search” button to initiate donor search.

Show 100 entries
SINo.  DonorlD Name Operation ID
1. NCO23 TIRLOCHAN ANAND NCOM

Mobile No. 1125440847

Showing 1o 1 of 1 entries

Product Type Address

ONE TIMEDONORS  AD 30 1ST FLOOR TAGORE GARDEN,
New Delhi, Delhi
India Pin: 110027
Email:

Location Last Cont.

National 4,000.00

Search:

Status
NON-

6 PAYING

View Ticket

= ExportData

Trouble Ticket

Trouble Ticket

Previous n Next



To view details of the ticket

To add the ticket

By pressing the button , this will redirects you to new page to
add new ticket (shown below).

Trouble Ticket

Donor Information Trouble Ticket Information

Trouble Ticket Information

Query Date 04-Jun-2015

Medium of Query * Select Medium
Query Reason * Select Query Reason
Replied Date

If any Other Reason

Fill up all the fields with the given information and press “Submit”
button to finalize the ticket.



6) Pending Task

2
By clicking on this icon , the pending task list will show
up.

= Tasks

Phasellus augue arcu, elementum
[ U . CEE—.SCe—" |

Aenean ac cursus

Lorem ipsum dolor
[S— R W W W W E— w—

Cras suscipit ac quam at tincidunt.
E______________________________________________________________________________________}

This list displays all tasks that are active and need to be
completed. It displays the name, date and percentage of the
completion of the task.

After the task gets completed it will automatically disappear
from the notification.



7) Pending Reminder

By clicking on this icon , the pending reminder list will

show up.

= Reminder

General

This list display all reminder that are active and need to be
completed. The reminder that you have set for doing particular
tasks are showed here.

After the reminder is attended, it will automatically disappear
from the notification.



8) Pending Sponsor Allotment

By clicking on this icon , the pending sponsor allotment

list will show up.

®, Activity [ 4new |

John Doe
Praesent placerat tellus id augue condimentum

{

Dmitry Ivaniuk
Donec risus sapien, sagittis et magna quis

Nadia Ali
Mauris vel eros ut nunc rhoncus cursus sed

Darth Vader
| want my money back!

This list display all activities that are active and need to be
completed. The activities and comments that are allotted by
sponsor are showed here.

After the activities is attended, it will automatically disappear
from the notification.



9) Search Box

This is the search box (shown below), used to search
the information that is stored in the DSS application
system.

10) Logout

To logout from the account press icon.
It will show two sub-categories options :
e Lock Screen

e Sign Out

8 Lock Screen

(% Sign Out

e Lock screen will lock your screen and only after
entering the password you will able to sign in again.
¢ Sign Out option will redirects you to log in start page.



UTILITIES

Utilities consist of three sub-categories modules :

e User Login
e User List
e Master

B Master

= User Login

Click on Utilities<<User Login to access the option.

& UserLogin

New users can be created through this option, after clicking
on the “User Login”’ option new page will load.



First click on “User Information’’ tab.
Enter all the details of user and then click “next” button.

User Login viix
User Information User Role
User Information
Operation Name  Select Operation Name b4 User ID
First Name Last Name
Contact No Fax No
Email ID User Type Other E

In “User Role” select the appropriate options to finalize the
process.

User Login v )( %

User Information
User Role
Operation
FR-PUNE FR-DELHI-1 FR-DELHI-2 FR-AHEMDABAD
FR-BANGALORE FR-JAIPUR FR-DELHI HO FR-MUMBAI
Vertical
AFFILIATE CORPORATE INDIVIDUAL CORPORATE PARTNERSHIP INDIVIDUAL
INSTITUTION TRUST
Donor Type
AFFILIATE CORPORATIONS FOUNDATIONS/TRUSTS GENERAL (1 TO 6000)
HNI PLATINUM (75001
GENERAL DONATION GOVERNMENT HNI GOLD (50001 TO 75000) L ELATINGM 2500170

150000)

Click on “Submit” button to save and create a new user.



= User List

Select this option to view the list of no. of users created.

After clicking on this option the list of the users will show up
(shown below).

User List 0 v %

Show 100 E entries Search:

SiNo. , UserlD User Name Email ID Operation Login Status Reset Password Edit
2 JagritiMishra Jagriti Mishra subodh@oxfamindia.org Neon v ) ¢
3. admin Admin NCON f ) ¢
4 asdsad assad sadsa adas AMHIT 9 ) /
5. avinashbansal Avinash Bansal avinashb@oxfamindia.org NCon v ) /
6. fareenakhan Fareena Khan fareena@oxfamindia.org NCON v ) y,
[ nehakaushik Neha kaushik nehak@oxfamindia.org NCON v ) ¢
8 poojaaeron Pooja Aeron pooja@oxfamindia.org NCON 9 Y
9 finasoni Rina Soni rina@oxfamindia.org NCON v ) ¢
10. rohitkaushik Rohit Kaushik rohit@oxfamindia.org NCON v ) ¢



= Master

Master is an entity that is created one —time and it is utilized
again and again wherever there is required.

B waster

There are 20 sub-categories modules in the Master directory,




i. Country

Click on “Country” option to access the “Add Country” page.

Add Country B)(x
Country Name
Country Code
Fill all the required details in the form and after
finalizing click on “Submit” button.
To view the list of countries click “View List”’ button.
ii. State
Click on “State” option to access the “Add State” page.
Add State B x
State Name
State Code
Country Name
Select Country Name al

Fill all the required details in the form and after
finalizing click on “Submit” button.

To view the list of states click “View List” button.




ii.  City
Click on “City” option to access the “Add City” page.

Add City =)(x

City Name
City Code

State Name

Select State Name i

Country Name

Select Country Name M

View List Clear Form Hide prompts Submit

Fill all the required details in the form and after
finalizing click on “Submit” button.

To view the list of cities click “View List”’ button.

iv. Pin/Zip
Click on “Pin/Zip” option to access the “Add Pin/Zip” page.

Add Pin/Zip 2)(x

PiniZip

City Name

Select City Name -

State Name

Select State Name R

Country Name

Select Country Name i

View List Clear Form Hide prompts Submit




Fill all the required details in the form and after
finalizing click on “Submit” button.

To view the list of Pin/Zip code click “View List”
button.

Financial year
Click on “Financial year” option to access the “Add

Financial year” page.

(|
x

Add Financial Year
Year D
Start Date
End Date
Opening Prior 35AC
Max Limit 35AC
Opening Prior 80G
Max Limit 80G

Closing  NO

Clear Fom Hide prompts ~ Submit

Fill all the required details in the form and after
finalizing click on “Submit” button.

To view the list of Financial year click “View List”
button.



Vi.

Operation

Click on “Operation” option to access the “Add Operation”

page.

Add Operation
Type
Operation ID
Operation Prefix
SPS Code
Operation Name
Operation Head
Address
PiniZip Code
City Name
State Name

Country Name

Mobile No.

Phone No. 1

Elx
FR Office M
Select City Name %
Select State Name v
Select Country Name 2

Fill all the required details in the form and after finalizing
click on “Submit” button.

To view the list of Operations click “View List” button.



vii. Vertical
Click on “Vertical” option to access the “Add Vertical” page.

Add Vertical X

Vertical Name

Clear Form Hide prompts Submit

Fill all the required details in the form and after finalizing
click on “Submit” button.
To view the list of Vertical click “View List” button.

viii. Donor Type
Click on “Donor Type” option to access the “Add Donor

Type’ page.
Donor Type

Vertical Name

Select Vertical Name

View List Clear Form Hide prompts ~ Submit

Fill all the required details in the form and after finalizing
click on “Submit” button.
To view the list of Donor Type click “View List” button.




iXx. Product

Click on “Product” option to access the “Add Product’
page.

Add Product
Product Type
Comitted One Time

Product Name
Tax Exemption

Allow 35AC & 80G

Donation Amount

Fill all the required details in the form and after finalizing

click on “Submit” button.

To view the list of Product click “View List”’ button.

X. Purpose

Click on “Purpose” option to access the “Add Purpose” page.

Add Purpose

i
x

Purpose Name

Tax Exemption

Select Type

Donation Amount

View List Clear Form Hide prompts Submit

Fill all the required details in the form and after finalizing
click on “Submit” button.

To view the list of Purpose click “View List” button.



xi. Channel

Click on “Channel” option to access the “Add Channel’
page.

Add Channel

Name

Description

View List Clear Form Hide prompts Submit

Fill all the required details in the form and after finalizing
click on “Submit” button.

To view the list of Channel click “View List”’ button.

xii.  Mailing List
Click on “Mailing List” to access the “Add Mailing List” page.
Add Mailing List

Mailing Name

Mailing Sequence

V(AN Clear Form Hide prompts ~ Submit

Fill all the required details in the form and after finalizing
click on “Submit” button.

To view the list of Mailing List click “View List” button.




xiii. ~Campaign Code
Click on “Campaign Code’
Campaign” page.

Add Campaign
Vertical Select Vertical Name
Channel Select Channel Name
Mailing Option Select Mailing Name
External Agency Select Agency Name
Initial Code
Year Select Year
Sequence
List Code
Communication

Campaign Code

option to access the “Add

- Description
- Description
Description
Description
Description

Fill all the required details in the form and after finalizing

click on “Submit” button.

To view the list of Campaign click “View List” button.

Xiv.  Group

Click on “Group” option to access the “Add Group” page.

Add Group

Group Name
Group Code

Group Type

Corporate

Clear Form

x

Hide prompts Submit

v

Hide prompts Submit

Fill all the required details in the form and after finalizing

click on “Submit” button.

To view the list of Group click “View List” button.



XV.

XVi.

Currency
Click on “Currency” option to access the “Add Currency” page.

Add Currency

Currency Code

Description

View List Clear Form Hide prompts Submit

Fill all the required details in the form and after finalizing
click on “Submit” button.

To view the list of Currency click “View List” button.

External Agency

Click on “External Agency” option to access the “Add ECS
Agency” page.

Add ECS Agency

Agency Code
Agency Name

Billing

Realised H
View List Clear Form Hide prompts Submit

Fill all the required details in the form and after finalizing
click on “Submit” button.

To view the list of ECS Agency click “View List” button.




xvii.  Fund Raiser

Click on “Fund Raiser” option to access the “Add Fund Raiser”

page.

Add Fund Raiser
Code *
First Name *
Last Name *
Designation *
Mobile No. *

Email Id*

Clear Form

Pin/Zip Code *

Address 1*

Address 2

City Name

State Name

Country Name

Select City Name
Select State Name

Select Country Name

Fill all the required details in the form and after finalizing

click on “Submit” button.

To view the list of Fund Raiser click “View List”’ button.

xviii.  External Bank
Click on “External Bank” option to access the “Add External

Bank” page.

Add External Bank
Bank Name
MICR Code
Branch Name
City Name
State Name

Country Name

Clear Form

Select City Name

Select State Name

Select Country Name

Hide prompts Submit

Fill all the required details in the form and after finalizing

click on “Submit” button.

To view list of External Bank click “View List” button.




xix. 1P Monthly Plan
Click on “IP Monthly Plan” option to access the “Add IP
Monthly Plan” page.

Add IP Monthly Plan
Year Select Year bd Operation Select Operation Name
Jan 0.00
Feb 0.00
Mar 0.00
Apr 0.00
May 0.00
Jun 0.00
Jul 0.00
Aug 0.00
Sep 0.00
Oct 0.00
Nov 0.00

Dec 0.00

Fill all the required details in the form and after finalizing
click on “Submit” button. To view the list of IP Monthly
Plan click “View List” button.

xX. CP Monthly Plan
Click on “CP Monthly Plan” option to access the “Add CP
Monthly Plan’ page.

Add CP Monthly Plan
Year Select Year x Operation Select Operation Name
Jan 0.00
Feb 0.00
Mar 0.00
Apr 000
May  0.00
Jun 0.00
Jul 0.00
Aug  0.00
Sep 0.00
Oct 0.00
Nov 0.00

Dec 0.00

Fill all the required details in the form and after finalizing
click on “Submit” button. To view the list of CP Monthly
Plan click “View List” button.



CHILD & BENEFICIARY

Child & Beneficiary includes the managing, caring and reporting
the progress of child as per required.
There are nine sub-categories modules in Child & Beneficiary:

Manage Facilities
House

Child

Progress
Allotment
Upload

Reports

Facility Reports
Printing

Manage Facilities

House

Child

Progress

Allotment

Upload

; Reports
Facility Reports

‘l Printing




1) Manage Facilities
There are two sub-categories modules in Manage Facilities:

e Activity
e 2015 Activity Photo

B Activity

# Manage Facilifies

Eal 2015 Activity Photo

Activity

To add the Facility Activity fill all the required details in the “Add
Facilities Activity” page.

Then press “Submit” button to finalize the process.

Add Facilities Activity =\(x
Proect  Select Project Name v Photograph 1
Actiy Name Photograph 2
Activity Date

Details

Clear Form Hide pompts ~ Submit




2015 Activity Photo

To add the Facility Photograph fill all the required details in the
“Add Facilities Photograph” page.

Then press “Submit” button to finalize the process.

Add Facilities Photograph E ¥
YerD 013 ’ Photograph
Proect  Select Project Name v Phatograph 2
Title Photograpn 1
Title Photograph 1

(lear Form Hideprompts ~ Submit

2) House
There are three sub-categories modules in House:
e Profile
o Activity
o Allot FHS

E Profile

B Acvily

& AlotFHS




Profile

To add new House, fill all the required details in the “Add House”
page.

Then press “Submit” button to finalize the process.

Add House 2 x
Project  Select Project Name v House ID
House Name House Head
Stay Capacity Care Taker
Start Date Close Date
Profie Photograph
Z

Activity

To add new facility House activity, fill all the required details in
the “Add Facilities House Activity” page.

Then press “Submit” button to finalize the process.

Add Facilities House Activity Ex

Project | Fauillies St Project Name *  FouselD  GafctHouse protogapn1 10052 Fle ACHCLIE
Activity Name T PRy No fle chosen

Activity Date

Details

ClearFom Hide prompts ~ Submit




Allot FHS

Fill all the required details in the “Family Home Sponsorship

Allotment” page.

Then press “Search” button to initialize the search process.

Then the search result record show three operations :

Click to view alloted FHS details.

E] Click to allot Family Home Sponsorship.

Click to Unlink Family Home Sponsorship.

Family Home Sponsorship Allotment

Project  Facitis  Select Project Name ™~ HouselD  SelectH

Show 10 enfries

§INo. House D House Name Project Name House Head

1. 1 TEST FR-BANGALORE A

Shawing 1to 1 of 1 entries

Extra Search

Care Taker

§

Name

Stay Capacity
10

View

Stafus Al

Search:

o AlotFHS Uniink

Previous n Next



3) Child
There are two sub-categories modules in Child:

e Child Profile
e Beneficiary Profile

& Chid [2 Chid Profile

B Beneficiary Profil

Child Profile

Fill all the required fields in the “Child List” page and then press
“Search” button to view the details of specified child. This tab is used
to view the Child wise list.

Child ~ ~ Child ID KDI 1D Additional Info  ~ Sponsorship Al Stay Al
Reference
Date of Admit  From To
Child Info Nama Sex  Select Gen
Date of Birth From To

Project  Faciliies  SelectName »  HouselD  Selectt

Click this button to add new Child.




Beneficiary Profile

Fill all the required fields in the “Beneficiary List” page and then
press “Search” button to view the details of specified beneficiary.

Beneficiary List © AddNew

Beneficiary ID D.O.A From To

Beneficiary Info Name Sex Select Gen Date of Birth From To

Project Select Project Name -

Click this button to add new beneficiary.

