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FUND VIEW

Fund View collects donor-supported fund information from different data sources including The Advancement
System (TAS), Office of Financial Services, Office of Student Financial Aid and the University’s General
Ledger.

UNIVERSITY

A completed and signed copy of The Ohio State University Foundation Advancement System Fund View
Permission Request form must be received by the Donor Relations & Stewardship department in The Ohio
State University Foundation before access to The Advancement System will be granted.

Lesson Objectives

After you complete this lesson, you will be able to:

Log in to The Advancement System

Search for a fund

Display Student Financial Aid information for a fund
Submit a request to add a new fund

Determine what gifts are the in 180-day hold for a fund
Complete Fund View Edits

Access the Gift Memo Support Report

View the General Ledger Transfer Report

Export the Multiple Fund CSV Report
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Log In

Go to hitp://tas.osu.edu. Tologinto TAS, you must enter your user name and password and then click OK.

blackbaud

Blackbaud CRM"

User name: |

Password:

Remember my user name

Home Page

The Home page is the first page that displays when you log in to TAS.
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UNIVERSITY

Fund View Search

To Search for a Fund:
1. Click on Fund View Search

Type the fund number into Fund Number field on Designation Fund View Search window
Check box if your search is for a closed fund
Click on Search

Select the fund in the Results list

o o M 0w N

Click on Select or click on the fund to display the fund page

Click on Fund View Search to open the Designation Fund View Search window.

NOTE: Fund View Search is also available from the Fundraising page.

tl'- Home
&c - o Event sea
R 3

Enter the six digit fund number in the Fund Number field on the Designation Fund View Search window. Click
on Search to locate the fund.

| Designation Fund Wiew Search

] cerammentors

Home Departrment:

Punpose:

MDD
g

Rl

Fund Lockup... Mame Dept Ong Horme Degt Status Furpose Public Mame Description

Setect Cances

Enter information into any of the other fields on the Designation Fund View Search window to locate a fund if
you do not know the fund number.
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UNIVERSITY

NOTE: When searching for a closed fund, the box in front of Include Closed Funds must be
checked prior to clicking on Search.

The search fields are capable of wild card searching. For example, if you enter only a 6
in the Fund Number field and click Search, all funds beginning with the number 6 are
displayed under Results.

TAS limits the results displayed to 100. If the fund number that you are looking for is not
displayed you must narrow your search to locate the fund number.

The Results for the fund search are displayed in the Results section of the Designation Fund View Search.

migraion Vi _______________ca
Fumd Humber | 303578 Department Orge e Search
Marme Home Departrient: 2 e
Fubie Name Ststus: hod
Descrptron Purpese b
Include Closed Funds Feundstion Unnersity: b

| Resules i1 record found |

Fund Lockup.. Mame Dhept Ovg Harme Dept Status Purpase Pubdic Mame  Description
| 303578 TEOSITL Al 02631 D262 Curment Use Stdent Fina,.. TEDBITL Abu_.  Scholasshipf.. |

(R

Click on Select to display the fund information screen or double click on the selected fund to display the screen.
However, if the correct fund was not returned in the Results list, click on Clear and change/correct your search
criteria before clicking Search.
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Fund Mumber: 303578

Mame: TBOBITL Abumni Scholarship - 303578

Description:  Scholarship funds for the OSU Marching Band

Public Name: TEOBITL Alumni Club Scheolarship Fund

Reportng Schalarship funds for the OSU Marching Band

Description:
Fund Profile
Home Department:  School of Music (D0262) Department Org: School of Music (02620)
Endow Current Use: ‘Current Use GL Fund Number: 303573
Fund Purposs: Student Financdal Ald Foundation/University:  Unsversity
Hold for 180 Days?: Yes Start Date:
Agreement Plan: Fund Closed: Na

Development Activity
Last activity Date: 04/06/2012
Cash: $500.00

Gifts in 180-day hold (not in GL)
Gifts Held 6 Months:  $230.00

Gifts Held 5 Months:  §30.00

Gifts Held 4 Months: $90.00

Gifts Held 3Months:  $30.00

Gifts Held 2 Months: $80.00

Gifts Held 1 Months: $30.00

Gifts Current Month: $10.00

General Ledger
General Ledger as of:  Updated within the past 24 hours
Fund Mumber: 303578

Beginning Balance: £5,012.22

Additions $665.00
Deductions (%4, 500,00)
Lizbilities: 50,00
MNon-Cash Assets: §0.00

Cash Balance: £1,177.22

Encum/Pre-Encum £0.00
Available Balance: $1,177.22

& : s s

Stewardship

Donar ID Mame Relationshsn Comment End Date

Administration Contact
Name Role

& A, Harris Sr. Fiscal Officer
Megan L. Koester Sr. Fiscal Officer
Categories & Tags

Category

Scholarship - College Unit Based

2012 3:92:00 PM Pag

Report Date: 4%
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Under the heading of Development Activity you can see the gifts that are in the 180-hold for the current use
fund. Each dollar amount is a link that you can use to see the gifts that are being held.

|H dh ot b b & [J100% = | fnd vt M- 3 &
Fund Number: 303578
Name: TBOBITL Akumn Scholarship - 303578
Descrpton:  Scholarship funds for the OSU Marching Band
Publc Hame: TEDBITL Almri Cib Scholarship Fund
Reporting  Scholarship funds for the OSU Mardhing Band

