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Online Contribution Statement Process for Year End

It is @ common practice for churches to send Contribution Statements
quarterly or yearly. Both options include a cost for providing this service. An
optimum way for providing contribution statements is through InFellowship's
Online Giving. Anyone with an InFellowship ID can sign on to view and print
their Online Statement. People who do not have an InFellowship should
receive a printed version of the statement by regular mail.

The combination of the online statement feature and the ability to generate
contribution statements for a group will allow you to provide contribution
statements at the lowest cost possible.

We recommend transitioning to online statements by making paper
contribution statements available to donors by request or by requiring that
those donors pick up their statements at the church office.

Viewing Contribution Statements in Online Giving

InFellowship Users can view and print an Online Giving Statement that can
also be used for submission to the IRS for end of year tax purposes. The
statement includes the church's name, address, and optionally, the tax ID
number (or EIN).

See Online Statement Print Preview for directions on configuring the
appearance of the online statement.

Making the Statement Available Online

To make the statement available online
1. Navigate to WebLink > InFellowship > Features
2. Ensure that the Online Giving feature is ON

3. Optionally, select Enable Give Now and/ or Enable Scheduled Giving.
(Payment gateway is required for both of these options)

4. Save changes


https://help.fellowshipone.com/fellowshipone.htm#cshid=3307
https://help.fellowshipone.com/fellowshipone.htm#Contributions Management/Online Giving 1.0/Online Statement Print Preview.htm?Highlight=online%20statement%20printhttps://help.fellowshipone.com/fellowshipone.htm#Contributions%20Management/Online%20Giving%201.0/Online%20Statement%20Print%20Preview.htm?Highlight=online%20statement%20print
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Communicating with InFellowship Users

InFellowship Users may not know that the online statement is an available
option, so you should develop a communication plan - possibly an email
campaign to let them know how to take advantage of this option.

First, you need to know who made a contribution last year.

Run G1050E - (Core Giving Records Report) to create a temporary group

consisting of all people that gave last year to selected funds. We'll call them
the Donors.

1. Access the Report Library and search for G1050 Core Giving Records

2. Start with the received date of this year as shown in the diagram
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Return Giving Records (who)
Based on this Date *

Received Date |L]

Cccurring within this Date Range: *

This year -

3. Choose who you want in your temporary group output

Tip! Be sure to change the temporary group name to something meaningful
or the report will have a generic name and may be difficult to locate in the
list of temporary groups.

Create LabelsTemporary Group Using: *
Household Head & Spouse OR Giver -

Additional Filtars

Choose an Qutput Type: *
Temporary Group -

QOutput from this report will be named: *Core Giving Records (v2.6) (Cancel)
Change name to:

All Donors 2012

Additional Filters to consider

If you want to limit your donor list to those who made a minimum donation
total, enter the dollar amount in the X within the Data Range field.
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Return Based on Quantity (who)
Where Amount == X within the Date Range: (Cluick Video)

250)

Where Amount = X within the Date Range: (Quick Video]

Where # Gifts Given == X Times within the Date Range: (Cluick Video)

Where # Gifts Given = X Times within the Date Range: (Quick Video)

Limit the list to those who have a contribution type fund

Return based on Funds/SubFunds {who)

List Inactive Funds too? =

Yes |L]

Hawing this Fund Type: =
Contribution

4. Click Run Report

Next, use the Core Web User Account Records report and temporary groups

to determine who has an InFellowship User ID.

1. Access the Report Library and search for AB000 (Core Web User

Account Records).

2. Select the temporary group from the G1050 report as the "Selected

Group Members to Return".

Return Members in Group [(who)
Selected Group Members to Return: *

People List :: bday in sept
People List :: Easteer Egg Hunt Family Letter
People List :: Staff Members
People List - Sunday School Teachers
Temporary :: *Core Giving Records (v2.6)

- 2012 Contributors

-~

[ |
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3. Search for anyone who has an InFellowship ID

Return Having Web User Account (who)

Selected Household Positions to Return: *

i— Select All -

Head

Spouse

Child

Other

Visitor -

Web User Account Instructions: *
Hawve an InFellowship D -
Instructions must be TRUE for: *

ANY Selected Household Position -

4. Output to a group for your email as shown below.

Reminder! Be sure to change the temporary group name to something
meaningful or the report will have a generic name and may be difficult to

locate in the list of temporary groups.

Choose an Output Type: *

Temporary Group -
Output from this report will be named: *Core Web User Account Records (v2.2) (Cancel)
Change name to:

2012 Donors with an InFellowship Login

Run Report | Cancel Or | | g Save to My Reports

Use the Core Web User Account Records report AB000 and temporary groups
to determine who DOES NOT have an InFellowship User ID.

1. Access the Report Library and search for AB000 Core Web User
Account Records.

2. Select the temporary group from the G1050 report as the ‘Selected
Group Members to Return’.
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3. Now select Head and Spouse from ‘Household Positions to Return’.