4) Progress

There are two sub-categories modules in Child:

e Child Profile
e Beneficiary Profile

Child

Export Progress Format

|
1
|
‘ Import Progress Data

Beneficiary




Child

Fill all the required fields in the “Child List” page and then press
“Search” button to view the details of specified child. This tab is used
to view the Child wise list.

Child List Q Searth

Child Reference Child ID KDIID Additional Info Sponsorship Al Stay Al
Child Info Name Sex  Select Gender Date of Admit From To
Project Faciites  SelectName ~  HouselD  Select House Date of Birth From To
Q Search
Show = 10 entries Search:
SINo. , ChildID Child Name Gender Date of Birth Date of Admission Project Name House D Add Progress View
1. 4 SIRISHA PERLA M 03-May-1980 11-May-2015 FR-BANGALORE 1
2 5 KKUMARAN M 07-Apr-1995 11-May-2015 FR-BANGALORE 1
Showing 1to 2 of 2 entries Pravious Next

Click this button to add Progress.

Click this button to view Child Progress.



Export Progress Format

Fill all the required fields in the “Export Child Progress Information”
page and then press “Export To Ms-Excel” button to export the child
progress Information.

Export Child Progress Information

Facility Name * House ID:

Select Facility Name v All House

Year * 5015

* Required Field & Export To Ms-Excel

[Import Progress Data

Fill all the required fields and choose the required file in the “Upload
Progress File” tab in “Upload Progress File (.csv Format)” page. Then
press “Upload File” button to finalize the uploading process.

Upload Progress File (.csv Format) X

VOLEL R OVCETIEN  Import Progress Data

Facility Name * Uploaded File

Select Name Select File Name

Progress File * Choose File  Na file chosen
(file format except only .csv)

Note: Remove first row of every file, before upload child progress
information.

# Required Field Upload File  © Delete File




Fill all the required fields and choose the required file in the “Import
Progress Data” tab in “Upload Progress File (.csv Format)” page. Then
press “Import Data” button to finalize the importing process.

Upload Progress File (.csv Format) X

Upload Progress File Il (ke

Year* Progress File *

2015 Select File Name

# Required Field

Import Data

Beneficiary

Fill all the required fields in “Beneficiary List” page. Then press
“Search” button to initialize the searching process.

Beneficiary List = Export Data
Project  Facilty ~ Select Facility Name ~ ~ Beneficiary ID Date of Admit ~ From To
ChildInfo ~ Beneficiary Name Sex  AIG Date of Bith ~~ From To

This will show the beneficiary wise list.




5) Allotment

There are two sub-categories modules in Allotment:

e Individual Partner
e (Corporate Partner

& Individual Partnet

ﬁ Corporate Partnet

Individual Partner

Fill all the required fields in the “Sponsor Allotment-IP” page and
then press “Search” button to view the detailed list of specified
Individual Sponsor Allotment.

Sponsor Allotment - IP

© Add New = Export Data
Donor Project  All Project ~ Donor ID Child Project All Project
FR-BANGALORE
Reference
State All State
ANDAMAN AND NIKOBAR ISLANDS (U.T)) "
ANDHRA PRADESH Child il Sex Al
ARUNACHAL PRADESH
...... e Reference
Date of Joining From To

Child Age Al

Click this button to add new profile.



Corporate Partner

Fill all the required fields in the “Sponsor Allotment-CP” page and
then press “Search” button to view the detailed list of specified
Corporate Sponsor Allotment.

Sponsor Allotment - CP

© Add New = Export Data
Donor Project  All Project ¥ Donor ID Child Project All Project
FR-BANGALCRE
Reference
State All State
ANDAMAN AND NIKOBAR ISLANDS (U.T.) .
ANDHRA PRADESH Child 8 Sex Al
ARUNACHAL PRADESH
,,,,,, e Reference
Date of Joining From To

Child Age All

Click this button to add new profile.

6) Upload
There are two sub-categories modules in Upload:

e FPS Data
e SPS Data

» FSPData

p SPSData




FSP DATA

Fill all the required fields and choose the required file to upload in
the “Upload FSP Data” page. Then press “Upload File” button to
finalize the uploading the file process and press “Upload FSP Data”
to upload the FSP Data.

Upload FSP Data X

Date of Upload FSP File Name Select File Name

FSP File (only (OILSISTER No file chosen

.csv file)

Delete File Upload FSP Data Upload File

SPS DATA

Fill all the required fields and choose the required file to upload in
the “Upload SPS Data” page. Then press “Upload File” button to
finalize the uploading the file process and press “Upload SPS Data”
to upload the SPS Data.

Upload SPS Data X

Date of Upload SPS FileName  Select File Name

$PS File (only csv file Choose File [REITRI0ER

Delete File Upload SPS Data ~ Upload File




7) Reports

There are sixteen sub-categories modules in Reports as
follows:

House Wise [ r—

Child with Sponsor

Child without Sponsor
Sponsor with Children
Sponsor without Children
Sponsor List (in Ms-Excel)
International Sponsor List
Sponsorship Count
Corporate Sponsor List

Departure Child List




Project Wise Child

Fill all the required fields in the “Project Wise Child” page and then
press “Search” button to view the details of specified child. This tab
is used to view the project wise child list.

Project Wise Child

Project Name All Project Additional Info Sponsorship Al Stay Al
FR-BANGALORE
Date of Admit  From To
Childinfo  Child Type  Without Departun ~ Gender Al Dateof Birth ~~ From To
Child Availability

Fill all the required fields in the “Project Wise Child Sponsorship
Availability” page and then press “Search” button to view the details
of specified project wise child. This tab is used to view the project
wise child sponsorship availability list.

Project wise Child Sponsorship Availability

Project Name All Project Additional Info Sponsorship Al Stay Al
FR-BANGALORE
Date of Admit From To
Child Info Child Type  Without Departun~ Gender Al Date of Birth From To

Sponsorship NoofSponsor Al ~  ChidAge Al



Consolidated Child Availability

Fill all the required fields in the “Consolidated Child Sponsorship
Availability” page and then press “Search” button to view the details
of specified child. This tab is used to view the consolidated child
sponsorship availability list.

Consolidated Child Sponsorship Availability

Project Name All Project Date of Admit From To
FR-BANGALORE
Date of Birth From To
Child Info Child Type  Without Departun -~ Gender Al No of Sponsor All v

Donor Service MS

Fill all the required fields in the “Donor Service MIS” page and then
press “Search” button to view the details of specified record. This tab
is used to view the Donor Service Management Information System
list.

Donor Service MIS

ProjectName Al Project Period  Month Al Months  +  Year 2015 -
FR-BANGALORE



Child Allotment History

Fill all the required fields in the “Sponsorship Allotment History”
page and then press “Search” button to view the details of specified
sponsorship allotment history record. This tab is used to view the
sponsorship allotment list.

Sponsorship Allotment History

ProjectName Al Project Period  From To
FR-BANGALCRE
House Wise Child

Fill all the required fields in the “House Wise Child” page and then
press “Search” button to view the details of specified House wise
child record. This tab is used to view the house wise child list.

House Wise Child
Project Faciiies  SelectName *  House D Selectt Additional Info Sponsorship Al Stay Al

ChildInfo  Child Type ~ Without Departure ~ Sex Al Date of Admit = From To

Dateof Bith  From To



House Wise Progress

Fill all the required fields in the “House Wise Child Progress” page
and then press “Search” button to view the details of specified house
wise child. This tab is used to view House Wise Child Progress list.

House Wise Child Progress

Project  Faciliies  SeleciName ~ ~ HouselD  Select} ChildInfo  ~ Child Type Without Departun ~ Gender Al

Child with Sponsor

Fill all the required fields in the “Child with Sponsor” page and then
press “Search” button to view the details of specified child wise
sponsor record. This tab is used to view the Child with Sponsor list.

Child with Sponsor

ProjectName Al Project Additional Infe ~ Sponsorship Al Stay Al
FR-BANGALORE
Date of Admit From To
Childinfo ~ ChildType  WihoutDeparun ~ Gender Al Date of Birth  From To

Sponsorship Al Date of Depart From To



Child without Sponsor

Fill all the required fields in the “Child without Sponsor” page and
then press “Search” button to view the details of specified child
without sponsor record. This tab is used to view the Child without
Sponsor list.

Child without Sponsor

ProjectName Al Project Additional Info ~ Sponsorship Al Stay Al
FR-BANGALORE
Date of Admit  From To
Chidinfo ~ ChidType  Without Departur ~ Gender Al Dateof Birth  From To

Sponsor with Children

Fill all the required fields in the “Sponsor with Child” page and then
press “Search” button to view the details of specified Sponsor with
Child record. This tab is used to view the Sponsor with Child list.

Sponsor with Children

Project Name All Project Campaign Code All Campaign
FR-BANGALORE HD151130TX
MD152130N1
TD153120TY

Location Info Country  All v  State Al v Add. Criteria 1 Vertical Al Channel  All Channel

City Name All - Add. Criteria 2 Product Al Donor Type All
Joining From To Purpose All Purpose

EDUCATION

GENERAL DONATION
Donor ID HEALTH

HIAARITADIARL AKID AAD



Sponsor without Children

Fill all the required fields in the “Sponsor without Child” page and
then press “Search” button to view the details of specified Sponsor
without Child record. This tab is used to view the Sponsor without

Child list.

Sponsor without Children

All Project
FR-BANGALORE

Project Name

Location Info Country Al
City Name All
Joining From

Doner ID

-

State

To

Sponsor List (in Ms-Excel)

All

Campaign Code

Add. Criteria 1

Add. Criteria 2

Purpose

All Campaign
HD151130TX
MD152130N1
TD153120TY

nnnnnnnnnn .

Vertical All Channel All Channel

Product Al Donor Type Al

All Purpose
EDUCATION
GENERAL DONATION
HEALTH

AARITANIAKL ARID AAD

Fill all the required fields in the “Sponsor List” page and then press
“Search” button to view the details of specified Sponsor list. This tab
is used to view the Sponsor list in Ms-Excel.

Sponsor List

All Project
FR-BANGALORE

Project Name

Location Info Country Al
City Name All
Joining From
Generate As With Child

-

State

To

All

Campaign Code

Add. Criteria 1

Add. Criteria 2

Purpose

All Campaign
HD151130TX
MD152130N1
TD153120TY

ARAraanamsd

Vertical All Channel All Channel

Product Al Donor Type Al

All Purpose
EDUCATION
GENERAL DONATION
HEALTH

TADIARL AN NND



International Sponsor List

Fill all the required fields in the “International Sponsor” page and
then press “Search” button to view the details of specified
International Sponsor record. This tab is used to view the
International Sponsor list.

International Sponsor

ProjectName  All Project Additional Info~ Sponser ID Child 1D
FR-BANGALCRE

Sponsorship Count

Fill all the required fields in the “Project Wise Child Sponsorship
Count” page and then press “Search” button to view the details of
specified Project wise sponsorship count record. This tab is used to
view the Project wise Child sponsorship count list.

Project Wise Child Sponsorship Count
ProjectName Al Project Additional Info ~ Sponsorship Al Say Al
FR-BANGALORE

Dateof Admit  From To

Chidinfo ~ ChildTypa  Wihout Departur ~ Gender Al Dateof Birth  From To



Corporate Sponsor List

Fill all the required fields in the “Corporate Sponsor” page and then
press “Search” button to view the details of Corporate Sponsor
record. This tab is used to view the Corporate Sponsor list.

Corporate Sponsor

Project Name All Project Campaign Code All Campaign
FR-BANGALORE HD151130TX
MD152130N1
TD153120TY
Location Info Country Al *  State All - Add. Criteria 1 Vertical Al Channel Al Channel
City Name All - Add. Criteria 2 Product Al Donor Type Al
Joining From To Purpose All Purpose
EDUCATION
GENERAL DONATION
Donor ID HEALTH
LIILAARIITA DI AR AMP RO
Departure Child List

Fill all the required fields in the “Departure Children” page and then
press “Search” button to view the details of Departure Child record.
This tab is used to view the Departure Child list.

Departure Children
ProjectName Al Project Additional Ifo ~ Sponsorship Al Stay Al
FR-BANGALORE

Date of Admit ~~ From To

Childinfo ~ Child Type  Only Departure ~ Gender Al Dateof Birth ~ From To



8) Facility Reports

Activity List

® Facility Reports

Activity List

Fill all the required fields in the “Activity” page and then press
“Search” button to view the details of Activity record. This tab is
used to view the Activity list.

Activity
ProjectName Al Project v Period From To

Activity Title

9) Printing
There are six sub-categories modules in Reports as follows:

Child Profile

Child Progress
Beneficiary Progress
Child Sponsor Letter
Child Departure Letter
Child Sponsor Labels



Child Profile

Ch”d Pl'ogress

Beneficiary Progress

Child Sponsor Letter

Child Departure Letter

Child Sponsor Labels

Child Profile

Fill all the required fields in the “Child Profile” page and then press
“Search” button to view the details of Child Profile record.

Child Profile
Project Name All Project Additional Info Sponsorship Al Stay Al
FR-BANGALORE
Date of Admit From To
ChildInfo  Child Type  Without Departun ~ Gender Al Dateof Birth  From To

ChildName  All Children - Child ID




Child Progress

Fill all the required fields in the “Child Progress” page and then press

“Search” button to view the details of Child Progress record.

Child Progress
Project Name All Project
FR-BANGALORE
Child Info Child Type Without Departur: Gender

Child Name All Children

Child ID

Beneficiary Progress

All

Additional Info

Date of Admit

Date of Birth

Progress

Period

Sponsorship All

From

From

From

Stay All

To

To

To

Fill all the required fields in the “Beneficiary Progress” page and then
press “Search” button to view the details of Beneficiary Progress

record.

Beneficiary Progress

Project Name All Project
FR-BANGALORE

Beneficiary Info Type  Without Departure Gender

Beneficiary Name All Beneﬂciary

Al

Date of Admit

Date of Birth

Progress
Period

Beneficiary ID

From

From

From

To

To

To



Child Sponsor Letter

Fill all the required fields in the “Child Sponsorship Letter” page and
then press “Search” button to view the details of Child Sponsorship
Letter.

Child Sponsorship Letter

Project Name All Project Additional Info Sponsorship All Stay All
FR-BANGALORE
Date of Admit From To
Child Info Child Type  Without Departur~ Gender Al Date of Birth From To
Child Name All Children - Alloted Period From To
Child ID Deoner ID

Shorted By Child wise

Child Departure Letter

Fill all the required fields in the “Child Departure Letter” page and
then press “Search” button to view the details of Child Departure
Letter.

Child Departure Letter

Project Name All Project Additional Info Sponsorship Al Stay Al
FR-BANGALORE

Departure From To

Period

Child Info Child Type  Without Departun ~ Gender Al
Date of Birth From To
Child Name  All Children M
Doner ID

Child ID



Child Sponsor Labels

Fill all the required fields in the “Sponsorship Labels” page and then
press “Search” button to view the details of Child Sponsor Labels.

Sponsorship Labels

Project Name All Project
FR-AHEMDABAD
FR-BANGALORE
FR-DELHI HO

Location Info Country Al
City Name All

Joining From

Doner ID

Donor Status Paying

-

State

To

All

D

Campaign Code

Add. Criteria 1

Add. Criteria 2

Purpose

All Campaign
HD151130TX
MD152130N1
TD153120TY

Vertical All

Product All

All Purpose
EDUCATION

Channel

Donor Type

GENERAL DONATION

HEALTH

HIRAARITADIARL AR

N ARD

All Channel

All




LEADS(IP & CP)

Leads (Individual Partner & Corporate Partner)
There are four sub-categories modules in Leads:

Lead Target
Prospect Donor
Lead Follow up
Productivity

As shown below.

Lead Target

Prospect Donor

Lead Follow up

Productivity




1) Lead Target

Fill all the required details in the “Lead Target” page and
then press the “Submit” button to finalize the submission

process of the required data.