Desonpbon:
Fund Profile
pome Department:  School of Music (DOGEZ) Department Crg School of Mus (02620)
Endiow fCurrent Use:  Curment Use GL Fund Mumber: 30357
Fund Purpase: Student Financal Ald Feundation Uneeeraty:  University
Hold for 180 Days?;  Yes Start Date:
Aryeemnent Plan: Fund Closed: Ha

Development Activity |
Last actraty Date:  0406/2012
Cash: §500.00

Gifts in 180-day hold (not in GL)

Gifts Held & Monthes:  $230.00
Gifts Hald § Monthe:  £30.00
Gifts Held 4Montrs:  $20.00
Gefts Hedd :-,Mnr-r-s
Gifts Held 2 Months:  $80,00
Gefts Held 1 Months:  §30.00
Gafts Curment Manth: m

General Ledger
General Ledger as of: Updated withn the past 24 hours
Fund Mumber: 30357
Baginnung Balance: £5.012.22
Addiions £665.00
Deduchons (544, 500.00)
Liatil thes: $0.00
Mon-Cash Assets: $0.00

Click on the dollar amount that is shown to the right of the heading Gifts Held 3 Months under the Development
Activity heading.
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ing and Communications = 'Revenue = (Events = | Memberships = Prospects = | Fundraising =

i TEDEITL Alumni Scholarship - 303578

TBDBITL Alumni Scholarship - 303578

o411 ofa b M + 100%  [w] Find | e M- Z B
Date - Amount S First Name - Meddle Last Hame Lookup 5 Application T Revenue . Transaction T Monaths <
Type Code Hedd
O7RER013 510,00 Kathieen Elen Couing 001 1042 Recurring gift G Paymen: E]
0722013 510.00 Kathieen Eten Couing 00311042 Recurmnggift Gaf Paymant 3
072013 $10.00 Ryan Paul Harson 00528210 Recureg gt G Paymant 3
530,00

The date, amount, name of the constituent, constituent’s lookup ID, application and the number of months that the
gift has been held is listed along with a total $ amount for the period.

Click on Fund View under the Tasks heading on the Explorer bar to return to the Fund View screen.

Heme = | Constituents = | Marketing and Communications = | Revenue ~ | Events = | Memberships = | Prospects = |Fu

Tasks ; TEBDEITL Alumni Schelarship - 303578
@ Fund View Edits i TBDBITL Alumni Scholarship - 303578
4 4 1 of 1 [ [l & [100%  [«]
Date Amount I First Name 2 Middle Last Name 3

Recent searches

Click on Student Financial Information link on the Fund View page to display Student Financial Aid information for

the fund.
Gemeral Ledg
Gemeral Ledger 53 of.  Updated wether B Dadl 24 P
Frandd Firber Masra
Eegrwrwg Balarae | 2l
S 45, 00
e R {54, 50000
[ 50.00
Paor Lol Aggerts .00
Coh Blalaror 117722
Erum Py Lraoum 00
By ndalne Bl $£1.177.22

o I0) bt By Dorisfeg Carrrmpnt Er Dt
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Fund Number: 303578
Mame: TBDBITL Alumni Scholarship - 303573
Income Fund Mumber: 303578
Description:  Scholarship funds for the ©5U Marching Band
Public Mame: TBDBITL Alumni Club Scholarship Fund
Reporting  Scholarship funds for the O5U Marching Band
Description:
Student Financial Aid
Aid ID: 930030357801 Updated: 4/7/2012 12:00:00 AM
Fiscal Year; 2012 Offered:  $1,000.00
Mame: Accepted: §1,000.00
Hometown: Marysvile, OH Paid: £1,000.00
FERPA: N
Quarter Offered Paid Campus College Major Rank
Summer 0,00 £0.00 Columbus Music MUEDPR.-BME 4
Auturmn £1,000.00 £1,000.00 Columbus Music MUEDPR.-BME 4
Winter £0.00 £0.00 Columbus Music MUEDPR-BME 4
Spring £0.00 &0.00 Columbus Music MUEDPR-BME 4
Aid 1D: 930030357801 Updated: 4f7/2012 12:00:00 AM
Fiscal Year: 2012 Offered:  $1,000.00
Mame: 1 Accepted: §1,000.00
Hometown: Dublin, OH Paid: £1,000.00
FERPA: N
uarter Offered Paid Campus College Maior Rank
Summer 50,00 £0.00
Autumn £1,000.00 £1,000.00 Columbus Arts and Scences INTSTD-BA 4
Winter 50,00 50.00 Columbus Undergraduate Man-  PREUGRD-ND 4
Degree
Spring &0.00 &0.00 Columbus gndergraduate Man-  PREUGRD-ND 4
egree
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Add a new fund

When you need to request a new fund, you must complete the Add a new fund form in TAS and submit it for
approval.

To Add a new fund:

1. Click on New Fund Manager

Click on Submit new request

Complete information required on Fund Request tab
Click on Administration Contact tab

Select constituent records for Administration contacts
Click on Stewardship Contacts tab

Select constituent records for Stewardship contacts
Click Save

© N o g bk~ w D

Click on the link for New Fund Manager. NOTE: New Fund Manager is also available from the Fundraising
page.