Return Having Web User Account (Who)
Selected Household Positions to Return: *

[ - Select All - -

Child
Other
Visitor

4. Output to a temporary group for your email as shown below. Be sure to
change the temporary group name to something meaningful or the report will
have a generic name and may be difficult to locate in a the list of temporary
groups.

Choose an Output Type: *
Temporary Group v

Output from this report will be named: *Core Giving Records (v2.6) (Cancel)
Change name to:

2012 Donors with NO InFellowship Login

Communicating via Email

Now we have the appropriate groups saved and can use the groups to send
an email to individuals who have the ability to sign into InFellowship and
retrieve their contribution statements.
To send the email:

1. Navigate to People > Group Email > Compose

2. Enter a subject for the email as shown in the image below

1. Properties

Subject *

Your 2012 Contribution Statement is now available

his value wil appear in the Subject line of the ema
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3. Click Add Recipients

4. Choose "From Existing Group" and select the temporary group of #5.

People » Group Email » Compose » Email Recipients

~ Email Recipients

Your 2012 Contribution Statement is now available

Add Recipients: Search by name (@EEUES Sl Rsleli]s)

Group *

2012 Donors with an InFellowship Login v

5. Click Add

Recipients -

i 2012 Donors with an InFellowship =
Login
6877 Recipients 4087 excludeac
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6. Click the Rollback Arrow (not your browser’s back arrow) to return to
Email

Email Recipients

Your 2012 Contribution

Add Recipients: Search by nd

7. Use an Email template to compose your email as shown below.

NOTE: Templates can be created in the People > Group
Email > Templates menu.

Actions o
i Save draft
£ Preview email

E Email templates

2012 Online Giving Statements ~

Close

To Use an Existing Email Template
1. Download the Email Template to your computer.
2. Navigate to People > Group Email > Templates.
3. Click Add on the right side of the page.

4. Enter a name for your template.
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5. Locate the HTML icon on the menu

B I U= = = = Paragraph v Font family > Font size -
@ i= = = ‘ ZA-V.—Q
jﬁ:’ﬁ' I = ~|‘ ¢y | 7 |NTI‘I1L<2?v

6. Click on the HTML icon to open the HTML source editor.
7. Open the file that you downloaded to your computer in step 1.

8. Copy all of the contents and paste into the HTML source editor as
shown in the image below.

The HTML Source Editor should look like this:

r(yn'mt&mme Editor - Mozilla Firefox B

! @ https://portal fellowshipone.com/tiny_mce/themes/advanced/source_editor.htry ] * v
HTML Source Editor V] Word wrap
<div>

<table style®“width: 484px;" border="0" align®=“centerz">

<thead>

<tr align="centex" valign="top“><th scope="row" colspan="3" align="center"
valign="cop">inbep;<a href="hucp://www. YOURCHURCH.com" target=" blank"><img
src="hetp://salesl.dynamic-church.com/uploads/de_logo_banner$20€40x50.3pg" ale=""
/></a></eh></ex>

</thead>

<tbody>

<tr valign=“"sop™>

<td colspan="3" valign="top">

<p>Deax (GoesByName),</p>

<p>It has been a wondexful 2012 here at Dynamic Church and God continues to do
amasing things on our behalf. As Pastor Trey has mentioned from the stage several
times, this year we axe askimg you So retrieve your busion 2t h
self-service means on our website.</p>

<p>Click <a sisle="Click for online statement™
href="hetps://CHURCHNCODE. infellowship.com/onlinegiving/history®>here</a> or copy and
paste the below link into your webinbsp;browser.</p>

<p>inbsp;<span class"“mute"><a href=“huops://CHURCHCODE. infellowship.com/onlinegiving
/hissoxy” sargev="_blank">hutpe://CHURCHCODE.infellowship.com/onlinegiving/hissoxry</a>
</span></p>

<p>In additiom to primting your statements this is a wonderful opportunity to make
any additional contributions to Dynamic Church before the end of this year. You can
make a one-time contribution or even schedule recurring contributions.</p>

<p>If you have questions about your statement please contact our Fimance Director,
Taza Coulson, at fimanceldymamic-church.com</p>

<p>Thanks for partmering in ministry wish us!<bzr /><br /></p>

</vd>

</sx>

<tr valign="top"™>

<td colspan="2" align=“left" wvalign="bottom">

‘ <p><span><span><span><a href="htep://www YOURCHURCH.com" target®=" blank">Dynamic

I Church</a>tnbep; </spand><bxr />4€9.442.0100<bx /></span></span><a

href="=ailto: INFOGYOURCHURCH. com™ > INFORYOURCHURCH . com</ad></p>

</vd>

<td align®=“right" valign®=“"bottom"“>

<p><span>€3€3 N State Mwy 1€1 inbsp;inbsp;<br /></span><span>inbsp; Irving, IX 75038
tnbsp; snbap;<bx /></span></p>

<div><span><bz /></spand></div>

</vd>

</ex>

</tbody>

</sable>

</div|

Copee ]

£

WhaTs youz./fc'f/‘l/f?
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9. Click Update Now you should see the template editor with the
example email as shown below

B J UESESEE Ffomat v Fontfamiy ~ Fontsze v
@ EEFR« RA-X-—0
il 4 e 2 %~

Dynamic dc; Church

Dear {GoesByName},

It has been a wonderful 2012 here at Dynamic Church and God continues to do
amazing things on our behalf. As Pastor Trey has mentioned from the stage several

times, this year we are asking you to retrieve your contribution statement through
self-service means on our website.