Lead Target
Project Name Select Project

Month Month

Acquisition Target

No. of contacts

No of significant proposals

Retention Target

No. of contacts

No of significant proposals

User Name

Year

No of meetings/interactions

Sign-ons

No. of meetings/interactions

Sign-ons

All User

Year

2) Prospect Donor

Prospect Donor

Prospect Donor includes three sub-categories modules:

e New Lead
e Lead List
e Upload

B NewLead

f&l Lead List

§ Upload




NEW Lead

Press “New Lead” option from the drop menu, this will redirects you to

“Lead Information” Page.

Fill all the fields in the Lead information page, after filling press “Next”

button to pursue to Contact Information page.

Lead Information

Lead Information Contact Information General Information

Lead Information

Project Name
Lead Type

Donor Title

Donor Name

Company Name
Mobile Number

Email ID

Current NGO Partners

Donation Option

Select Project

Acquisition

M/s.

hd Register Date
- Reminder Date

m Lead ID

Contact Person
Designation

Contact Number
Oxfam Location Match

Donation Amount

06-Jun-2015

21-Jun-2015

Fill all the fields in the Contact information page, after filling press “Next”
button to pursue to General Information page.

Lead Information

Lead Information  EEGCIEWLGINEGIIM  General Information

Contact Information
Head Office Address
Address

Pin Code
Mobile Number

E-mail

Office Address

Office Name

Fill all the fields in the General information page, after filling press

City Name

State Name *

Country Name *

Fax Number

Phone Number

City Name

“Submit” button to finalize the process and save it.

Select City
Select State

Select Country

Select City



Lead Information

Lead Information Contact Information General Information

General Information

Industry Sector Select
Company Chairman
Head Office Address
No. of Branches
CSR Thematic Area
Volunteering Details

Next Step

LEAD LIST

Company Chief

Executive

Branch Office Address

No. of Employees

CSR Spend Range

Visit Details

Remark

Press “Lead List” option from the drop menu, this will redirects you to

‘“Lead Search” Page.

Lead Search

Donor Title M/s.

Lead Name

First

Company

Name
Address 1
Country Select Country

Email ID

Entry Period

From Date

lead ID

Last

Contact

Person

Address 2

E‘ State

Phone No

To Date

Select State E

All Project

Select State

= Export Data

Fill all the fields in the “Lead Search” page for finding the required lead,
after filling all fields press “Search” button. The specified Lead will show
up, then the information of the Lead can be downloaded in the required

format.



UPLOAD LEADS

Press “Upload” option from the drop menu, this will redirects you to
‘““Upload Leads” Page.

Upload Leads

Upload Lead File Import Data

Upload Lead File

Lead Upload Date 08-Jun-2015
NewLeadFile | ChooseFile |Nofie chosen Uploaded Lead File  Select File Name
file format excepy only csv Delete File Upload File
Do you want to file format click here

There will be two tabs “Upload Lead File” & “Import data”.

In “Upload Lead File” option, enter the date, choose file that needs to
upload and then select file name that needs to be deleted.

Then delete that existed file and upload new file.

Upload Leads v (%
Upload Lead File
Import Data
Register Date 08-Jun-2015 Year ID 2015
Project Name FR-DELHIHO Lead Type Acquisition
Lead File Select File Name

Import Data

In “Import data” option, select register date, project name, Year Id, Lead
type and File.

Then press “Import data” button.




Lead Follow up

Fill all the fields in the “Lead Follow up” page for finding the
required lead, after filling all fields press “Search” button.

The specified Lead will show up, then the information of the Lead
can be downloaded in the required format.

Lead Follow up

Project Al Project A CityName  Select City A StateName  Select State
Entry Period
From Date To Date Country Name Select Country
Reminder Period
From Date To Date Status Al

Fill all the required fields in the “CFR Term Productivity” page, after
filling all fields press “Search” button.

The specified record will show up, then the information of the Lead
can be downloaded in the required format.

CFR Term Productivity
Project
Nothing selected
Month
All
Year
2015
User Name

All User




MANAGE DONOR

Different utilities of donor can be managed through ‘“Manage
donor” option.

There are four modules in the Manage Donor option:

= Profile

= Group Assign
" Trouble Ticket
= Reports

Profile

Group Assign

Trouble Ticket

Reports




1) Donor Profile

When an Individual/Organization makes a donation, so the
details of the donor saved for further processing as records.

Donor Profile

Donor Ref. 1D Mobile No.
ECS & CriCard ECSID Cr/Card ID
Donor Name
Address
Add. Criteriat PAN No. Form No.

Account No. (For

ECS)

Add. Criteria2

Joining Period

Location

Add. Criteria3

Add. Criteriad

= Export Data

Operation Al Operation ~ ~ Type Al Type ~

From

Country Al

City Al

Email ID

To

v State Al b
v Product Al v
Phone No.

e After pressing “Profile” button, the new page “Donor

Profile” appears (shown above).

¢ Inthe following page fill all the required fields and then
press the button “Search”. It will search specified donor

profile available.

Donor Profile

DonorlD Name Operation Product
NCO/23 TIRLOCHAN NCO/1  ONETIME
ANAND DONORS
Mobile No.
- 1125440847

Address

GARDEN,

New Delhi, Delhi
India Pin: 110027

Email :

Location LastCont. Status

AD 30IST FLOOR TAGORE  National 4,000.00 ~ NON-

16.11.2006 PAYING
Click for
reasons

= Export Data
Reminder View Receipt Edit

After searching the specified record that data can be converted and saved
into different file formats by pressing “Export Data” button.
“Print reminder letter”’, “Issue new receipt”, ’View contribution details”,
and “Edit donor’s profile” these functions can also performed through

donor profile record.



2) Group Assign

Press “Group Assign” option to view the group in which a donor
assigned and to assign the donor to a particular group.

Donor Profile
DonorRef. D
ECS & Cr/Card ECSID
Donor Name
Address
Add. Criteria1 ~ PAN No.

DonorlD  Name

NCO/23  TIRLOCHAN ANAND
Mobile No. : 1125440847

Operation
NCON

Mobile No.

Cr/Card ID

Form No.

Product

ONE TIME DONORS

Add. Criteria2 ~~ Operation

Joining Period  From
Location

Add.Criteria3  City Al

Add. Criteriad ~ Email ID

Address

AD 301ST FLOOR TAGORE GARDEN,
New Delhi, Delhi

India Pin: 110027

Email:

Country Al

All Operation ~

v

Location

National

To

State

Product

Phone No.

View Group

Click this button to display the assigned group of donor.

Click this button to assigned the group to new donor.

Type

= Export Data

Al Type ¥

Al %

Al x

Add To Group



3) Trouble Ticket

Any trouble or complain that donor have during their process
of donation or during the transaction process.

Than that complain conversion information will be stored as
Trouble Ticket.

* Group Assign

& Trouble Ticket 4+ Add Ticket

& Reports & Report

Trouble Ticket has two sub-categories:
= Add Ticket
= Report



ADD TICKET

Donor Search = ExportData
Donor Title Select Title Donor ID NCOR3 Mobile No
First Name LastName Last
Address 1 Address 2 Operation All Operation v
Country Select Country State Select State City Select State
ECSID Credit Card ID Phone No
Vertical All Vertical Donor Type Alltype h Product All product v
Email ID Joining Date (F) Joining Date (T)
Form No PAN Number
Show = 100 entries Search:
SiNo. , DonorlD Name Operation ID Product Type Address Location Last Cont. Status View Ticket Trouble Ticket
1 NCO23 TIRLOCHAN ANAND NCO/M ONE TIME DONORS  AD 30 IST FLOCR TAGORE GARDEN, National 4

NON-
Mobile No. ;1125440847 New Delhi, Delhi PAYING | ‘
India Pin: 110027

Email

Showing 1to 1 of 1 entries Previous n Next

By clicking “Add Ticket” option, it redirects you to page (shown
above).

Enter the details of the donor that has any issue, then click on the
“Search” button to initiate donor search.

Show 100 entries Search:
SINo.  DonorlD Name Operation 1D Product Type Address Location Last Cont. Status View Ticket
1 NCOR3 TIRLOCHAN ANAND NCOn ONETIME DONORS  AD 30 IST FLOOR TAGORE GARDEN, National NON- 5]

Mobile No. 1125440847 New Delhi, Delhi PAYING e
India Pin: 110027
Email :

Showing 1to 1 of 1 entries

Press button it to view details of the ticket

Press button to add the ticket

Trouble Ticket

Previous n Next



By pressing the button , this will redirects you to new
page to add new ticket (shown below).

Trouble Ticket

Donor Information Trouble Ticket Information

Trouble Ticket Information

Query Date 04-Jun-2015

Medium of Query * Select Medium
Query Reason * Select Query Reason
Replied Date

If any Other Reason

Fill up all the fields with the given information and press
“Submit” button to finalize the ticket.

REPORT

After pressing “Report” option, “Donor Query List” page will
open to find the query list of the donor.

Donor Query List

Query From Date Query To Date

Replied From Date Replied To Date

Medium of Query All Medium Query Reason All Query Reason

Enter all the required details in the blanks and press button
“Search” to initialize search for specified donor.



4) Reports

This option “Reports” displays different lists of modules.
There are twelve sub-categories modules in this option :

&2 Reports

Donor List

Donation Statement

Group wise

Location Wise

Vertical Wise

Channel Wise

Contribution Wise List

Sponsorship Availability

Donor without Email

Donor without Mobile

Issued IT Certificate

Pending IT Certificate




Donor List
This displays the list of Donors that are registered.

Donor List v)(=
Operation Name All Operation o Email ID SearchBy Al
FR-AHEMDABAD
FR-BANGALORE
FR-DELHI HO o Add. Criteria 1 Vertical  All Status Al
Location Info Country Al v  State Al v Add. Criteria 2 Product Al Donor Type All
City Name All - Purpose All Purpose 2
CORPUS DONATION ’7
EDUCATION
Joining From To GENERAL DONATION 5
LEALTI
Contact No. Mobile Phone Campaign Code
Channel All Channel
CROWDFUNDING PORTAL = =
DIRECT MAIL iy
DONATION BOX <
nAT
Customize Fields L

Fill all required field and the press “Get Report” option to
get the list.

Donation Statement
This option used to get the statement of donation.

Donation Statement v x

OperationName Al Operation -’ Purpose Al Purpose =
FR-AHEMDABAD CORPUS DONATION ]
FR-BANGALORE EDUCATION
FR-DELHI HO : GENERAL DONATION .

Receipt From To Add. Criteria 1 Deposit Slip Pay Mode Al ~
Contact No. Mobile Phone Add. Criteria 2 Donor ID PAN No.
Email D Cheque No.

Fill all required field and the press “Get Satement” option
to get the Staement.



Group Wise
This option is used to get the Group-wise- list/report.

Group wise Donor List v (%
Operation Name All Operation m Add. Criteria 1 Vertical Al Group Name  All v
FR-AHEMDABAD ||
FR-BANGALORE
FR-DELHI HO & Add. Criteria 2 Product Al Donor Type Al
Location Info Country Al v | State Al v Purpose All Purpose -
CORPUS DONATION ‘
EDUCATION I
City Name All v GENERAL DONATION .
Joining From To Campaign Code F15MRINPGD
F15NRINPGD
F15DRINPGD
Channel All Channel F15JRINPGD
CROWDFUNDING PORTAL F15ERINPGD
DIRECT MAIL =) F15PRINPGD
DONATION BOX . | _raroomnen X
Customize Fields %

Fill all required field and the press “Get Report” option to
get the group wise donor list.

Location Wise
This option is used to get the Location-wise- list/report.

Location wise Donor List v (%
Operation Name All Operation - Add. Criteria 1 Vertical Al Location  National ~
FR-AHEMDABAD L
FR-BANGALORE
FR-DELHI HO - Add.Criteria2  Product Al Donor Type Al
Location Info Country Al v | State Al - Purpose Al Purpose
CORPUS DONATION
EDUCATION
City Name All v GENERAL DONATION <
Joining From To Campaign Code F15MRINPGD
F15NRINPGD
F15DRINPGD
Channel All Channel B F15JRINPGD
CROWDFUNDING PORTAL = F15ERINPGD
DIRECT MAIL G E15PRINPGD
DONATION BOX . _raroominen ¥
Customize Fields o

Fill all required field and the press “Get Report” option to
get the location wise donor list.



Vertical Wise

This option is used to get the Vertical-wise- list/report.

Vertical wise Donor List
Operation Name All Operation =
FR-AHEMDABAD |
FR-BANGALORE
FR-DELHIHO
Location Info Country Al v State Al e
City Name All v
Joining  From To
Channel All Channel i
CROWDFUNDING PORTAL [
DIRECT MAIL &
DONATION BOX

AT

Add. Criteria 1

Add. Criteria 2

Purpose

Campaign Code

Vertical Al Location Al v

Product Al Donor Type Al

All Purpose .
CORPUS DONATION { ‘
EDUCATION i
GENERAL DONATION

F15MRINPGD ﬁ
F15NRINPGD
F15DRINPGD
F15JRINPGD
F15ERINPGD
F15PRINPGD

rarnnInAn

Fill all required field and the press “Get Report” option to

get the vertical wise donor list.

Channel Wise

This option is used to get the Channel-wise- list/report.

Channel wise Donor List

Operation Name All Operation &
FR-AHENMDABAD |
FR-BANGALORE
FR-DELHIHO
Location Info Country Al v | State Al v
City Name All v
Joining From To
Channel All Channel 0
CROWDFUNDING PORTAL =
DIRECT MAIL =
DONATION BOX

AR

Add. Criteria 1

Add. Criteria 2

Purpose

Campaign Code

Vertical Al Location  All v

Product Al Donor Type Al

All Purpose =
CORPUS DONATION |
EDUCATION m
GENERAL DONATION

F15MRINPGD l’f‘
F15NRINPGD o
F15DRINPGD
F15JRINPGD
F15ERINPGD
F15PRINPGD

nnnnnnnnnnn

Fill all required field and the press “Get Report” option to

get the channel wise donor list.



Contribution Wise List
This option used to get the Contribution-wise- list/report.

Contribution wise Donor List

Operation Name All Operation Add. Criteria 1 Vertical Al Location Al v
FR-AHEMDABAD
FR-BANGALORE
ER-DELHI HO Add. Criteria 2 Product Al Donor Type Al
Location Info Country Al ~  State Al ¥ Purpose Al Purpose
CORPUS DONATION
EDUCATION
City Name All v GENERAL DONATION
Joining From To Campaign Code F15MRINPGD
F15NRINPGD
F15DRINPGD
Channel All Channel F15JRINPGD
CROWDFUNDING PORTAL F15ERINPGD
DIRECT MAIL E15PRINPGD
DONAT'ON BOX nnnnnnnnnnn
Contribution From ) To®)

Customize Fields

Fill all required field and the press “Get Report” option to
get the contribution wise donor list.

Sponsorship Availability
This option used to get the Sponsorship availability list.

Sponsorship Availability List

Operation Name All Operation Add. Criteria 1 Vertical Al Location  All v
FR-AHEMDABAD
FR-BANGALORE
FR-DELHI HO Add. Criteria 2 Product Al Donor Type Al
Location Info Country  All v State  All v Purpose All Purpose
CORPUS DONATION
EDUCATION
City Name All v GENERAL DONATION
Joining From To Campaign Code F15MRINPGD
F15NRINPGD
F15DRINPGD
Channel All Channel F15JRINPGD
CROWDFUNDING PORTAL F15ERINPGD
DIRECT MAIL F15PRINPGD
DONATION BOX . _reroominen =

Fill all required field and the press “Get Report” option to
get the sponsorship availability list.