New Fund Manager

Duryd tine ini_ Pubbs same Fund rearsilser S, Frigal Offiger Do Dffecwr Derdlopmart gi. - Purpots of fond
My fwakred fund requests (001 5 Faten 3- = A
Duyssinceinl. | Publc name Fund number S, Fiscal Offecer | Diew, Officer Development gl  Purpeseolfund

Click on Submit new request to open the Add a new fund window. There are three tabs on the Add a new
fund window. Information must be entered on all three tabs before you click the Save button.

Add b new fund

On the Fund Request tab, fields in yellow on the Add a new fund form are required and must be completed
before submitting the request.

10
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Add o new fund [ ]
Public neme a . ke code w g
Development gift fund: - h
Hyirig h Purpose of fund: s i
Descrigtion Subject ko expenditure restrictions?
c
Eeporting Description: d
Fherw on JGIVET
Departenent Ong: = Fa Is HR activity penmitted?
Lt .
SDR Reperting Levek f = bedd Carter Companent 1 -
Allgw node level sharing with cther organizatsons in unit/oollege? Med Certter Component b
Is ongoing fund?
wl
Fund powce: A ~
‘Iargtt date for endowmaent: K|
ﬂ Help s Save Cancel

a. Public name - type the formal name of the fund. This is the name that will appear on gift receipts,
acknowledgments, pledge reminders and reports

b. Name — enter the short name that will display on TAS screens and the General Ledger (restricted to
30 characters)

c. Description — type the explanation of how the fund will be used (restricted to 240 characters) You
must edit the description to fit this 240 character field

d. Reporting Description — enter the full description when description had to be edited to fit the
Description field.

e. Department Org — key the department organization that is fiscally responsible for the fund
f. SDR Reporting Level — select the unit’s higher level where the fund resides
g. Use code - select University for current use fund or Foundation for pending endowment fund

h. Development gift fund — select Current Use or Pending Endowment (when Pending Endowment is
selected, the Target date for endowment becomes a required field) Never select Endowment - it is
used by central staff only

i. Purpose of fund — select the option that best describes the purpose of the fund

11
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If you have questj_

form click on the Help icon and read the help document.

Click on the Administration Contact tab.

Suckel o e S Select the constituent record for both a

_ fiscal and development contact.
Fund Request Stewardship Contacts Questions about the fund will be
directed to these individuals. The
names will be listed as the
administrators of the fund in Fund

Administration Contact

Sr. Fiscal Officen || |Pg View.
Fiscal Officer &dmimn: | |P
Dev, Officern: | |p
Dev. Admin: | |P
Click on the Stewardship Contacts tab.
Add a new fund
Fumd Reguest  Ademinmistration Contact
Constituent Type Start date End dste  Comment

Select the constituent record for a Stewardship contact (if
known). The name of the Stewardship contact will be listed
on the fund page in Fund View.

Once all information is entered, click Save to submit the new fund request.

As the submitter of the Add a new fund form, you will receive an auto generated email letting you know the status
of the request.

12
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180 Day Hold Search

The 180 Day Hold Search shows gifts to current use funds that are being held and have not been posted to the
General Ledger.

To Display the Gifts in 180-day hold:
1. From your Home Page, click on 180 Day Hold Search.

2. Enter the information for the desired fund(s).

e Fund Number or

e Name or

e Department Org or

e Home Department
3. Click on Apply.

Click on 180 Day Hold Search to open the Designation Fund View Search window.

NOTE: 180 Day Hold Search is also available from the Fundraising page.

1“‘ Home

i!.. ™ '.5':-, E i hAanader

R F Fund Vie
ffl.-._ -
¥ Git
¥ Gif

Type the six digit Fund number, or type the fund name, or enter the Department Org or Home Department for the
fund. Enter information in only one of these fields.

13
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{L Gifts in 180-day hold (not in GL)

Fund Number:

Mame: v Apply #E Reset

Department Org: |,0 Home Department:

i Select a filter and click "Apply" or click here to load the list

Total monies being held for the current use fund are displayed with monthly amounts indicated for the current
month, one month, two months, etc. The monies displayed are being held and have not been transferred to the
General Ledger.

' JL Gifts in 180-day hold (not in GL)

Giftsin 180-day hold (7) [&]+ 2] 2

Department Org: | 25962 R Home Department: P

Fund Mame Dept Org. Horne Dept. 6 Month 5 Month 4 Month 3 Month 2 Month 1 Month
\¥) 31229 Surgery Critical., 25962 02595 §10.00 §15.00 §10.00 510,00 £10.00 510,00
\¥) 308130 Trauma Suppe... 25962 02595 §2.00 §2.00 §2.00 §2.00 §2.00 §2.00
(¥) 306582 Hyperalimenta... 25362 D2595 50.00 50.00 £0.00 £0.00 £0.00 £0.00
¥ 311383 Trauma Injury.. 25962 02595 $0.00 $0.00 $0.00 $0.00 §0.00 50.00
(¥ 311879 Burn Special Ini... 25862 D2595 50.00 $0.00 £0.00 £0.00 £0.00 §0.00
¥ 312230 Burn Treatmen.., 25362 02595 595.00 §101.00 595.00 §23,095.00 595,00 $99.00
() 307778 Trauma Resear... 25962 D2595 $265.00 $265.00 §265.00 §265.00 §265.00 §265.00

-

I | (3

You can drill down and see the details of the fund for any fund number that is displayed. Click on the & icon to
the left of the fund number and then click on Fund View.