Click here or copy and paste the below link into your web browser.

hetps//CHURCHCODE.infellowship.com/onlinegiving/history

In addition to printing your statements this is a wonderful opportunity to make any
additional contributions to Dynamic Church before the end of this year. You can
make 2 one-time contribution or even schedule recurring contributions,

If you have questions about your statement please contact our Finance Director,
Tara Coulson, at finance@dynamic-church.com

Thanks for partnering in ministry with us!

Dynamic Church 6363 N State Hwy 161

469.442.0100 Irving, TX 75038
INFOSYOURCHURCH.com

10.Compose your email.

11.Use the following information as a guide:

o Indicate that the email is an effort to reduce costs and provide the
notice that a physical copy of the statement will not be mailed.

e Provide a link and location to the church's Online Giving page.

o Explain that the online statement can be used for IRS filing purposes.
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To change the header image, make sure that new image is hosted in a public
server location (such as Dropbox.com, Google drive, or your church’s website
server). The image should have a complete web address (example
https://www.google.com/images/spr/logo3w.png)

Click on the image in the template & you will see the menu buttons
highlighted that control what image you see.

——

U E E T B Fomat « Fontfamily ~ Fontsize 2

’
IE = = :.‘j.\;:"‘ ?n l!“’ ¥ | | 17'

Dynamic (dc) Chyrch

Click on the tree icon to select and change the image. Click on the chain
link icon to change the web address where the user will be directed if they
click on the image. If you do not want this behavior, simply click the broken
chain image.

To change the web address in the template email

Click here or copy and paste the below link into your web browser.

https://CHURCHCODE.infellgws h)p,_cmg/h istory
)

Highlight the link and look for the chain link menu buttons.

“B F UEES

Paragraph ~ Font family ~ Font size -

wéu%
=

__.g_ﬁ{_j_]}:“';:u:;- 'u"_l n‘) ¥ | & LU R

Click the chain link button to change the web address to match your
InFellowship address. (See Weblink > InFellowship > Links to find the link
to your church’s online giving history.)
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Mailing Contribution Statements

Once you have emailed your Web Users, you can exclude them from
receiving a paper contribution statement. This is the process that will reduce
costs for your church. Use the Core Web User Account Records report and
temporary groups to determine who DOES NOT have a web account of any
kind.

1. Access the Report Library and search for AB000 Core Web User
Account Records.

2. Select the temporary group from the *G1050 report (We suggested
changing the name of this report to something meaningful, so it should
be easier to find.) as the ‘Selected Group Members to Return

Choose an Qutput Type: *
" Temporary Group -+

Qutput from this report will be named: *Core Web User Account Records (v2.2) (Cancel)
Change name to:

Individuals missing a Web User ID{

3. Select Don’t have a Web Account of Any Kind from the ‘Return Having
Web User Account’ Instructions drop- down list.

4. Select All Selected Household Positions from the ‘Instructions must be
TRUE"

Return Having Web User Account (who)
Selected Household Positions to Retumn: *
-- Select All --

Spouse

Child
Other
Visitor

Web User Account Instructions: *
_ Don't have a Web Account of any kind E]

Instructions must be TRUE for: *
ALL Selected Household Positions )

5. Select Temporary Group from the Output Type drop-down list.
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6. Change the name of the Temporary Group. If you do not change it, the
name will display as ‘Core Web User Account Records’ and may be
difficult to locate for future use.

Choose an Qutput Type: *
Temporary Group

?]

Change name to:

Individuals missing a Web User Iy

7. Click Run Report

Once the report has completed, it can be used in the Contribution Statement

Builder.

1. Click Giving.

2. Click Statement Builder.

Statements

© Queue

Ministry WebLink Giving Admin

o Statement Bullder

R

Setup

© Funds
© Sub Funds

3. In the Filters box, select the By Group option, and then select the
newly created Temporary Group (Individuals Missing Web User ID).

Filters

() Do not limit

() Postal code range
() By Household/Org
@® By Group

Limit the resuits to an household/organization or postal code range

to

B Select
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4. Select the additional statement filters you would normally select. See
Contribution Statements for step-by-step directions.

The contribution statements will be created as they normally would, but will
include only those households/ individuals that do not have an InFellowship
or Web User ID.

Now that the statements have been generated, they are ready to be printed,
folded and mailed!