Donor with/without Email
This option used to get list of donors with/without email.

Sponsorship Availability List

Operation Name All Operation
FR-AHEMDABAD
FR-BANGALORE

ok
Location Info Country Al v  State All
City Name All
Joining From To

Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

AR

Add. Criteria 1

Add. Criteria 2

4

Purpose

Campaign Code

Vertical Al Location  All v
Product Al Donor Type Al

All Purpose

CORPUS DONATION
EDUCATION
GENERAL DONATION

F15MRINPGD
F15NRINPGD
F15DRINPGD
F15JRINPGD

F15ERINPGD
F15PRINPGD

nnnnnnnnnnn

Fill all required field and the press “Get Report” option to
get the with/without email list.

Donor without Mobile
This option used to get list of donors without mobile.

Donor without Mobile/PAN Number

Operation Name All Operation
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO
Location Info Country  All v State Al
City Name All
Joining From To

Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

AR

Add. Criteria 1

Add. Criteria 2

v Purpose

Campaign Code

Vertical Generate As  With Mobile Number ¥
Product Al Donor Type Al

All Purpose

CORPUS DONATION
EDUCATION
GENERAL DONATION

F15MRINPGD
F15NRINPGD
F15DRINPGD
F15JRINPGD
F15ERINPGD
F15PRINPGD

nnnnnnnnnnn

Fill all required field and the press “Get Report” option to
get the list of donors without mobile.



Issued IT Certificate

This option used to get list of donors to whom IT

certificates have been issued.

Issued IT Certificate (Donor List)

Operation Name All Operation Add. Criteria1
FR-AHEMDABAD
FR-BANGALORE

FR-DELHI HO " Add. Criteria 2

Location Info Country Al v  State All v Purpose
City Name All v

Receipt From To Campaign Code

Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

AR

Vertical Al Location  All ¥

Product Al Donor Type Al

All Purpose

CORPUS DONATION
EDUCATION
GENERAL DONATION

F15MRINPGD
F15NRINPGD
F15DRINPGD
F15JRINPGD
F15ERINPGD
F15PRINPGD

nnnnnnnnnnn

Fill all required field and the press “Get Report” option to
get list of donors to who have issued the certificate.

Pending IT Certificate

This option used to get list of donors of whom IT

certificates have been pending.

Pending IT Certificate (Donor List)

Operation Name All Operation Add. Criteria 1
FR-AHEMDABAD
FR-BANGALORE
FR-DELHI HO < Add. Criteria 2
Location Info Country  All v  State All v Purpose
City Name All v
Receipt From To Campaign Code

Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

AR

Vertical Al Location Al ¥

Product Al Donor Type Al

All Purpose

CORPUS DONATION
EDUCATION
GENERAL DONATION

F15MRINPGD
F15NRINPGD
F15DRINPGD
F15JRINPGD

F15ERINPGD
F15PRINPGD

nnnnnnnnnnn

Fill all required field and the press “Get Report” option to
get list of donors of whom certificates are pending.



MANAGE COLLECTIONS

Different modules of collections are displayed in this
“Manage Collection” option.

There are seven different sub-categories modules :

Inwards

Receipt

Upload IP
Certificates
Reports

Online Donation

Inwards

Receipts

Upload IP

Upload PRG

Certificates

Reports

Online Donation




INWARDS

[t is refer as a situation where the donor has submitted the
donation in form of cash & cheque, and there occur any
problem in generating the receipt. So, the receptionist will
enter the details of the transaction of donor and then a
temporary will be generated.

E Receipts

After everything become working again then the final
receipt can be issued.
There are two sub-category modules in Inwards :

= Registers

= Receipts

Registers

Inwards Registers

Donor Ref. D Mobile No. Add. Criteria2 Operation Al Operation ¥  Type  All Type ¥
ECS & Cr/Card ECSID Cr/Card ID Joining Period From To
Donor Name Location Country Al v  State Al b4
Address Add. Criteria3 City Al v Product Al v
Add. Criteria1 PAN No. Form No. Add. Criteria4 Email ID Phone No.

Contributions /|  Add Inwards

DonorlD  Name Operation  Product Address Location  Status Sponsorship Details
NCO/23  TIRLOCHAN ANAND NCon ONE TIME DONORS  AD 30IST FLOOR TAGORE GARDEN, National  NON-PAYING @
Mobile No. :,1125440847 New Delhi, Delhi Click for reasons &

India Pin: 110027
Email



Enter the details in all the fields and after filling press
“Search” button. That will display the specified donor

whose receipt needs to finalize.

To view contribution/sponsorship details,

To add inwards details

Receipts

Search Inwards Cheque(Donation)

Name Pay Mode
OperationName ~ Select Operation Name v Year
Receiving Date Type
S.No. Pay Mode Name Chg. Number Chq. Date Bank Name Branch(location)

Al

Al

With & Without Both

Amount

Operation ID

= Export Data

Issue Receipts

Enter the details in all the fields and after filling press
“Search” button. That will display the specified donor
whose cheque donation needs to finalize.

Press the “Issue Receipt” button to finalize the process.



RECEIPTS

The processing of the donors receipts and various functions
performs in the “Receipts” tab.

< Receipts B IssueReceipt

E Receipt Control

B Reconcile

»
.

There are three sub-category modules in “Receipts
e [ssue Receipts
e Receipt Control
e Reconcile

1) Issue Receipt

After the donor has made the donation to the organization
and then to finalize that transaction there is need to
generate the donation receipt.

To issue the receipt, click on “Issue Receipt” option.
Clicking this button will redirect you to page ‘“Donor Search
to Issue Receipt”.



Donor Search to Issue Receipt

DonorRef. D Mabile No. Add.Criteria2 ~~ Operation~ All Operation v Type AlType Y

ECS&Cricard ECSID CrlCard ID Joining Period ~ From To

Donor Name Location ~~ Country Al v State Al v
Address Add.Criteria3 ~ City Al v Product Al v

Add.Criterit~~ PAN No. Form No. Add.Criteriad ~~ Email ID Phone No.

Contributions /
DonoriD Name Operation Product Address Location  Status Sponsorship Receipt Issue
NCONM95775 IS, VASANTHY SUBRAMANIAN NCON ONE TIME DONORS SYNOPSYS, BANGALORE, National ~ PAYING
Mobile No. :984915421, :aadngglvoresl6 %%g%aluru. Kamnataka =
nadia Fin;

Email: ssvaasanthy@gmail.com

Search the donor of whom you want to issue the receipt by
entering the name orid.

After the search is over, the specified donor showed up.
There are two operations that can be done;

El To view contribution details,

i

1=]
=i

To issue receipt



2) Receipt Control

This tab has all control over Issue of receipt.

Enter all required details in the blank columns and then
press “Search” button to find the receipt of donor.

Search to Update Receipt

YearID Al Year v Add Info. Vertical =~ All Vertical v Product = Allproduct v
Doner ID Pay Mode All v
Name Cheque Number
Receipt No. Dated
Operation Al Operation v Bank
Issue From To Email ID
Mobile No.

Issue New Receipt

SNo YearID  DonorlD Operation ID Product Type Receipt No Receipt Date Amount Print  Export  Edit  Letter
1. 2006 NCO/23 NCON ONE TIME DONORS NCG/M1/2006/25 16-Nov-2006 4000.00 E]

Then there will be four operations that can be done with
the receipt:

click it to print donation receipt

click it to generate Pdf

click it to edit the donation receipt

E] click it to print cancel letter



3) Reconcile

In “Reconcile”, there are uncompleted transaction that
needs to be finalized.

Search Receipt to Reconcile

Deposit Slip No. Deposited Bank ~ Select Bank
lssueDate ~ From To Cheque No.
Cheque Date  ~ From To Reconcile Date
Show 100 entries Search:
¥, SNo . DonorlD Operation 1D Cheque No Cheque Date ReceiptNo Receipt Date §lip No. Amount Hold . Clear . Bounce Reason

1 NCOM0650  JAIIG (45089 16-May-2015  JAIG2015/51 16-May-2015  BB555dc 1ac 04686 A0 @

Enter the details of the transaction made through cheque in
the following boxes (shown above).

Then press “Search” buuton to find the specified record.
After the record shown up, then there will be three options
appears :

Hold : check this option if the transaction is not completed
and put that transaction on hold.
Clear : check this option if the issued cheque is cleared than
transaction completed.
Bounce :check this option if the issued cheque is bounced
and the transaction is not completed.
Reason : just write some explaination about transaction.



UPLOAD IP

This option “Upload IP” allow the user to upload the
different deposit entities of the Individual Partner.

B Bank Deposit

E Bank Deposit Receipts

A Ret. Donor Receipts

There are three sub-category modules in “Receipts” :
e Bank Deposit
e Bank Deposit Receipts
e Ret. Donor Receipts



1)Bank Deposit

In “Bank Deposit”, there are bank files of completed
transaction that needs to be processed.

First option “Upload Bank File”, fill all the details in the
fields and choose New file that is required to be uploaded.
Then press “Delete File” option to delete the specified file
or press “Upload File” to upload it.

Bank Deposit v [ %

Upload Bank Flle Upload Data

Download Excel Format
& Download
Bank Upload Date

09-Jun-2015

Uploaded Bank File

Select File Name -

New Bank File

Choose File  No file chosen

Delete File Upload File

In “Upload Data” option fill all the fields and then press up
"Upload Data” option.

Bank Deposit v %

Upload Bank Flle  ERUEERNEES
DepositDate*  17-Jun-2015 Source*  Channel Se\ectChannj Campaign Sehj

YearID* M
2015 Deposit Slip No.*
OperationName*  Sglect Operation Name v ' .
p BankFile  Salect File Name v
Deposited Bank*  Select Bank M

Upload Dafa




2)Bank Deposit Receipts

In “Bank Deposit Receipts”, fill all the fields and then
press up “Search” button to intialized the search for the
specified user details.

Search to Issue Receipt m

YearlD Al Vear v Operation Al Operaion
DepositPeriod ~ From To Deposit Slip No
Add. Search  Mobile FormNo. Tpe  Without Receipts

After the search process is complete then two operation can be
performed with the specified donor record :

Transfer : It transfer the excel data to issue receipt database.
Delete: It deletes the specified donor record from the list.

Search o lssue Receipt

§No YearID Donor Name Operation D Cheque No. Cheque Date DepositDate Deposit Slip No. Purpose Amount Transfer Delete

f. 2013 SATVANARAYANAVENKATA - DELRT 207676 GApr2014 16-Apr2015 120 GENERAL 200000
DASAR DONATION




3)Ret. Donor Receipts

Retention Donor Receipts option is used to issue receipts
for donations coming from existed donors.

In “Upload DM File” option, upload new file of the existed
donor or delete the specified file record of the donor.

Ret. Donor Receipts viix

Upload DM File  ERRESTEIREEETE

Upload DM File (Existing Donor)

Upload Date * 17-Jun-2013

NewDMFlle | & e Nofie selected

(file format accept only .csv)

Uploaded DM File  Selact File Name M

Delete File Upload File

“Required Field

In “Issue Receipt” option fill all the fields in required tabs
and press “Issue receipt” button to finalize the process.

Upload DM File Issue Receipt

Issue Receipt (Existing Donor)

DMFile™  Select File Name M Operation Name * Select Operation Name M
Receipts Details
Receipt Date * 18-Jun-2015 Branch
YearID* 2015 - Deposited Bank * Select Bank -
PaymentMode  Cheque v Vertical  |NDIVIDUAL PARTNERSHIP -
Cheque Number Source 1* Product Type | SelectProduct v | Purpose | SelsctF v
Dated Group Name * Select Group v
Bank Source 2* Channel | PAYROLLG!M v | Campaign = SelectCamp v

Income Tax Exemption Certificate to be issued?

NotRequire *  lssue 35AC (100%) Issue 80G (50%)

Issue Receipt




UPLOAD PRG

This option is used to upload the PRG file and process
the receipt of pay role giving partner.

In “Upload CP File”, fill all the fields and then press up
"Upload” button to upload the file for the specified user.

Acquisition v %

Upload CP File Issue Receipt

Upload CP File (New Donor)

Upload Date * 18-Jun-2015 .
Uploaded CPFile  Select File Name M

New CP File Choose File |No file chosen

(file format accept only .csv)

Delete File Upload File

In “Issue Receipt” option fill all the fields in required tabs
and press “Issue receipt” button to finalize the process.

Upload CP File Issue Receipt

Issue Receipt (New Donor

CP File” Select File Name - Operation Name * Select Operation Name v

Donor Profile Details

Donor Vertical INDIVIDUAL PARTNERSHIP - Purpose Select Purpose -
Donor Type GENERAL DONATION - Channel PAY ROLL GIVING -
Product Type SPORADIC DONORS - Campaign Select Campaign -

Receipts Details

Receipt Date 18-Jun-2015 Branch
Year ID 2015 - Deposited Bank Select Bank -
Payment Mode Cheque - Vertical INDIVIDUAL PARTNERSHIP M
Cheque Number Product Type Select Product M
Dated Purpose Select Purpose M

Bank Group Name Select Group M




RECEIPTS

The processing of the donors certificates and various
functions performs in the “Certificates” tab.

B Issue 5AC (100%)

8  Print 35AC (100%)

B Issue 80G (50%)

There are three sub-category modules in “Receipts” :

= [ssue 35AC(100%)
= Print 35AC(100%)
= [ssue 80G(50%)



ISSUE 35AC

To issue the certificate of 35AC category to the

respective donor, that will allow the donor to get
benefit in taxation.

100% amount of what a person is donated to the

organization will be discounted from his annual
taxation amount.

Issue 35AC (100%) Certificate

Donor Base
Donor 1D Payment Mode Al
¥ Period Base

ReceiptPeriod  From To

Date of Issue

Complete all the details of the donor in required fields

and then press “Issue Certificate” button to finalize the
process.



PRINT 35AC

To print the certificate of 35AC category to the
respective donor, that will allow the donor to get
benefit in taxation.

100% amount of what a person is donated to the
organization will be discounted from his annual
taxation amount.

Print 35AC (100%) Certificate vl x

Print Pending Cerfificate ®  All Cerfificate Certificate Type ITAX1415 M
Generate As  View M

Donor ID

» Check Mark Al
Certificate From To

Period

Certificate List

Select |IssuelD  IssueDate  DonorID Name Amount  Year ID Prior Total Printed Period

1 15042015 AL 18,0000 2006 18,800.00 Y 01.04.2015-- 15.04.2015

Get Print

Complete all the details of the donor and certificate in
required fields and then press “Process” button that will
search the specified donor certificate.

After the specified showed up, then press “Get Print”
button to the print the certificate and finalize the process.



[SSUE 80G

To issue the certificate of 80G category to the

respective donor, that will allow the donor to get
benefit in taxation.

50% amount of what a person is donated to the

organization will be discounted from his annual
taxation amount.

Issue 80G (30%) Certificate
Donor Base
Donor D
¥ Period Base
ReceiptPeriod  From To

Date of lssue

Complete all the details of the donor in required fields

and then press “Issue Certificate” button to finalize the
process.



REPORTS

The processing of all the statements, documentation and
other various functions performs in the “Reports” tab.

General Statement

Bank Deposit

Consolidated Statement

Tax Exemption

There are four sub-category modules in “Reports” :
General Statement

Bank Deposit

Consolidated Statement

Tax Exemption



GENERAL STATEMENT

There are nine modules in the respective General
Statement option:

General Statemen

Date wise Statement
Details Statemen
Cash Statement

Cancelled Reg eipts

Country wise Rec eipts

Special Contribution

Date wise Allocation

User wise Statement

Inwards Statement




Date Wise Statement
This option is used to get the Date-wise-statement.