14
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a Gifts in 180-day hold (not in GL)

Fund Number: | |

7 Apply #F Reset

Mame: | |
Department Org: | 25962 |P Heme Department: |P_
Fund Name Dept Crg. Home Dept. 6 Month 5 Month 4 Month 3 Month
(%) 312229 Surgery Critical.., 25962 D2595 £10.00 §15.00 £10.00 §10.00
\¥) 308130 Traurma Suppo.. 25962 D2595 §2.00 $2.00 52,00 £2.00
%) 306582 Hyperalimenta... 25962 D2595 §0.00 50.00 50,00 50.00
(¥) 311383 Trauma Injury... 25962 D2595 50.00 50.00 50.00 50.00
Sf' 311879 Burn Special Ini.. 25962 D2595 £0.00 50.00 50,00 50.00
&) 312230 Burn Treatmen... 25962 D2595 §95.00 §101.00 §95.00 §23,095.00
& Fund View h
(%) 307778 Traurna Resear.. 25962 D2595 §265.00 $265.00 §265.00 $265.00

4| m

The Fund View page for the selected fund number is displayed.

15
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a Burn Treatment Support Surgery - 312230

Burn Treatment Support Surgery - 312230

4 4 1 of1 Pl 100% == Find | Next b~

¥

et

Fund Number: 312230

Mame: Burn Treatment Support Surgery - 312230

Description:  Supports Activities/Programs in Burn Center on Patient Care, Research, Education/ Training or unrestricted as approved by Medical
Director of Burn Center and Division Head
Public Mame: Burn Treatment Support Fund in Surgery

Reporting  Supports Activities/Programs in Burn Center on Patient Care, Research, Education/ Training or unrestricted as approved by Medical
Description:  Director of Burn Center and Division Head

Fund Profile
Home Department:  Surgery (D2595) Department Org: Critical Care, Trauma & Burn (25962)
Endow/Current Use: Current Use GL Fund Number: 312230
Fund Purpose: Program Suppart Foundation/University:  University
Hold for 180 Days?: Yes Start Date: 7f25/2006
Agreement/Plan: Fund Closed: Mo
Development Activity

Last activity Date: 04/05/2013
Cash: §24,086.00

Gifts in 180-day hold (not in GL)
Gifts Held 6 Months: $85.00

Gifts Held 5 Months: $101.00

Gifts Held 4 Months:  §95.00

Gifts Held 3 Months: $23,095.00
Gifts Held 2 Months: $5%5.00

Gifts Held 1 Months: §39.00

Gifts Current Month: $6.00

Fund View Edits

In addition to searching for a Fund by typing the fund number, you can also search for a fund using the Public
Name. Type the name of the fund in the Public Name field and click Search.

NOTE: The search process is not case sensitive. You can use “wildcard” characters to take the place of
part of your search phrase:

0 Asterisk (*) or percent sign (%) takes the place of one or more characters

0 Question mark (?) or underscore () takes the place of an individual character

16
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Designation Fund View Search =8
Fund Humber | Department Org: :P‘ |_S_n1n;_h_|
MName: . | Home Departrnent: Lo L Cil
Public Name: stadium cake Status: [~
Description: . Purpose w

Include Closed Funds Foundation/University: v

Shiow advanced sesrch options

Results
Fund Lockup... Name Dept Org Home Dept Status Purpose Public Mame  Description

Fund names that match the Public Name search criteria that was entered are displayed.

| Designation Fund View Search =268

Fund Number: | Department Org: . ¥e) Search. |
MNarne: | HomeDepartment: e |- Cleor-|
Public Name: | stadium cake | Sstatus iV
Description: A by i Purpose: [ T+
[] Include Closed Funds Foundation/University: | |~

Show advanced search optipns
Results (2 records fownd)

Fund Lookup... Mame v Dept Org Home Dept Status Purpose Public Mame Description
246874 Stadium Cake Sch.. B5870 Dasa7 Current Lise Student Fina... The Stadium... Fund Shall be...
B4BETY Stadiurm Cake Sch... 85870 D8587 Endowment Student Fina... The Stadium... Fund Shall be...
] T 3

Click on the fund in the results section that you want to view or highlight the fund and then click Select.

17
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Fund Number: 646874

hame: Stadium Cake Scholarship Fund - 646874

Description:  Fund Shall be used to Award one or more Non-Renewable Need Based Scholarships of Equal Amounts to Currently Enrolled Columbus

Campus Students with a 2.8 GPA Or Higher 403010
Public Mame: The Stadium Cake Scholarship Fund

Established November 5, 2004, by the Stadum Cake Crew, friends, Fmiy.coleawcs community sponsors, Buckeye football fans and
Descnpmn rival fans through The Foundation. Distribution supports non-n

“hased scholarships of equal amounts to current ly envolied

Columbus campus students with a 2.8 GPA or higher who are not receiving almable merit scholarship,

Fund Profile
Home Department:  General Univ - 5FA Scholarship (D8537)

Endow/Current ige:  Endowment
Fund Purpose: Student Finangial Aid

Hold for 180 Days?; No
Agresment/Flan:
Develop it Activity

Department Org: Genl Unfv/SFA Scholarship (35370)
GL Fund Murber: 646874

Foundation University:  Foundation

Start Date: 3/30i2000

Fund Closed: Mo

Last activity Date: 04/30/2012
Cash:

Gifts in 180-day hold (not in GL)
Gifts Hald § Months:  NfA

Gifts Held 5 Months: NfA

Gifts Held 4 Months:  NJA

Gifts Held 3 Months: NjA

Gifts Held 2 Months: NfA

Gifts Held 1 Manths: N/A

Gifts Current Month: NfA

Endowment Principal

Start Date: 03302000
Authorizaton Date:  11/30/2004
Pendng Nurber: 403010
Erincpal Balance:  $123,520.21

4, oy
tion

Endowment Principal a5 of:  March 31, 2012
Mumber of Shares: 20,3093
Market Value: £110,584.48

AutoIncome b Mo auto transfer. T to P form required
Principal Transfer:

Endowment Distribution as of:  March 31, 2012

General Ledger as of: Updated within the past 24 hours

Distribution Fund Mumber: 296874 Fund Numbser: 246874
Distribution Fund Org: 85870 - Genll Univ/SFA Sehalarship Beginning Balance: $428.52
Distributed Income: $5,157.35 Additions §5,157.85
Projected Distribution: $5,237.44 Deductions {45,400.00)
Student Financial Information Liabibes: 50.00
Non-Cash Assets: £0.00
Cash Balance: §186.37
Ercun/Pre-Encum $0.00
Available Balance: 5186.37
% of Dist. Committed:  96.66%
Stewardship
Donor ID Name Relationship Ceffnment End Date
20045084 Q3 Stadum Cake Committee Unkniown
Administration Contact
Name Role
Donna J, Hobart Sr, Fiscal Officer
Categories & Tags
Category Tags
Scholarship - Undergraduate OAA DEV
Scholarship - Merit Based
Scholarship - Need Based
Report Date:  4/30/2012 4: 13:41 PM Page
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Under the Stewardship heading on the Fund View page, you can click on the Donor ID or the Name to view the
constituent’s record.

NOTE: If you have not completed the TAS Navigation and Constituent View training session you will not
have rights to view the constituent’s organization record.

SR osu stadium Cake Committee

Aren E Morrs Lee Holzapfel 2835 Elmndge Ln
Dublin, OH 43016

Lookup ID: 00045084

Active constituencies: Organization Donor

Cirganization Relationships Memberships Constitusncies Dooumentation Marmes Artributes Smart Fielbds Tr
Contact information (1) ¥ Fiters | 3]~ [ 2
Contact type = Contact information Type Primany
2 Address
) Address Attn E Morra Lee Holzapfel 3835 Hmridge Ln Dublin, OH 43016 Business (Current) Yes
< : m

You can update the Stewardship donor contacts, Administration contacts, Categories and Tags fields listed for
a fund by editing the information listed on the Fund View page.

Click on Fund View Edits on the Explorer bar under the Tasks heading.

Home = | Constituents = |Marketing and Communications = Revenue = |Events = |Memberships = |Prospects = [Fu

Stadium Cake Scholarship Fund - 646874

Stadium Cake Scholarship Fund - 646874

Tasks
B Fund View Edits

Fund View Search

B F-_.n d '.'|E:'.'.'

4

Bl 1 of1 b Pl 100% [=] Find. |

Tabs are displayed for each area that may be edited. Click on the tab that you want to edit. Click on Fund View
on the Explorer bar to return to the Fund View page.

Home = Conitduents = Maketng snd Comrmecition = Rewenug = Events = Membeintipt = Frospecs = Fuordisesy =

rehap Fund - BESETS

4 Stadium Cake Scholarship Fund - 646874

Pablar Hame
Reporing Descngten

Mo Dapartment
Endew Curnmt Lae
Prrpese

Haid For 180 Crps?

Ayt Plan

Fund Musrdare BBEETE
Hame Sancdiogrn Calor Sebeslarshig Fusdd - B5374
[resanption Funed Shall e used ba Amard coe of sresre Non-Renewable Moed Based Scholarihegs of Equal Aemaunds bo Cusrenily Ervclled Columbous Campan Students

weith @ 28 G O gt 203000
The Stafiue Caice S holarship Fund

Garversd Uy - SFA Scholsnbhup (DHSET) Departrrers Grg Geerd Ui/ SFA Sohotsmhap [B38M)

] Fourdatson Usnoerity Feundmizn
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You can Add or Edit the information. Click on the Add button to add information. Click on the "= icon to the

left of the information to access the Edit button.

i £ T- ol = T - .
Tags (Categories  Activi\Comments W Stewardship

Administrators (1) | €9 Add| [E]- [E] &

_n' Staff name Role

] Ms. Eelly Hebblethwaite Johnson Sr. Fiscal Officer

@GD to related constituent |7 Edit| #€ Delete

You should never Delete information that is listed!

Gift Memo Support Report

The Gift Memo Support Report and the Gift Memo Support CSV Report display gifts to a designation,
department org or home department for the dates selected.

The Gift Memo Support Report and the Gift Memo Support CSV Report will both display the same information.
However, the Gift Memo Support Report contains merged cells so if you want to export the data to Excel, be
sure that you select the Gift Memo Support CSV Report.

To Display the Gift Memo Support Report:
1. From your Home Page, click on Gift Memo Support Report or Gift Memo Support CSV Report.

2. Enter the information for the desired Report.

e Select Start Date.

e Select End Date.

e Type Designation ID List (six digit fund number) or Dept. Org number or Home Dept. number
3. Click on View Report.