Date wise Statement

Operation Name All Operation Purpose All Purpose
FR-AHEMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION

FR-DELHI HO HEALTH

Receipt From To Payment Mode All
Cheque
Cash
Add. Criteria 1 Vertical All - Product Al - IMoney Order
Pl Meoft
Channel All Channel Campaign Code HD151130TX
CROWDFUNDING PORTAL MD152130N1
DIRECT MAIL TD153120TY
DONATION BOX - RD153131RM
nome RC15413081
. MD155130N2
Receipt Range Less Than 1 Lac Greater Than 1 Lac & All ARACa4nAnI
Group Name All Group Fund Raiser Select
ADOR WELDING
AMICORP

APPLIED MATERIALS

APNIADTA

Fill all the required field and then press “Get Statement”
option to get the list.

Details Statement
This option is used to get the detailed statement of receipt.

Receipt Details Statement

Operation Name All Operation Purpose All Purpose
FR-AHEMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHIHO . HEALTH
Receipt From To Payment Mode Al
Cheque
Cash
Add. Criteria 1 Vertical Al ~  Product Al v oney Order
Channel All Channel Campaign Code HD151130TX
CROWDFUNDING PORTAL MD152130N1
DIRECT MAIL TD153120TY
DONATION BOX . RD153131RM
nome RC154130S1
. MD155130N2
Receipt Range Less Than 1 Lac Greater Than 1 Lac @ All AnA4CednnnI

Fill all the required field and then press “Get Statement”
option to get the Statement.



Cash Statement
This option is used to get the date-wise Cash statement.

Date wise Cash Statement

Operation Name All Operation Purpose All Purpose
FR-AHENMDABAD EDUCATION
FR-BANGALCRE GENERAL DONATION
FR-DELHIHO . HEALTH
Receipt From To Payment Mode Al
Cheque
Cash
Add. Criteria1 Vertical Al *  Product Al v Money Order
Channel All Channel Campaign Code HD151130TX
CROWDFUNDING PORTAL MD152130N1
DIRECT MAIL TD153120TY
DONATION BOX . RD153131RM
nome RC15413051
) MD155130N2
Receipt Range Less Than 1 Lac Greater Than 1 Lac @ All AR4CE4ann

Fill all the required field and then press “Get Statement”
option to get the date wise Cash statement.

Cancelled Receipts
This option is used to get the list of cancelled receipts.

Cancelled Receipts List

Operation Name All Operation Purpose All Purpose
FR-AHEMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHIHO . HEALTH
Receipt From To Payment Mode All
Cheque
Cash
Add. Criteria 2 Vertical Al - Product Al A Money Order
Channel All Channel Receipt From To
CROWDFUNDING PORTAL
DIRECT MAIL Cancelled
DONATION BOX

nnT

Campaign Code HD151130TX
MD152130N1

Receipt Range Less Than 1 Lac Greater Than 1 Lac = All TD153120TY
RD153131RM
Add. Criteria 3 Deposited Bank  AllBank ¥ ShowAs  Without Address ~ RC15413051

MD155130N2

NRACE4700

Fill all the required field and then press “Get Statement”
option to get the date wise Cash statement.



Country Wise Receipts

This option is used to get the Country-wise receipt

statement.

Country wise Receipt Statement

Operation Name All Operation
FR-AHEMDABAD

FR-BANGALORE

FR-DELHIHO
Receipt From To
Add. Criteria 2 Vertical  All v  Product Al

Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

AR

v

Receipt Range Less Than 1 Lac Greater Than 1Lac ® Al

Purpose

Add. Criteria 1

Campaign Code

All Purpose
EDUCATION
GENERAL DONATION
HEALTH

ACIALL AMIn NAN

Country ~ All Country ~ = Pay Mode

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC15413051
MD155130N2

ARACE4annI

Fill all the required fields and then press “Get Statement”

option to get the Country-wise receipt statement.

Special Contribution

This option is used to get the list of Special contributions .

Special Contribution

Operation Name All Operation
FR-AHEMDABAD

FR-BANGALORE

FR-DELHI HO
Receipt From To
Add. Criteria 1 Vertical ~ All ~  Product Al
Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

noTm

Receipt Range From (3) To ®)

Purpose

Payment Mode

Campaign Code

All Purpose
EDUCATION
GENERAL DONATION
HEALTH
All

Cheque

Cash

Money Order

[ Y

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC154130S1
MD155130N2

ARA4Ce4annI

Fill all the required fields and then press “Get Statement”
option to get the list of Special contributions.

Al ~



Date Wise Allocation

This option is used to get the list of date wise allocations.

Date wise Allocation

Operation Name All Operation
FR-AHENMDABAD
FR-BANGALCRE
FR-DELHIHO

Receipt From To
Add. Criteria 1 Vertical  All - Product Al v
Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX -
Receipt Range Less Than 1 Lac Greater Than 1 Lac @ All

Fill all the required fields and then press “Get Statement

option to get the Statement.

User Wise Statement

All Purpose
EDUCATION
GENERAL DONATION
HEALTH

2015

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC15413051
MD155130N2

R4 4a0n

)

This option is used to get the User wise statement list.

User wise Statement

Operation Name All Operation
FR-AHEMDABAD
FR-BANGALORE

FR-DELHI HO
Receipt From To
Add. Criteria 1 Vertical  All - Product Al -
Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

Ao

Receipt Range Less Than 1 Lac Greater Than 1Lac ® Al

Add. Criteria 2 User All~ Cheque No

All Purpose
EDUCATION
GENERAL DONATION
HEALTH

From To
Deposit Slip Pay Mode

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC15413051
MD155130N2

Fill all the required fields and then press “Get Statement”

option to get the Statement.

All ~



Inwards Statement

This option is used to get the Inward statement.

Inwards Statement
Operation Name Al Operafion v ChequePeriod ~ From To
Receiving ~ From To Add.Criteria2  Year Al Year = ChequeNo
Period o
Add.Criteriad  Type  Pending Receipis * ~ PayMlode Al ¥
Add.Criteria1  Bank Name Amaunt §)

Fill all the required fields in “Inwards Statement” page and then
press “Get Statement” option to get the required Statement.



BANK DEPOSIT

This option “Bank Deposit” allow user to manage the various
functions in accordance to bank transaction.
There are twelve sub-category modules in “Bank Deposit”

Loca CheQUeS/DD

Outstaton Cheques/pp

Cash

Money Order
Cash/Money Order
Credit Card
Payment Gateway
In-Kind

Net Banking

ECS

Direct Remittance

Through Same Bank




Local Cheques/DD

This option is used to get the Local Cheques/DD
statement.

Local Cheques/DD Statement

Operation Name ~ All Operafion Deposited Bank ~ Select Bank
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO . EntryPeriod  From To
Receipt Peried  From To

GenerateAs | New

Fill all the required fields in the page and then press “Get
Statement” option to get the required Statement.

Outstation Cheques/DD

This option is used to get the Outstation Cheques/DD
statement.

Qutstation Cheques/DD Statement

OperationName Al Operafion Deposited Bank ~ Select Bark
FR-AHENDABAD
FR-BANGALORE
FR-DELHIHO

ReceiptPeriod ~ From To

Fill all the required fields in the page and then press “Get
Statement” option to get the required Statement.



Cash

Fill all the required fields in the Cash Statement page and then
press “Get Statement” option to get the required Statement.

Cash Statement
Operation Name ~ All Operation Deposited Bank ~ Select Bank
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO
ReceiptPeriod  From To

This option is used to get the Cash statement.

Money Order

Fill all the required fields in the M.O. statement page and then
press “Get Statement” option to get the required Statement.

M.0. Statement

Operation Name Al Operation Deposited Bank ~ Select Bank
FR-AHENDABAD
FR-BANGALORE
FRDELHIHO

ReceiptPeriod  From To

This option is used to get the Money Order statement.



Cash/Money Order

Fill all the required fields in the Cash/M.0O. Statement page and

then press “Get Statement” option to get the required
Statement.

Cash/M.0. Statement

QOperationName Al Operafion Deposited Bank ~ Select Bank
FR-AHENDABAD
FR-BANGALORE
FR-DELHIHO

Receipt Period ~ From To

This option is used to get the Cash/Money Order statement.

Credit Card

Fill all the required fields in the Credit Card Statement page and

then press “Get Statement” option to get the required
Statement.

Credit Card Statement
Operation Name Al Operation Deposited Bank ~ Select Bank
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO
Receipt Period  From To

This option is used to get the Credit Card statement.



Payment Gateway
Fill all the required fields in the Payment Gateway Statement

page and then press “Get Statement” option to get the required
Statement.

Payment Gateway Statement

Qperation Name Al Operafion Deposited Bank ~ Select Bank
FR-AHEMDABAD

FR-BANGALORE
FR-DELHIHO

FORCILILA

ReceiptPeriod

om To

This option is used to get the Payment Gateway Statement.

In-Kind
Fill all the required fields in the In-Kind Statement page and

then press “Get Statement” option to get the required
Statement.

In-Kind Statement
Operation Name Al Operafion Deposited Bank ~ Select Bank
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO

FORCLLILA

ReceiptPeriod  From To

This option is used to get the In-Kind statement.



Net Banking

Fill all the required fields in the Net Banking Statement page

and then press “Get Statement” option to get the required
Statement.

Net Banking Statement
Operation Name Al Operation Deposited Bank ~ Select Bank
FR-AHENDABAD
FR-BANGALORE
FRDELHIHO
ReceiptPeriod  From To

This option is used to get the Net Banking statement.

ECS

Fill all the required fields in the ECS Statement page and then
press “Get Statement” option to get the required Statement.

ECS Statement
Operation Name Al Operation Deposited Bank  Select Bank
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO

FORCIIA

ReceiptPeriod  F

om To

This option is used to get the ECS statement.



Direct Remittance

Fill all the required fields in the Direct Remittance Statement

page and then press “Get Statement” option to get the
required Statement.

Direct Remittance Statement

Operation Name All Operation Deposited Bank Select Bank
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO

Receipt Period From To

This option is used to get the Direct Remittance statement.

Through Same Bank

Fill all the required fields in the Through Same Bank Statement

page and then press “Get Statement” option to get the
required Statement.

Through Same Bank Statement

Operation Name Al Operation Deposited Bank ~ Select Bank
FR-AHENDABAD

FR-BANGALORE
FRDELHIHO

FORACLLIA

ReceiptPeriod  F

om To

This option is used to get the Through Same Bank statement.



CONSOLIDATED STATEMENT

The processing of all the statements, documentation and other
various functions performs in the “Consolidated Statement” tab.

There are eight sub-category modules in “Consolidate Statement”

B Cusmsmmm

(
Operation Wie

Vertical Wise
Product Wise
Channel Wise
Purpose Wise
Campaign Wise
Group Consolidated

AcqRet. Collection




Operation Wise
Fill all the required fields in the Operation wise Receipt

Consolidate page and then press “Get Statement” option to get
the required Statement.

Operation wise Receipt Consolidate

Operation Name All Operation Purpose All Purpose

FR-AHEMDABAD EDUCATION
FR-BANGALCRE GENERAL DONATION
FR-DELHIHO - HEALTH
Receipt From To Pay Mode All
Add. Criteria 1 Vertical  All -  Product Al - Campaign Code HD151130TX
MD152130N1
TD153120TY
Channel All Channel RD153131RM
CROWDFUNDING PORTAL RC15413051
DIRECT MAIL MD155130N2
DONATICN BOX nR4ceaann

With FCRA ® Yes No All

Collection:

This option is used to get the Operation-wise receipt
Consolidate statement.

Vertical Wise
Fill all the required fields in the Vertical wise Receipt

Consolidate page and then press “Get Statement” option to get
the required Statement.

Vertical wise Receipt Consolidate

Operation Name All Operation Purpose All Purpose

FR-AHEMDABAD EDUCATION
FR-BANGALCRE GENERAL DONATION
FR-DELHIHO . HEALTH
Receipt From To Pay Mode All
Add. Criteria 1 Vertical Al - Product Al - Campaign Code HD151130TX
MD152130N1
TD153120TY
Channel All Channel RD153131RM
CROWDFUNDING PORTAL RC15413081
DIRECT MAIL MD155130N2
DONATION BOX ARacesanm

Ao

With FCRA ® Yes No All

Collection:

This option is used to get the Vertical wise Receipt Consolidate
statement.



Product Wise
Fill all the required fields in the Vertical wise Receipt
Consolidate page and then press “Get Statement” option to get
the required Statement.

Vertical wise Receipt Consolidate

Operation Name All Operation All Purpose
FR-AHENMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHI HO HEALTH
Receipt From To All
Add. Criteria 1 Vertical All - Product All Campaign Code HD151130TX
MD152130N1
TD153120TY
Channel All Channel RD153131RM
CROWDFUNDING PORTAL RC154130S1
DIRECT MAIL MD155130N2
DONATION BOX - nnAaccannna
‘With FCRA ® Yes No All
Collection

This option is used to get the Vertical wise Receipt Consolidate
statement.

Channel Wise

Fill all the required fields in the Channel wise Receipt
Consolidate page and then press “Get Statement” option to get
the required Statement.

Channel wise Receipt Consolidate

Operation Name All Operation Purpose All Purpese

FR-AHENMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHIHO - HEALTH
Receipt From To Pay Mode All
Add. Criteria 1 Vertical All - Product All - Campaign Code HD151130TX
MD152130N1
TD153120TY
Channel All Channel RD153131RM
CROWDFUNDING PORTAL RC154130S1
DIRECT MAIL MD155130N2
DONATICN BOX nR4cea9nn

Ao

With FCRA ® Yes No All

Collection:

This option is used to get the Vertical wise Receipt Consolidate
statement.



Purpose Wise
Fill all the required fields in the Purpose wise Receipt
Consolidate page and then press “Get Statement” option to get
the required Statement.

Purpose wise Receipt Consolidate

Operation Name

Receipt

Add. Criteria 1

Channel

With FCRA

Collection:

All Operation
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO

Purpose

From To Pay Mode

Vertical All - Product All - Campaign Code

All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

Ao

® Yes No All

All Purpose
EDUCATION
GENERAL DONATION
HEALTH

All

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC15413081
MD155130N2

ARACeaannT

This option is used to get the Purpose wise Receipt Consolidate
statement.

Campaign Wise
Fill all the required fields in the Purpose wise Receipt

Consolidate page and then press “Get Statement” option to get

the required Statement.

Campaign wise Receipt Consolidate

Operation Name

Receipt

Add. Criteria 1

Channel

With FCRA

Collection:

All Operation
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO

Purpose

From To

Pay Mode

Vertical All - Product Al

4

Campaign Code

All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

Ao

® Yes No All

All Purpose
EDUCATION
GEMNERAL DONATION
HEALTH

All

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC15413081
MD155130N2

NNAaceannn

This option is used to get the Purpose wise Receipt Consolidate
statement.



Group Consolidated

Fill all the required fields in the Group Consolidate Receipt
page and then press “Get Statement” option to get the
required Statement.

Group Consolidate Receipt

Operation Name All Operation Purpose All Purpose
FR-AHEMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHI HO _ HEALTH
Receipt From To Pay Mode All
Add. Criteria 1 Vertical All - Product Al - Campaign Code

Channel 1 All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

With FCRA = Yes No Al

Collection:

Group Name All Group
ADOR WELDING
AMICORP
AFPLIED MATERIALS

This option is used to get the Consolidated Group Receipt
statement.

Acq/Ret. Collection

Fill all the required fields in the Acq/Ret. Collection page and
then press “Get Statement” option to get the required
Statement.