Click on the Gift Memo Support Report or the Gift Memo Support CSV Report to open the Show Gift Memo
Support report window.

NOTE: Gift Memo Support Report and Gift Memo Support CSV Report are also available from the
Fundraising page.
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Enter the Start Date and the End Date for the gifts that you want included on the report.

‘f Show Gift Memo Support report

et Cabe:

#af D L |

Diprigruston I Le? (eriter oemma separsted bt of 1) |
Dept Ty B fenber oomeed sepatmed il of Ts)

Hoe Dopt ID5 (ernfter comma soparsted ot of IDak

Gift Memo Support reports can be accessed by entering one of the following:

e Enter the six-digit fund number in the Designation ID List field. Multiple fund numbers may be entered
by using a comma to separate the fund numbers or

e Enter the five-digit department org number in the Dept Org IDs field. Multiple Dept Orgs may be
entered by using a comma to separate the dept org numbers or

o Enter the D#### home department number in the Home Dept IDs field. Multiple Home Dept IDs may
be entered by using a comma to separate the home dept numbers

Click on View Report.
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4 A otz b » Jrioo% = | Fnd | et b= (30 &
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Revenve included with a ransacoon type of ‘Payment” Dale: Tr12011 - 8242011

Magrer Dt Rerpenume Desigration Department Ong Hoame Deisgd Appcation | Rewonus | Paymaont
Typa Rithd

DO0554T1 [ Gl B $E00.00 302404 Vieternary THO00 Vet Ued D200 Viet Lied Denaton Gt Chac
Thomas Henry Herdl redicine Adwancemant & A o
EasiLanging. W Fung

Dencription:

Total: $500.00

0OOTESIT R0 $108 00 308400 Cheermader 414 Amnietcs D414 Amistics Deaston Gt Cash
Jana Noble Clinton Sugoort Fung
Columbus, OH Description:

= Rl ] $108.00 3028400 Chesrmader L4140 Athinten DE414 Atvitice Donston Gaft Cash
Support Fund

002011 SI08.00 05400 Chesrsaser £4140 Ashistcs DEe1E Amigtcs  Denaton ] Cash
Support Fund
Descniption:
pEAIR011 TAOE 00 IOSE00 Chearsaser S4140 Asnistes DES1E Ammisties  Denation ] Cash
Suppert Fund
Description:
Total: $432.00
0 30251 =Rk TR ] 150,00 J02£04 Valernary 29000 Vet Wed DRS00 Vet M Denaton ] Chaci
Harry L. Nivaoll Wedans hdvatdemant i - e
Charleston, WV Fund
Descriplion:
Totat: $150.00
00165435 caz2011 $300.00 02604 Viaternary 29000 Vet Usd D2600 VetlMed  Donston e ] Chect
Jarmes !F‘hl'lm Wity A brbemsnt e AT RN L
Tybae, TX Fund
Description:
Total: £300.00
00208466 DECEASED e $1300.00 312981 Athietics L4140 Asnieten Dhate Amigtes  Donation G Cash

Cathrinag Sud Steel Admraiaten Buldng
Mew Carlisie, OH Fund

D scription:

= TR ruril ] $3.200 .00 312981 Athietcs Latad Azhiston D514 Asmimton Donaton uft Cash
Admratraton Buldng
Fuma

Description:

SRRt S2.200.00 202581 Athletics 414] Aty D244 Aty Denaton Guft Cash
Agmrntraton Bukdng
Fuma

Description:

eeuen 320000 12881 Adhietcs 44 Alnisiey D544 Amusics Cemptgn ] Cash
AgmrEyaen Bulong
Funa

Description:

sEAzen F1200.00 J12581 Athiebes Sa1d) LAthites D54 14 Athistes Do (] Casn
AdFEAY A Bullng
Fung

orhR0n 3230000 J12581 Athietcs 4140 At D414 Amistcs Denston Gt Cash

ool $1.200.00 32581 Athietics L4140 Amnietcs DEa1d Amieten Denation Gt (=101

D R d PRI

=bf- il ] $1. 30000 J12581 Lihiehcs LAt Lnebes Ol 14 Amieten Dt [+ Cask
asmrataten Buldng
Fund

B201Y 8 1110 AU Prapared by IBLAND UDEATLSTY Page 101 §
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General Ledger Transfer Report

The General Ledger Transfer Report shows the date when monies from current use funds are posted to the
General Ledger. This report is used to reconcile current use fund gifts.

To Display the General Ledger Transfer Report:

1. From your Home Page, click on Fundraising on the navigation bar.
2. Click on General Ledger Transfer Report.
3. Enter the information for the Report.

e Select Year from drop down list.

e Select Month from drop list.

e Type Designation ID List (six digit fund number) or type Dept Org IDs or type Home Dept IDs
Click on View Report.

B

Click on General Ledger Transfer Report from the Fundraising page to open the General Ledger Transfer
Report window.

i Fundraising

@ Mew Fund Manager
F Fund View Search
S 180 Day Hold Search

J General Ledger Transfer Repo

o Gift Memo Support C5V Report
o Gift Memo Support Report

o Multiple Fund Detail CSW

Select the Year and Month for the gifts that you want included on the report. For example, if you want to
reconcile gifts that were listed on your Detail Activity Report in eReports for January 2014, select 2014 as the
Year and January as the month.

23



OHIO
IE

Fund View SIAIE

“J General Ledger Transfer Report
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Pt g 1y e o, naparated st o0 B
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General Ledger Transfer Report can be accessed by entering one of the following:

e Enter the six-digit fund number in the Designation ID List field. Multiple fund numbers may be entered
by using a comma to separate the fund numbers or

o Enter the five-digit department org number in the Dept Org IDs field. Multiple Dept Orgs may be
entered by using a comma to separate the dept org numbers. Click on View Report

Click on View Report.

ﬁ-i General Ledger Transfer Report

Year: (2004 s
Menth: ™ I
Dessgration ID List (enter comma separated ligt of IDg): :'55;5".'#"

Dept Org IDs (enter comma separated st of [Ds):

Hame Dept IDs (enter comma separated ligt of IDg):

it 4.1 ot1p b 100% =] Fnd [Nt M- & &

Designation . Designation | Department Org Home Department | Post Date | Effective | Revenue 1D | Constituant
S|
303578 TEDBITL 303578 02631  |Musi D0262 | School of 2472014 | TH22013 | rev- |oo311042 | $10.00|
Alumni Club Marching Music | 17457423 |
Scholarship Fund Band | | |
303578 02631 Music DO262  [School of 20472014 [ Tr2672013 | rev- | 00311042 f $10.00
Marching Music 17476743 !
Band | |
303asTe 02631 Music DO262 | School of 22014 | TrR2013 | rew- | 00528210 ) $10.00|
Marching Music 17482724
Band |
Designation Total: $30.00
Grand Total: $30.00|
SR04 a1 0D AM Pregaced by ESLAKDUDP-ASA-DKY Fage 1oft

The Post Date shown on the GL Transfer Report is 2/4/2014. However, these are the gifts that were transferred to the GL
for designation number 303578 at the end of January 2014.
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Multiple Fund Detail CSV Report

The Multiple Fund Detail CSV Report compiles a listing of all funds by Home Department or Department Org
that you can export to Excel.

To Display the Multiple Fund Detail CSV Report:
1. From your Home Page, click on Fundraising icon on navigation bar.
Click on Multiple Fund Detail CSV.

2
3. Enter the Fund Number or Public Name or Department Org or Home Department
4

Click on View Report.

Click on Fundraising on the Navigation bar on the Home Page.

& Fundraising

@ New Fund Manager
N Fund View Search

S 180 Day Hold Search
°f General Ledger Transfer Report
o Gift Memo Support CSV Report
o Gift Memo Support Report
o Multiple Fund Detail CSV

Click on Multiple Fund Detail CSV on the Fundraising page to open the Multiple Fund Detail CSV Report
window.

Type the fund number, Department Org or Home Department and click View Report. If you want to include
Closed Funds in your report, check the box in front of Include Closed Funds.

ﬂ? Show Multiple Fund Detail C5V report

| | t--epmmm thy F'I

- R T |

Puils; hipme Stabur w

D riphge Porpous - T b P

Ieschucty Closed Furds Foundation/Unipnity: =

B0 Doy Hald

The Multiple Fund Detail CSV report contains additional information about the funds:
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» Description
» Purpose
» Start Date
» Endowment Principal Start Date
» Principal Balance
» Number of Shares
» Market Value
» Stewardship Constituents
Fourd it Comgear St v -
B gy S et L] =
LT = poo -
i = g P %3 ‘e
T it Ciowed Purey Fardatos v Bty ~
™ =82 Swy Puid
R advarond shal wSard
oAt sy M R T2 = | ot | et Bl e S B
|roramumser | Putic lame  [Rpt Descripion [Home Degt | Depd Org Endovemant | | Purpeae B0 Dy Mokt | S4ar1 Date Endovement | Aum Qate [Prncigad I3
Cammond s Principal $tart alance ]
2044481 Toe Samusl B | Estabbaned Didte 4140 Eraowrant | Sassent ¥ aise e AN W 52453818
Uil i Firpncial dsd
Nbrrecrind Fundl | 19D by svidiow
Wirgeres CRaAES
W ASERLON
it repesdy
wred COBS IO
Lo -t
(2= Ty L N
prants - o
= 2t
TR
180072 Ofds Stasum [ Te Accowntlor D2t [EEres CumentUss | Program Trus LRI
Eaalla Funad on Sl Parban Sppnd
for Al Citeey
SEagem Suses
aviiar 1B Butiy Mbuarpy FMHPm biata Lanay Prnwm LF T Eoa ] E ol b ] LA SV AT S
£ (L2 Erdcmimand Sugpan
ldmrrasrd Fund
¥iaes i Sladvam Track Donadons (D414 S 140 Crarmetd e G & Mgerd Trua
Brack Projech sl Enpanaas Froys F pomdes
Rl a0 B T
CorrariTior de
B P
Soe ot Stadinam
RO N The Jessica C | Eshibiahed hufy |DSL14 ana Ersdoarmreand LF T TITEE00s T T TV B0 S5 B
Bacx Whemnonial | T 2008 by Pear Fnanoa &3
Bohasl g sy
Fund L
Thes Foundalion
[ U120
B pdeeagniy B
rand-in- e or
Fo g = R Y Y
s G e 0
et
PO N
FpChrotded
AT Ry el
prwlerares 1o a0
o] -0 - Lol
LR o e
82175 e Robadt 3nd | Estabiares [ freres Erdaamrant | Fassene ¥ uina 20T TR0 P T T
Hlandy Do Fabsruagary 3, 2007 Frmnoal bed
g Wil 3 (i Boem
Erpzairl Bt b
Fund Fdmncy Do, weaed
LR AT T ]
T pr Bh- 363
(2= E T
coaks of am
wrderiotegate
BSOS TN
wha s
i of 3
gl s e ]
B2 b
an
It i | A Mwmmmﬂﬁ,*mm_mﬂwﬂ_ st