Acq/Ret. Collection

Operation Name All Operation Purpose All Purpose
FR-AHEMDABAD EDUCATION
FR-BANGALCRE GENERAL DONATICN
FR-DELHI HO - HEALTH
Receipt From To Pay Mode All
Add. Criteria 1 Vertical Al -~ Product Al - Campaign Code HD151130TX
MD152130N1
TD153120TY
Channel All Channel RD153131RM
CROWDFUNDING PORTAL RC154130S1

DIRECT MAIL MD155130N2
DONATION BOX nRace4ann:

n

With FCRA ® Yes No All

Collection:

This option is used to get the Acq/Ret. Collection statement.



TAX EXEMPTION

The processing of all the statements, documentation and other
various functions performs in the “Tax Exemption” tab.

There are eight sub-category modules in “Tax Exemption”.

35AC (100%) Internal

35AC (100%) Submission

80G (50%) Intemal

80G (50%) Submission

35AC (100%) Internal

Get the Internal statement of 35AC certificate.

35AC (100%) Internal Statement v(x
Operation Name

All Operation
FR-AHEMDABAD
FR-BANGALCRE
FR-DELHIHO

ED AEI U4

Receipt Period

From To




35AC (100%) Submission

Get the Internal statement of 35AC certificate.

35AC (100%) Submission Statement
Operation Name

All Qperation .
FR-AHEMDABAD H
FR-BANGALORE

FR-DELHI HO

ED REIUIA

Receipt Period

From To

E Get Statement

80G (50%) Internal

Get the Internal statement of 80G certificate.

80G (50%) Internal Statement
Operation Name

All Operation .
FR-AHEMDABAD D
FR-BANGALORE

FR-DELHI HO

ED nEI U4

Receipt Period

From To

E Get Statement




80G (50%) Submission

Get the Submission statement of 80G certificate.

80G (50%) Submission Statement vl %
Operation Name

All Operation
FR-AHEMDABAD
FR-BANGALORE
FR-DELHIHO

ED e Ul A

Receipt Period

From To

ONLINE DONATIONS

The processing of all the statements, documentation and other
various donation functions performs in the “Online
Donations” tab.



MANAGE REGULAR DONOR

Different modules are displayed in this “Manage Regular
Donor” option.

There are four different sub-categories modules :

ECS
Cr/Card
NACH
Reports

ECS

Cr/Card

NACH

Reports




ECS

ECS is an electronic mode of payment / receipt for transactions that
are repetitive and periodic in nature. ECS is used by institutions for
making bulk payment of amounts towards distribution of dividend,
interest, salary, pension, etc., or for bulk collection of amounts
towards telephone / electricity / water dues, cess / tax collections,
loan installment repayments, periodic Investment in mutual funds,
insurance premium etc. Essentially, ECS facilitates bulk transfer of
money from one bank account to many bank accounts or vice versa.

B Mandate Registraton

ki Upload

A Moty Deb

There are three different sub-categories modules :

= Mandate Registration
= Upload
= Monthly Debit



Mandate Registration

Fill all the required fields in the Donor Search(ECS/NACH
Mandate) page and then press “Search” button to get the

specified result.

Donor Search(ECS/NACH Mandate)

Donor Donor ID
Donor Name First
Customer Unique 1D
Form Number
For Period From
Pan No.
Alc No.

Title

Select Title ~ Code
Last Bank Details
ECS Renewal NO ~ Branch/City
Name
Location 1
To
Location 2

Address

Email Address

MICR IFSC

Bank Name Alc Type Al ~

Country  All Country ~ ~ State Al State ~

City AllCity ~  Contact No

Address 1 Address 2

After completion of “Search”, the specified donor list will show
up, there are two operations that can be done through this

record :

Donor Search(ECS/NACH Mandate)

Donor List

Show 10 entries

sl No. Doner ID Name Operation ID

Product Type

Address

1 NCO/23 SOHIL NCO/M SPORADIC NEPHROPLUS, NEPHROCARE HEALTH
BHAGAT DONORS SERVICES PRIVATE LIMITED., #1178, NEAR
Mobile No. LOTUS POND , BESIDE RNR BANJAR HILLS
9711000175

Showing 1to 1 of 1 entries

&

‘ @

ROAD NUMBER € 12.

INDIA

Search:

Contributions /
sponsorship

Location Status Transfer/Add

Naticnal PAYING

Previous - Next

displays the donor’s contribution details.

= redirects to Mandate Registration page



Upload

There are three different sub-categories modules :

= Mandate
» Transaction File
= History

Ej Mandate

|-;°| Transaction File

B Hitoy

Mandate

Fill all the required fields in the “Upload Mandate File” tab in Upload
New ECS/NACH Mandate page and then press “Upload File” button to
upload the specified file or press “Delete File” button to delete the
specified file.

Upload New ECS/NACH Mandates 2%

Upload Mandate File Import Mandate Data

File Upload Date « 20-Jun-2015 & Click here to download Excel Format.
. ECSINACH Mandate File ]
New Mandate File + Choose File | No file chosen Select File Name v

(file format except only .csv)

* Required Field Upload File Delete File




Fill all the required fields in the “Import Mandate Data” tab in Upload
New ECS/NACH Mandate page and then press “Import Data” button to

import the specified data.

Upload New ECS/NACH Mandates

Upload Mandate File Il VENLEIGINE ]

Entry Date * V2016 Mandate
Operation Name * ! Data Type *
perafion fame Select Operation Name v "
Mandate File * '
andaieTie Select File Name v

* Required Field

Source  SelectSc v Sub Source | Select SubS v

ECS

Transaction File

Fill all the required fields in the “Upload File” tab in Upload Transaction
File page and then press “Upload File” button to upload the specified file
or press “Delete File” button to delete the specified file.

Upload Transaction File

Upload File  EIEETERENED )

File Upload Date *

ECS File
Success File * Choose File |No file chosen

(file format except only .csv)

* Required Field

20-Jun-2015 & Click here to download Excel Format

Select File Name

Upload File ~ Delete File




Fill all the required fields in the “Issue Receipt” tab in Upload Transaction
File page and then press “Issue Receipt” button to issue the specified
receipt.

Upload Transaction File =PI

Upload File Issue Receipt

Receipt Date * Year ID *

20-Jun-2015 2015 v

Add. Info Operation Name *

Channel  Select Channel ¥ ~ Campaign Select Operation Name v

ECS Success File * Deposited Bank * Select Bank -

Select File Name h

* Required Field Issue Receipt

History

Fill all the required fields in the “ECS Receipt Issue History” page and then
press “Get Statement” button to get the specified statement.

ECS Receipt Issue History

Receipt Period

From To

Monthly Debit

Fill all the required fields in the “ECS Monthly Debit” page and then press
“Get Statement” button to get the specified statement.

ECS Monthly Debit vl =
Debit Period From To Generate for * Checking v
Debit Pattern * All v Data For ' Rejected NACH = All

SMS send * Yes - Process Through * Tech Process v




Cr/Card

™ CriCard

L Upload

A Monthly Debt

B Mandate Registration

There are three different sub-categories modules :

= Mandate Registration

= Upload
= Monthly Debit

Mandate Registration

Fill all the required fields in the Donor Search(Cr/Card
Mandate) page and then press “Search” button to get the

specified result.

Donor Search(Cr/Card Mandate)

Donor 1D
Donor Name First
Customer Unigue ID

Card Number

Effective Period From

Title  Select Title ~

Last

CrRenewal NO~

To

Bank Details

Location 1

Location 2

Address

Bank Name

Country  All Country ~

= Export Data

Alc Type All =

State Al State ~

City  AllCity ~  Contact No

Address 1

Address 2




After completion of “Search”, the specified donor list will show
up, there are two operations that can be through this record :

Donor Search(Cr/Card Mandate)

Donor List
Sl Donor Name Operation Product Address
No. ID ID Type

1 NCO/23 SOHIL NCONM SPORADIC NEPHROPLUS, NEPHROCARE HEALTH SERVICES PRIVATE LIMITED.,

BHAGAT DONORS #1178 NEAR LOTUS POND , BESIDE RNR BANJAR HILLS ROAD NUMBER
Mobile No. 912
9711090175 s

INDIA

= Export Data

Location Status Contributions Transfer/Add

/

Sponsorship

National PAYING

W
L] displays the donor’s contribution details.

redirects to Mandate Registration page
Upload

There are four different sub-categories modules :

= Mandate
= Success
= Declined
= History

£ Upload

Mandate

Success

Declined

History




Mandate
Fill all the required fields in the “Upload Mandate File” tab in Upload

New Credit Card Mandates page and then press “Upload File” button to
upload the specified file or press “Delete File” button to delete the

specified file record.

Upload New Credit Card Mandates X

VELVENGECESIE  Import Mandate Data

File Upload Date * 22015 & Click here to download Excel Format.
Cr/Card Mandate File ,
New Mandate File * Choose File | No file chosen Select File Name M

(file format except only .csv)

* Required Field Upload File | Delete File

Fill all the required fields in the “Import Mandate Data” tab in Upload
New Credit Card Mandates page and then press “Import Data” button to
import the specified data.

Upload New Credit Card Mandates X
Upload Mandate File
Entry Date * 2112015 Mandate Source | Selert v SubSource | SelectS
Operation Name * Select Operation Name M Data Type * CriCard v

ila *
Mandate File Select File Name v

* Required Field Import Data




Success
Fill all the required fields in the “Upload File” tab in Upload Success

Mandates page and then press “Upload File” button to upload the
specified file or press “Delete File” button to delete the specified file.

Upload Success Mandates X

Upload File  ESTERCIET

File Upload Date * 7-Jun-2015 & Click here to download Excel Format

Cr/Card Success File ‘
Success File * Choose File  Nofile chosen Select File Name M

(file format except only .csv)

* Required Field Upload File  © Delefe File

Fill all the required fields in the “Issue Receipt” tab in Upload Success
Mandates page and then press “Issue Receipt” button to issue the
specified receipt.

Upload Success Mandates g
Upload File
Receipt Date * 29 Jun-2015 Year D * 2015 v
Add.Info Chamnel  Seloct Channel ~ | Campaign Operaton e Select Operation Name ”
CriCard Success File * Select File Name v Deposited Bank * Select Bank M

¢ Required Field Issue Receipt




Declined

Fill all the required fields in the “Upload File” tab in Upload Declined
Mandates page and then press “Upload File” button to upload the
specified file or press “Delete File” button to delete the specified file.

Upload Declined Mandates

VOGS  Import Declined Data

File Upload Date * 7.Jun-2015

Success File * Choose File | Mo flle chosen

(file format except only .csv)

* Required Field

& Click here to download Excel Format,

CriCard Declined File

Select File Name

Upload File  ~ Delete File

Fill all the required fields in the “Import Declined Data” tab in Upload
Declined Mandates page and then press “Import Data” button to import

the specified data.

Upload Declined Mandates

VRS Import Declined Data

Declined Date * 2. Jun-2015

CriCard Declined File * i
riCard Declined File Select File Name

* Required Field

YearID ¢

SMS send *

2015

Yes

Import Data




History
Fill all the required fields in the “Cr/Card Receipt Issue History” page and
then press “Get Statement” button to get the specified statement.

CriCard Receipt Issue History VX

Receipt Period

From To

E Get Statement

Monthly Debit

Fill all the required fields in the “Cr/Card Monthly Debit” page and then
press “Get Statement” button to get the specified statement.

Cr/Card Monthly Dehit vix
DebitPeried  From To Generatefor *  Checking v
Dehit Pattern * Al v
SMSsend*  Yes v

) Get Statement




NACH

Mandate Registration

Monthly Registration

Monthly Debit

Upload

Monthly Reconciliation

There are five different sub-categories modules :

Mandate Registration
Monthly Registration
Monthly Debit

Upload

Monthly Reconciliation

Mandate Registration

Fill all the required fields in the Donor Search(ECS/NACH
Mandate) page and then press “Search” button to get the
specified result.



Donor Search(ECS/NACH Mandate)

Donor

Donor Name

Customer

Form Number

For Period

Pan No.

Alc No.

Donor ID

First

Unique 1D

From

Title  Select Title v

Last

ECSRenewal NO~

To

Code

Bank Details

Branch/City

Name

Location 1

Location 2

Address

MICR IFSC

Bank Name AlcType Al ~
Country ~ All Country ~  State  All State ~
City  All City »  Contact No

Address 1 Address 2

Email Address

After completion of “Search”, the specified donor list will show

up, there are two operations that can be done through this
record :

Donor Search(ECS/NACH Mandate)

Donor List
Show 10 entries Search:
- Contributions |
SINo.  DonorilD  Name OperationID  Product Type  Address Location  Status Sponsorship Transfer/Add
1 NCO/23  SOHIL NCON SPORADIC NEPHROPLUS, NEPHROCARE HEALTH National ~ PAYING
BHAGAT DONORS SERVICES PRIVATE LIMITED., #1178, NEAR
Mobile No. LOTUS POND , BESIDE RNR BANJAR HILLS
9711090175 ROAD NUMBER € 12.
INDIA

Showing 1to 1 of 1 entries

Previous n Next

@
3 displays the donor’s contribution details.

2

= redirects to Mandate Registration page.




Mandate Registration

Fill all the required fields in the “NACH Monthly Registration” page and
then press “Get Statement” button to get the specified statement.

NACH Monthly Registration
Registration Period  From To Generatefor *  Checking
Registration Patten * A v SMSsend*  Yes

viX
I Get Statement

Mandate Registration

Fill all the required fields in the “NACH Monthly Registration” page and
then press “Get Statement” button to get the specified statement.

NACH Monthly Debit
DebitPeriod  From To Generatefor *  Checking
DebitPattern* Al v SMSsend* Vs

vw




Upload

There are three different sub-categories modules :

= New Mandate
= Verification Mandate
» Transaction File

B New Mandate

# Verification Mandate

@ Transaction File

New Mandate

Fill all the required fields in the “Upload Mandate File” tab in Upload
New ECS/NACH Mandates page and then press “Upload File” button to
upload the specified file or press “Delete File” button to delete the
specified file record.

Upload New ECS/NACH Mandates x
Import Mandate Data
File Upload Date * 2-Jun-2015 & Click here to download Excel Format.
New Mandate File * Choose File | Nofile chosen ECSINACH andate File Select File Name M

(file format except only .csv)

* Required Field Upload File Delete File




Fill all the required fields in the “Import Mandate Data” tab in Upload
New ECS/NACH Mandates page and then press “Import Data” button to

import the specified data.

Upload New ECS/NACH Mandates

Upload Mandate File Il ELGEICHIE ]

Entry Date * 23-Jun-2015

Operation Name * .
peration fame Select Operation Name

ila *
Wandate File Select File Name

* Required Field

A4

Mandate

Data Type *

Source  Select | Sub Source | SelectSt v

ECS

Import Data

Verification Mandate

Fill all the required fields in the “Upload File” tab in Upload NACH
Verification Mandates page and then press “Upload File” button to upload
the specified file or press “Delete File” button to delete the specified file.

Upload NACH Verification Mandates

VW= Import Data

File Upload Date * 2. Jun-2015

Success File * Choose File  No file chosen

(file format except only .csv)

* Required Field

& Click here to download Excel Format,

NACH Success File

Select File Name

Upload File ~ Delete Fie




Fill all the required fields in the “Import Data” tab in Upload NACH
Verification Mandates page and then press “Import Record” button to
issue the specified receipt.

Upload NACH Verification Mandates X

Upload File  [luveidie

Entry Date *

P un0t5 NACH SuccessFile* o1t e Name v

* Required Field Import Record

Transaction File

Fill all the required fields in the “Upload File” tab in Upload Transaction
File page and then press “Upload File” button to upload the specified file
or press “Delete File” button to delete the specified file.

Upload Transaction File X
V00 [ssue Receipt
File Upload Date * 2% Jun 2015 & Click here to download Excel Format.
ECS File ‘
Success File * Choose File | Nofle chosen Select File Name v

(file format except only .csv)

* Required Field Upload File ~ Delete File




Fill all the required fields in the “Issue Receipt” tab in Upload Transaction
File page and then press “Issue Receipt” button to import the specified
data.