The report is designed to export as a CSV report and save or print it from Excel.
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Exporting

Reports or the fund view screen may be exported by clicking on the disk icon at the top of the report/screen and
selecting the file type:

e XML file with report data
e CSV (comma delimited)

e PDF

e MHTML (web archive)
e Excel

e TIFFfile

e Word

To Export a Report or Fund Information Screen:

1. Click on disk icon on the top of the report or fund information screen.

2. Select the file type.

ﬂ] Show Multiple Fund Detail CSV report

Fund Number: :7 | Department Org: | 54140 |2
Name: i | Home Department: i |‘°
Public Name: i | status: [ V
Description: I ._ Purpose: _. V !::\ View report
[7] Include Closed Funds Foundation/University: ’ [+
[7] 180 Day Hold
Show advanced search options
i1 4 1 ofan b Pl 100% [=] Find | Next AT =
CSV (comma delimited) |
Fund Number | Public Name Rpt Description | Home Dept Dept Org End PDF Day Hold Start Date Endowment Auth Date =
Curm MHTML (web archive) HUIE LR
e Date |
HCE
604661 The Samuel B. |Established D5414 54140 End 2 se 6/19/1992 6i19/1992 ar
McCulloch September 2, TIFF file
Memorial Fund | 1992, by widow word
Viirginia, Charles
W. Atkinson,
other friends and
colleagues.
Income provides
scholarships or
grants-in-aid to
varsity
swimmers
310372 Ohio Stadium | To Account for D5414 54140 Current Use Program True 1/9/2001
Suite Fund the Gift Portion Support
far All Ohio
Stadium Suites
303986 Ohio Stadium | Track Donations | D5414 54140 Current Use Opn & Maint True
Brick Project and Expenszes Phys Facilities

] - [ — J 3
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Printing
If you are going to print a Report or Fund View screen, export the report as a PDF or Excel and print from the

PDF or Excel toolbar.

F Multiple Fund Detail CSV_Report[1].pdf - Adobe Acrobat Pro =NASR X

File Edit View Window Help 3

@Create'|@[|%|@@@|3@@> E
® / 700

Tools Comment Share

Multiple Fund Detail CSV
Fund Number |Public Hame Rpt Description | Home Dept Dept Org Endowment/ |Purpose 180 Day Hold | Start Date Endowment
Current Use Principal Start
Date
604561 The Samuel B.  |E i D35414 54140 Endowment Student False BI1W1992 61911992
McCulloch D 2, Financial Aid
Memorial Fund 1992, by widow
‘irginia, Charles
W. Atkinson,
other friends and
colleagues.
Income provides
scholarships or
grants-in-aid to
varsity
310372 Ohio Stadium To Accountfor  |D5414 54140 Current Use Program True /92001
Suite Fund the Gift Portion Support
for All Chio
Stadium Suites
303986 Ohio Stadium Track Donations |D5414 54140 Current Use Opn & Maint True
Brick Project and Expenses Phys Faciliies
Related to the
Commemorative
Brick Program
for Ohio Stadium
41212013 at 3115 PM Preparad by: ISLANDWDP-ASA-025 Page 1 of 700
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Help Resources

Please contact the 2Tech Advancement IT Service Desk with any questions or problems you encounter with TAS,
Fund View or the Reports available in The Advancement System.

Contact the 2Tech Advancement IT Service Desk at 292-TECH (8324) or via email at 2tech@osu.edu.

Resource Location
2Tech Advancement IT Service 292-TECH(8324)
Desk
2Tech Advancement IT Service 2tech@osu.edu
Desk
Blackbaud Help Files Available within TAS. Press F1 on the keyboard on any screen within
the program.
Marie Gibbons or 614-292-9899
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Appendix — Office of Financial Services

For more information on Endowments, go to:

www.treasurer.ohio-state.edu

The Dhio State University » Business and Finance Help Buckeye Link Map FindPeople Webmall Saarch Ohio State

Office of Financial Services

University Treasurer

University Bursar Internal Bank University Staff Endowment Policdes ContactlUs ~ Employee Recognition
A * ‘ﬁ w— e i . "'._-H
; e

Mission Statement

Tha Office of Financial Serices is committed to providing high-quality senices 1o
Disclosure Page for Investors the campus community by being excellent stewards of University funds to
maximize a student’'s educational expenence

Internal Bank Information S

Vision
BF Webmail
Tha Office of Financial Serdcas will pronade curent, comprahensive and accurate
infermation about the financial status of the University. To promote the wsien and
goals of the University, we will create an aimosphere that encourages continuous
quality improvement necessary to mael the business and financial needs of the
campus community in a pleasant, professional and efficient manner.

Bank Reconciliations Bank Reconciliations

Leam About Becoming Green Certified

Business Continuity This departmant is responsible for reconciling University bank statemants to
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