Upload Transaction File =)\X
Upload File
Receipt Date * 23 Jun2015 YearID * 2015 v
Add. Info Channel  Select Channel ~ ~ Campaign Operation Name * Select Operation Name v
ECS Succass File * Select File Name Deposted Bank Select Bank ’

* Required Field Issue Receipt

Monthly Reconciliation

Fill all the required fields in the “NACH Monthly Reconciliation” page and
then press “Get Statement” button to get the specified statement.

NACH Monthly Reconciliation v

Period  From To Generatefor  Checking Y




REPORTS

There are two modules in Reports :

D Statement

@ Tracker

1) Statement

There are 11 sub-category modules in Statement option.

D Statement < New Mandate

Perniod wise New Mandate
New Regular Donor

Discontinue (Stop)

Declined

b Reg. Exceeded 90 Days
Mandate

» Bouncing Three Time

[ Uneven pattern

[ Mandate Success 6 To 12
Month

[ MIS Out Source




New Mandate

Fill all the required fields in the “New Registration Mandate” page and
then press “Get Statement” button to get the specified statement.

New Registered Mandate vix
AgencyName Al Agency Name v Campaign Code ~ HD11130TX D
NDIE130N
TDIE3120TY
Period =~ Month January ~ Year 2015 ~ RD153131RM
RC15413051
NDIEE13NG .
I Get Statement

Period Wise New Mandate

Fill all the required fields in the “Period wise New Registration Mandate”
page and then press “Get Statement” button to get the specified
statement.

Period wise New Registered Mandate vix
Agency Name  All Agency Name v Campaign Code ~ HD1511307X j
MD152130N1
TDIS31207Y
StartPeriod  From To RD153131RM
RC15413051
MD155130N2

Entry Period From To RNALEA9ANI M




New Regular Donor

Fill all the required fields in the “New Regular Donor” page and then press
“Get Statement” button to get the specified statement.

New Regular Donor v%
Operation Name ~ All Operafion - Joining Peried ~ From To
FR-AHEMDABAD D
FR-BANGALORE N
FR-DELHIHO Campaign Code  HD181130TX i
R v MD152130N1
. TD153120TY

Channel  All Channel | RD15331RM
CROWDFUNDING PORTAL RC154130S1
DIRECT MALL MD155130N2 .
DONATION BOX . RRArA4AnnI

AgencyName Al Agency Name M

Discontinue (Stop)

Fill all the required fields in the “Discontinue Regular Donor” page and
then press “Get Statement” button to get the specified statement.

Discontinue Regular Donor vii%
Operation Name Al Operafion = Stop Period From To
FR-AHEMDABAD D
FR-BANGALCRE
FR-DELHIHO . End Period From To
Channel Al Charnel D Campaign Code  HD151130TX
CROWDFUNDING PORTAL MD152130N1
DIRECT MAIL TD15M20TY
DONATION BOX . RD153131RM
nomi RC15413051
MD155130N2
Agency Name All Agency Name v RRACE49A01

|
I Get Statement




Success

There are two sub-category modules in “Success” option.

7 Success New ECS (MO0)

Old ECS

New ECS(MO)

Fill all the required fields in the “New Mandate(MO0) Success” page and
then press “Get Statement” button to get the specified statement.

New Mandate (M0) Success v
AgencyName Al Agency Name - Campaign Code  HD151130TX
MD152130N1
TD153120TY
Period  Month  January ~ = Year 2015 ~ RD153131RM
RC15413031
MD155130N2

nNACe4ann!

Old ECS

Fill all the required fields in the “Old Mandate Success” page and then
press “Get Statement” button to get the specified statement.

Old Mandate Success v
Agency Name All Agency Name - Campaign Code HD151130TX
MD152130N1
TD153120TY
Period Month  January ~ = Year 2015 ~ RD153131RM
RC15413051

Success Periodicity All v NEJEEJ?EE.Z




Declined

There are three sub-category modules in “Declined” option.

P New Mandate (M0)

» Old Mandate

» Al Mandate

New Mandate (MO0)

Fill all the required fields in the “New Mandate Declined” page and then
press “Get Statement” button to get the specified statement.

New Mandate Declined

Agency Name All Agency Name v Campaign Code HD151130TX
MD152130N1
TD153120TY
Period Month  January ~  Year 2015 ~ RD153131RM
RC15413051
Declined Reson All v TEJE’EEEE.Z
Old Mandate

Fill all the required fields in the “Old Mandate Declined” page and then
press “Get Statement” button to get the specified statement.

Old Mandate Declined

Agency Name All Agency Name - Campaign Code HD151130TX
MD152130N1

TD163120TY

Period Month January ~ = Year 2015 ~ RD153131RM
RC154130S1

Declined Reson All - TEJE&J?EE.Z

Declined Periodicity All e




All Mandate

Fill all the required fields in the “All Mandate Declined” page and then
press “Get Statement” button to get the specified statement.

All Mandate Declined v x
AgencyName  All Agency Name v Campaign Code  HD151130TX ﬁ
MD152130N1
TD153120TY
Peried  Month January ~ Year 2015 ~ RD153131RM
RC15413051
DeclnedReson | - s

Declined Periodicity Al

| v

Reg. Exceeding 90 Days Mandate

Fill all the required fields in the “Reg. Exceeding 90 Days Mandate” page
and then press “Get Statement” button to get the specified statement.

Registration Exceeded 90 Days Mandate vix

Agency Name  AJl Agency Name v Mandate Period From To




Bouncing Three Time
Fill all the required fields in the “Three Time Bounced Mandate” page and
then press “Get Statement” button to get the specified statement.

Three Time Bounced Mandate
Agency Name All Agency Name v Mandate Period From To

Bounce No. of 3 Time M

Time

Uneven Pattern
Fill all the required fields in the “Three Time Bounced Mandate” page and
then press “Get Statement” button to get the specified statement.

Mandate Uneven Pattern

AgencyName  All Agency Name v Mandate Period  From To

Mandate Success 6 to 12 Month

Fill all the required fields in the “Mandate Success more than * but not
after 1 Year” page and then press “Get Statement” button to get the
specified statement.

Mandate Success more than 6 but not after 1 Year

Agency Name All Agency Name v Mandate Period From To



MIS Out Source

Fill all the required fields in the “MIS Out Source” page and then press
“Get Statement” button to get the specified statement.

MIS Out Source

Onetime HD151130TX MIS Period

From To
MD152130N1
Campaign TD153120TY
RD153131RM Regular HD151130TX
RC15413081 MD152130N1
MD155130N2 Campaign TD153120TY
nn ane T RD153131RM
RC154130S1
Online Campaign HD151130TX MD155130N2
mMD152130M0 = | _nnarcaann =
TD153120TY
RD153131RM
RC154130S1

MD155130N2
on

nNAceannni

2) Tracker

There are six sub-category modules in “Tracker” option.

@ Tracker Yearly (MO,M1)

Monthly (MO,M1)

Retention 36 Month

Retention Consolidate

Partner Analysis

Channel Partner




Yearly ( MO,M1)

Fill all the required fields in the “Mandate Year Tracker” page and then
press “Get Statement” button to get the specified statement.

Mandate Year Tracker (M1,M2,etc...)

Operation Name All Operation
FR-AHEMDABAD
FR-DELHIHO

FR-DELHI-1

Agency Name All Agency Name

Monthly (M0,M1)

Year | 2015

Fill all the required fields in the “Mandate Monthly Tracker” page and then
press “Get Statement” button to get the specified statement.

Mandate Monthly Tracker (M1,M2,etc...)

Operation Name All Cperation
FR-AHENMDABAD
FR-DELHIHO

FR-DELHI-1

Agency Name All Agency Name

Retention 36 Month

Fill all the required fields in the “Mandate 36 Months Retention Tracker”

Period

Campaign Code

Month  January

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC154130S1
MD155130N2

page and then press “Get Statement” button to get the specified

statement.

Mandate 36 Months Retention Tracker (M1,M2,etc...)

Operation Name All Operation
FR-AHEMDABAD
FR-DELHIHO

FR-DELHI-1

NIRRT

Agency Name All Agency Name

Source

Target

Campaign Code

Month  January
Month  January

AM15AHNNAQ

-

-

-

Year

Year

Year

2015

2014

2015

-

-

-



Retention Consolidated
Fill all the required fields in the “Mandate Retention Consolidate” page
and then press “Get Statement” button to get the specified statement.

Mandate Retention Consolidate v [ =

Operation Name All Operation Source Month January - Year 2014 ~
FR-AHEMDABAD D
FR-DELHIHO
FR-DELHI-1 -

Target Month  January ~ = Year 2015 ~

Agency Name All Agency Name - Campaign Code AM1T5AHNNAQ -

Show As List -

Partner Analysis
Fill all the required fields in the “Channel Partner Analysis” page and then
press “Get Statement” button to get the specified statement.

Channel Partner Analysis vl x

Period ~Month January ~ Year 2015 ~

Channel Partner
Fill all the required fields in the “Channel Partner Tracker” page and then
press “Get Statement” button to get the specified statement.

Channel Partner Tracker v %

Year 2015 v




TRANSFER & ALLOCATION

Different modules of transfer, transactions and allocation
are displayed in this “Transfer & Allocation” option.

Operation Alloc ation

Single Transfer

Group Transfer

Reports

There are four different sub-categories modules :

» Operation Allocation
= Single Transfer

» Group Transfer

= Reports



Operation Allocation

Fill all the required fields in the “Search to Allocate Receipt”
page and then press “Search” button to get the specified
record.

Search to Allocate Receipt

Year ID All Year - Add Info. Vertical All Vertical Product All product
Donor ID Pay Mode All
Receipt No. Cheque Number
Operation All Operation - Dated
Issue From To Bank

Single Transfer

Fill all the required fields in the “Search to Transfer Receipt
Vertical to Vertical” page and then press “Search” button to
get the specified record.

Search to Transfer Receipt Vertical to Vertical

Year ID All Year - Add Info. Vertical All Vertical Product All product
Donor ID Pay Mode All
Receipt No. Cheque Number
Operation All Operation A Dated
Issue From To Bank
Q, Search
$No  YearlD Donor ID Operation ID Product Type Receipt No Receipt Date Amount Transfer Reverse

1 2015 NCO/23 NCOM SPORADIC DONORS NCO/1/2015/25 15-May-2015 5000.00



There are two operations that have different functions:
To transfer the receipt.

Reverse the receipt and transfer process is not done.

Group Transfer

Fill all the required fields in the “Group Receipt Transfer”
page and then press “Save” button to save the details.

Group Receipts Transfer vx
GroupName  Sefrt Group v Receipt Transfer Deals
‘ Vertical To Vert v
Transfer From - Verteal  elect Vertial Y ooy v St Veca

Add.ino.  Product mev P v
RecsfPeid Fon T Mo, ~FOOEL Seiect Product Type ™ FUPOSE Sefect Pumose

Adane,  Chamnel Noting seected ™ Campaan  Nofing selecied ™

Sae | Delele

To delete the specified record press the “Delete” button.




Reports

III Date wise Allocation

E Date wise Transfer

Date Wise Allocation

Fill all the required fields in the “Date wise Allocation
Statement” page and then press “Get Statement” button to
get the specified statement.

Date wise Allocation Statement

Operation Name All Operation Purpose All Purpose

FR-AHENDABAD EDUCATION
FR-BANGALCORE GENERAL DONATION
FR-DELHIHO . HEALTH
Receipt From To Year ID 2015
Add. Criteria 1 Vertical Al v Product Al v Campaign Code ~ HD1511307X
MD152130N1
TD153120TY
Channel All Channel RD153131RM
CROWDFUNDING PORTAL RC154130S1
DIRECT MAIL MD155130N2
DONATION BOX nn4ceann

nom

Receipt Range Less Than 1 Lac Greater Than 1Lac @ All




Date Wise Transfer

Fill all the required fields in the “Date wise Transfer
Statement” page and then press “Get Statement” button to
get the specified statement.

Date wise Transfer Statement

Operation Name All Operation Purpose All Purpose
FR-AHEMDABAD D EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHIHO . HEALTH
Receipt From To Year ID 2015
Add. Criteria 1 Vertical Al ~  Product Al v Campaign Code ~ HD151130TX
MD152130N1
. TD153120TY
Channel  All Channel i RD153131RM
CROWDFUNDING PORTAL RC15413081
DIRECT MAIL MD155130N2
DONATION BOX nn4cedann

[ataha¥i

ReceiptRange ) LessThan1lac () Greater Than1lac @ Al




CLAW BACK & COMMISSION

Money or benefits that are distributed and then taken back
as a result of special circumstances is refer as Claw back.

Different modules of claw back and commission are
displayed in this “Claw Back & Commision” option.

Q Commission & Claw Back

8 Print Comm./Claw Back

B Consolidated Comm./Claw
Back

There are three different sub-categories modules :

= Commission & Claw Back
* Print Comm./Claw Back
= Consolidated Comm./Claw Back



Commission & Claw Back

Fill all the required fields in the “Commission & Claw Back
Calculator” page and then press “Get Statement” button to
get the specified statement.

This tab is used to calculate the amount that needs to be
given as Commission and taken back as Claw back.

Commission & Claw Back Calculator

ECSAgency  Select Agency Name v Commission Month  January v  Year 2015

Name
ClawBackB.  Month  January v Year 2015

Onetime  Select Campaign v Comm.
Campaign Regular  Select Campaign
. . ) Campaign
Online Campaign  Select Campaign M
ActionAs  View M

Print Comm./Claw Back

Fill all the required fields in the “Commission & Claw Back
Printing” page and then press “Get Statement” button to
get the specified statement.

v

v



This tab is used to print the statement of Commission and
Claw back.

Commission & Claw Back Printing

ECSAgency  Select Agency Name v Printing ~Month  January v Year 2015 v
Name
ActionAs  Claw Back/Commission Regular Donor v

Consolidated Comm./Claw Back

Fill all the required fields in the “Consolidated
Commission/Claw Back” page and then press “Get
Statement” button to get the specified statement.

This tab is used to consolidate the commission and claw
back.

Consolidated Commission/Claw Back

ECSAgency  Select Agency Name v Month ~~ Month January v Year 2015 -

Name



MIS REPORTS

Management information system, or MIS, broadly refers to
a system that provides the tools to organize, evaluate and
efficiently manage departments within an organization. In
order to provide past, present and prediction information, a
management information system can include software that
helps in decision making, data resources such as databases,
the hardware resources of a system, decision support
systems, people management and project management
applications, and any computerized processes that enable
the department to run efficiently.

Different modules of Management Information System are
displayed in this “MIS Reports” option.

$ Genenl

& Individual Partner

Corporate Partner




There are three sub-categories modules in MIS:

= General
= Individual Partner
= Corporate Partner

General

This includes overview reports of general summary & data of
the information system.

There are ten different sub-categories modules:

Overview Multiple Year
IP Revival

3 Year Active

2 Year Active

Yearly Analysi

Productivity (Acquisition)

&  Productivity (Retention)

P Bounced Realized Data

»  Daly MIS Summary




Overview Single Year

Fill all the required fields in the “Overview Single Year”
page and then press “Get Statement” button to get the
specified statement.

This tab is used to view the statement of a particular year.

Overview Single Year
Project Name

All Project
FR-AHEMDABAD
FR-DELHI HO
FR-DELHI-1

D Nl n

Period

Meonth  January >  Year 2015

Overview Multiple Year

)

Fill all the required fields in the “Overview Multiple Year’
page and then press “Get Statement” button to get the
specified statement.

This tab is used to view the statement of a multiple years.

Overview Multiple Year
Project Name

All Project
FR-AHEMDABAD
FR-DELHI HO
FR-DELHI-1

SN TR ST

Source Period

Menth  January ¥ Year 2014

Comparison Period

Meonth  January v  Year 2015



[P Revival

Fill all the required fields in the “IP Revival” page and then
press “Get Statement” button to get the specified
statement.

This tab is used to view the revival statement of IP.

IP Revival
Project Name

All Project
FR-AHEMDABAD
FR-DELHI HO
FR-DELHI-1

(SIS Y TR

Period

Month  January v Year 2015

3 Year Active

Fill all the required fields in the “3 Years Active Period”
page and then press “Get Statement” button to get the
specified statement.

This tab is used to view the statement of Donors which are
active from 3 years.

3 Years Active Period
Income Period
From To
Exchange Rate

1



2 Year Active

Fill all the required fields in the “2 Years Active Period”
page and then press “Get Statement” button to get the
specified statement.

This tab is used to view the statement of Donors which are
active from 2 years.

2 Years Active Period

Income Period

From To
Exchange Rate
1
Yearly Analysis
There are five different sub-categories modules in
Yearly Analysis:
& Yearly Analysis Operation Comparative

Vertical Consolidated

Product Comparative

Channel Comparative

Campaign Wise




Operation Comparative

Fill all the required fields in the “Operation wise Yearly
Comparative” page and then press “Get Statement” button to
get the specified statement. This tab is used to view the
operation wise yearly comparative statement.

Operation wise Yearly Comparative

Operation Name All Operation Purpose All Purpose
FR-AHEMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHI HO - HEALTH
Source Period From To Pay Mode All
Comparision From To Campaign Code HD151130TX
MD152130N1
Period TD153120TY
RD153131RM
Add. Criteria 1 Vertical  All - Product  All -~ RC154130S1
MD155130N2
AnacEannn
Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

AR
With FCRA ® Yes No All

Collection:

Vertical Consolidated

Fill all the required fields in the “Vertical wise Yearly
Comparative” page and then press “Get Statement” button to
get the specified statement. This tab is used to view the vertical
wise yearly comparative statement.

Vertical wise Yearly Comparative

Operation Name All Operation Purpose All Purpose
FR-AHEMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHI HO - HEALTH
Source Period From To Pay Mode All
Comparision From To Campaign Code HD151130TX
MD152130N1
Period TD153120TY
RD153131RM
Add. Criteria 1 Vertical Al ~ | Product Al - RC15413051
MD155130N2
Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

With FCRA ® Yes No All

Collection:



Product Comparative

Fill all the required fields in the “Productivity (acquisition
product wise)” page and then press “Get Statement” button to
get the specified statement. This tab is used to view the product
wise acquisition statement.

Productivity (acquisition product wise) v
Operation Name All Operation Period Manth January v Year 2015 ~
FR-AHEMDABAD
FR-DELHIHO
FR-DELHI-1 . Vertical Al Vertical v

Channel Comparative

Fill all the required fields in the “Channel wise Yearly
Comparative” page and then press “Get Statement” button to
get the specified statement. This tab is used to view the Channel
wise yearly comparative statement.

Channel wise Yearly Comparative v %
Operation Name All Operation Purpose All Purpose
FR-AHEMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHI HO . HEALTH .
Source Period From To Pay Mode All -
Comparision From To Campaign Code HD151130TX
MD152130N1
Period TD153120TY
RD153131RM
Add. Criteria 1 Vertical  All v | Product Al M RC15413051

MD155130N2

Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

AT

WithFCRA @ Yes No All

Collection:



Campaign Wise

Fill all the required fields in the “Campaign wise Yearly
Comparative” page and then press “Get Statement” button to
get the specified statement. This tab is used to view the
Campaign wise yearly comparative statement.

Campaign wise Yearly Comparative v
Operation Name All Operation Purpose All Purpose
FR-AHENMDABAD EDUCATION
FR-BANGALORE GENERAL DONATION
FR-DELHIHO . HEALTH .
Source Period From To Pay Mode All v
Comparision From To Campaign Code HD151130TX
MD152130N1
Period TD153120TY
RD153131RM
Add. Criteria 1 Vertical Al v  Product Al - RG15413051

MD155130N2

Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

noTmu

WithFCRA @ Yes No All

Collection:

Productivity (Acquisition)

There are four different sub-categories modules:

=) Productivity (Acquisition) < Operation Wise

Vertical Wise

Product Wise

Channel Wise




Operation Wise

Fill all the required fields in the “Productivity (acquisition
project wise)” page and then press “Get Statement” button to
get the specified statement. This tab is used to view the
operation wise acquisition statement.

Productivity (acquisition project wise)

Operation Name Al Operation Period ~ Month January ~ ~Year 2015 ~
FR-AHEMDABAD
FR-DELHIHO
FR-DELHH1 . Vertical Al Vertical v
Vertical Wise

Fill all the required fields in the “Productivity (acquisition
vertical wise)” page and then press “Get Statement” button to
get the specified statement. This tab is used to view the vertical
wise acquisition statement.

Productivity (acquisition vertical wise) v
Operation Name Al Operation Period ~~Month January ~ ~Year 2015 ~
FRAHENDABAD
FROELHIHO

FR-DELHI-1

[ m NI



Product Wise

Fill all the required fields in the “Productivity (acquisition
product wise)” page and then press “Get Statement” button to
get the specified statement. This tab is used to view the product

wise acquisition statement.

Productivity (acquisition product wise)

OperationName Al Operation
FR-AHEMDABAD
FR-DELHIHO
FR-DELHI-1
Channel Wise

Period

Vertical

Month January v Year 2015 ~

All Vertical v

Fill all the required fields in the “Productivity (acquisition
channel wise)” page and then press “Get Statement” button to
get the specified statement. This tab is used to view the Channel

wise acquisition statement.

Productivity (acquisition channel wise)

Operation Name

Al Operation
FR-AHENDABAD
FR-DELHIHO
FR-DELHH

FORciinA

Period

Vertical

Month January v Year 2015 ~

All Vertical v



Productivity (Retention)

There are five different sub-categories modules :

& Productivity (Retention) <

Operation Wise

Vertical Wise

Product Wise

Channel Wise

Productwise Break up

Operation Wise

Fill all the required fields in the “Operation wise Yearly
Retention” page and then press “Get Statement” button to get
the specified statement. This tab is used to view the Operation
wise yearly retention statement.

Operation wise Yearly Retention v
Operation Name All Operation WithFCRA (@ Yes No Al
FR-AHEMDABAD
FR-BANGALORE Collection:
FR-DELHIHO .
Pay Mode All -
Source Period From To
Campaign Code HD151130TX
Comparision From To MD152130N1
TD153120TY
Period RD153131RM
RC15413051
Add. Criteria 1 Vertical Al v Product Al v MD155130N2

nnAcedannt

Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

AR




Vertical Wise

Fill all the required fields in the “Vertical wise Yearly
Retention” page and then press “Get Statement” button to get
the specified statement. This tab is used to view the Vertical
wise yearly retention statement.

Vertical wise Yearly Retention

Operation Name All Operation With FCRA " Yes No All
FR-AHEMDABAD
FR-BANGALORE Collection:
FR-DELHIHO .
Pay Mode All
Source Period From To
Campaign Code HD151130TX
Comparision From To MD152130N1
TD153120TY
Period RD153131RM
RC154130S1
Add. Criteria1 Vertical Al ~  Product Al - MD155130N2
Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

Y% W

Product Wise

Fill all the required fields in the “Product wise Yearly
Retention” page and then press “Get Statement” button to get
the specified statement. This tab is used to view the Product
wise yearly retention statement.

Product wise Yearly Retention

Operation Name All Operation With FCRA & Yes No All
FR-AHEMDABAD
FR-BANGALORE Collection:
FR-DELHIHO .
Pay Mode All
Source Period From To
Campaign Code HD151130TX
Comparision From To MD152130N1
TD153120TY
Period RD153131RM
RC15413051
Add. Criteria 1 Vertical Al - Product Al - MD155130N2
[SPPEoT
Channel All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

nAT



Channel Wise

Fill all the required fields in the “Channel wise Yearly
Retention” page and then press “Get Statement” button to get

the specified statement. This tab is used to view the Channel
wise yearly retention statement.

Channel wise Yearly Retention

Operation Name

All Operation
FR-AHEMDABAD
FR-BANGALORE

FR-DELHIHO

Source Period From To

Comparision From To
Period
Add. Criteria 1 Vertical Al Product Al
Channel All Channel

CROWDFUNDING PORTAL
DIRECT MAIL
DONATION BOX

With FCRA

Collection:

Pay Mode

Campaign Code

® Yes No All

All

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC15413051
MD155130N2

PNAEE49AN

Fill all the required fields in the “Product Wise Breakup” page

and then press “Get Statement” button to get the specified

statement. This tab is used to view the product wise breakup

statement.
Product Wise Breakup
OperationName Al Operation
FR-AHENDABAD
FR-DELHI HO
FRDELHI-1

rooncinA

Period ~ Monih  January

Vertical Al Verfical

v

Year

2015

v



Bounced/ Realized Data

Fill all the required fields in the “Bounced Realized Data” page and
then press “Get Statement” button to get the specified statement.
This tab is used to view the Bounced Realized Data statement.

Bounced Realized Data

Period

Add. Criteria 1

Channel

Receipt Range

Daily MIS Summary

From

Vertical Al v

All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

AnT

Less Than 1 Lac

To

Product

Payment Mode

All v

Campaign Code

Greater Than 1Lac ® Al

Al

Cheque
Cash

IMoney Order

e d Pn

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC15413051
MD155130N2

nRArfdnnn

Fill all the required fields in the “Daily MIS Summary” page and then
press “Get Statement” button to get the specified statement. This tab
is used to view the Total MIS Summary statement.

Total MIS Summary

Period

Add. Criteria 1

Channel

Receipt Range

From

Vertical Al v

All Channel
CROWDFUNDING PORTAL
DIRECT MAIL

DONATION BOX

AR

Less Than 1 Lac

To

Product

Payment Mode

All v

Campaign Code

Greater Than 1 Lac ® Al

Al

Cheque
Cash

Money Order

HD151130TX
MD152130N1
TD153120TY
RD153131RM
RC15413051
MD155130N2



Individual Partner

E Collection Status >

Collection Status

The Collection Status showcases the Individual Partner yearly
collection as FDC & Non-FDC'’s.

There are two different sub-categories modules:

& Colection Status P Single Year (FDC & Non-FDC)

P Multiple Year (FDC & Non-
FDC)




Single Year (FDC & Non-FDC)

Fill all the required fields in the “IP Collection Status” page and
then press “Get Statement” button to get the specified
statement. This tab is used to view the Single year IP collection
statement.

IP Collection Status
Project Name

All Project
FR-AHEMDABAD
FR-DELHI HO
FR-DELHI-1

EB RAELLLA

Period

Month  January v Year 2015

Multiple Year (FDC & Non-FDC)

Fill all the required fields in the “Yearly IP Collection Status”
page and then press “Get Statement” button to get the
specified statement. This tab is used to view the Multiple year
[P collection statement.

Yearly IP Collection Status
Project Name

All Project
FR-AHEMDABAD
FR-DELHI HO
FR-DELHI-1

D nC L a

Source Period
Month  January v Year 2014
Comparison Period

Month January ~  Year 2015



Corporate Partner

B Collection Status

Collection Status

The Collection Status showcases the Corporate Partner
yearly collection as FDC & Non-FDC'’s.

There are two different sub-categories modules:

& Collection Status »  Single Year (FDC & Non-FDC)

> Multiple Year (FDC & Non-
FDC)




Single Year (FDC & Non-FDC)

Fill all the required fields in the “CP Collection Status” page and then
press “Get Statement” button to get the specified statement. This tab
is used to view the Single year CP collection statement.

CP Collection Status
Project Name

All Project
FR-AHEMDABAD
FR-DELHI HO
FR-DELHI-1

£B nEL UL A

Period

Month  January v Year 2015

Multiple Year (FDC & Non-FD(C)

Fill all the required fields in the “Yearly CP Collection Status” page
and then press “Get Statement” button to get the specified
statement. This tab is used to view the Multiple year CP collection
statement.

Yearly CP Collection Status
Project Name

All Project
FR-AHEMDABAD
FR-DELHIHO
FR-DELHI-1

o nEl LA

Source Period

Month  January v Year 2014

Comparison Period

Month  January v Year 2015



PRINTING/DISPATCH

This option is used for printing and dispatch of receipts, letters,
and labels.

Different modules of Printing and Dispatch are displayed in this
“Printing/Dispatch” option.

dlC

There are three different sub-categories modules:

= Receipts
= [etters
= Labels



Receipts

Fill all the required fields in the “Print Receipts” page and then press
“Search” button to find the specified donation receipt.

Year ID All Year Channel All Channel
Project All Preject Campaign All Campaign =
AMIZAHNNAQ |
DB15AIDSAQ
Receipt Period From To DD156130DL -
= nnT
Vertical All Vertical Pay Mode All M
Product All preduct Donor 1D
Purpose All Purpose - Ref No. Receipt No. Transaction ID
EDUCATION |
GENERAL DOMNATION
HEALTH - ECS Ref. No.
LILIAARITAD AR ARIR AN
Account No. Report Format Generate As All Export To Wiew
Name Show only NON
ECS Receipts
Email ID
Group Name All Group -
ADOR WELDING |

AMICORP
APPLIED MATERIALS

Then a new window will pop-up that displays the required

donation receipt that needs to be printed.



Letters
There are three different sub-categories modules:

= Welcome
= Thank You
= Reminder

@ Letters B Viekome

() Thank You

B Reninder

Welcome

This will showcase the Welcome letter for donor.

Thank You

This will showcase the Thank You letter for donor.

Reminder

This will showcase the Reminder letter for donor.



Labels

There are five different sub-categories modules:

Paying/Non Paying (Count)
Paying/Non Paying

Middle Donor

Special Donor

Sponsorship

Pa-.', i ng,FN on Pa-.]r i ng |::|::1:||J nt}

Paying/Non Paying

Middle Donor

Special Donor

Sponsorship

Paying/Non Paying (Count)

Print the counted the paying and non paying amount.
Paying/Non Paying

Print the paying and non paying amount.

Middle Donor

Print the list of Middle Donor.

Special Donor

Print the list of Special Donor.

Sponsorship

Print the list of Sponsorship that sponsor give away to the beneficiary
child.



REMINDERS

To give a reminder to the responsive donor about their
contribution as a donation to the organization.

& General Donor

= General Donor
Search the respective donor that needs to be reminded
about their contribution.
Then a letter can be printed by pressing “Print Letter”
button or the reminder can reset for the next 90 days by
pressing “Reset Reminder Next 90 days”.

General Reminder List

Show | 10 entries

SINo.  DonorlD - Name

1 NCOBT  MR.ARVIND
RANJAN
Contact No.

A711090175,

Showing 110 10f 1 enfries

Operation 1D
NCON

Product Type

COMMITTED
DONCRS

Address Location

C-81, M0 Nafional
BAGHNORTH,
SHANTIPATH
NEWDELHI,

OELHI

INDIA

Last Cont. Details
000

[ssue By:

Camp. Code

e

Search:
Reminder Date Contributions | Sponsarship Print
NON—PAY\NG
Clck far reasans -

18-May-2013

Previous n Next
Print Letter | Reset Reminder Next90 Days




For Further Help

Please Contact:
VS Design Worx Pvt. Ltd.

B-155, IlIrd Floor, DDA Sheds, Okhla Industrial
Area Phase -1, New Delhi-110020, India.

Contact Numbers:
Fixed Line: +91 - 11 - 46073938,
Mobile: +91- 8860180652

E-mail: info@vallesoft.com:

support@vallesoft.com

Website: www.vallesoft.com
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