Coordinator Tools

If you are a Coordinator, after you login, you should see a “Coordinator” menu on your top menu bar. If
you do not have this menu item, please contact Deb Furry (cmoteam@earthlink.net ) so we can set you
up.

Through the Coordinator Menu you can:

1. Process cash and check gifts
2. View processed and completed pledges
3. View donor data

PROCESS NEW INCOMING PLEDGES

As a Coordinator, you are tasked with picking up and recording all cash and check gifts your co-workers

make. To see what has been given, go to the Coordinator Menu and click on “Process New Incoming
Pledges”.

All cash and check pledges will show up in this view. If you are only coordinating a single department or
area, only one box will appear. The number at the bottom of the box is the number of unprocessed
(check or cash pledges). If no boxes appear, you do not have any cash or check pledges to process)
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PROCESS NEW INCOMING PLEDGES

(click to expand headers below )

ADMINISTRATIVE SERVICES,
DEPT

Administrative Services,

DeptHRSD Select a pledge from the
155 Cottage St NE U30 list on'the right:

Salem, OR 97301-3967

(1 unprocessed pledges)

Pledgestarelisted in
ADMINISTRATIVE SERVICES,

DEPT reverse chronological
Administrative Services, ‘ Ordersoine newest
DeptiState Controllers Di edges are a o

155 Cottage St NE mﬁ gl m'ﬂ

Salem, OR 97301

(1 unprocessed pledges) Pledge details will be’
CONSUMER & BUSINESS displayed In this area.
SERVICES, DEPT OF

DCBS/Director's Office

350 Winter St NE Rm 150

Salem, OR 97309

(1 unprocessed pledges)

CONSUMER & BUSINESS
SERVICES, DEPT OF
DCBSIDiv of Finance & Corp
Securities

350 Winter St NE; Rm. 150
Salem, OR 97301

(1 unprocessed pledges)



mailto:cmoteam@earthlink.net

Clicking on the box reveals the cash or check gift

pledge form for processing.

. Clicking on each check or cash gift opens up that
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plEdges are atinetop.

Clicking on step 1 of 2 — the top bar
above “Pledge No.”, allows you to
print out the page. Please do so if the
donor has not provided a copy of
their pledge form.

If you do not need a copy of the form,
start the processing by clicking on

|I’

step 1 and choosing “cancel” when

the print box appears.

Regardless of whether you actually
printed or not, you will see the
“Printing Pledge — Please Verify
Printed Page” box. Click “Return to
Pledge” button.

For Example:

Clicking on Pledge # 2981 reveals the
pledge form below and the donor’s
name. If the donor has not brought
their gift to you, you know who to
follow up with to collect the cash or
check gift.

Please collect the check or cash
before processing the pledge.
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(click to expand headers below.

ADMINISTRATIVE SERVICES,
DEPT

Administrative Services,
DeptHRSD

155 Coftage St NE U30
Salem, OR $7301-3967

(1 unprocessed pledges)

ADMINISTRATIVE SERVICES,
DEPT

Administrative Services,
Dept/State Controllers Di
155 Coftage St NE

Salem, OR 87301

(1 unprocessed pledges)

1 PLEDGE NO. 2981
‘Wed Aug 19 2009
AMOUNT: $75.00

CONSUMER & BUSINESS
SERVICES, DEPT OF
DCBS/Director’s Office
350 Winter StNE Rm 150
Salem, OR 87309

(1 unprocessed pledges)

CONSUMER & BUSINESS
SERVICES, DEPT OF
DCBSIDiv of Finance & Corp
securities

350 Winter St NE; Rm. 150
Salem, OR 97301

(1 unprocessed pledges)
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Pledge Number 2981

Administrative Senices, DeptiState Controllers Di (Salem)

Employee Information
Employee Name | Pauline Tester
Employee Email
Pledge Information

Unit/Division Name

test2@test.com

Date of Pledge
Wed Aug 19 2009

Allotment Source Amount Interval | Total Gift

One Time Cash Pledge $75.00 x1 $75.00

Charities Designated

Organization ID Amount

(999999) General (Undesignated) Designation $75.00
TOTAL PLEDGE: §75.00

Pledge Status
Payroll Status: = Viewed Admin Status: | Pending

Pending:
Viewed:

Pledge Status Definitions

Payroll Coordinator/Administrator has not seen this pledge.

Payroll Coordinator/Administrator has viewed this pledge but thus far has not done
anything with your pledge.

Payroll C has sentthis pledge to HR for payroll deduction
processing. This does not mean your pledge has been processed by payroll, only that the
payroll coordinator has sent your pledge to HR to begin the payroll deduction process.



- PLEASE VERIFY PR]NTI’LEDGE
i After printing, click below
'"toreturn to the pledge.

(once back, process the pledge by clicking the (4

button at the top of the pledge - STEP 2 OF 2)
RETURN!
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XCLOSE |

Step 2 of the Process
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For a cash gift, you

will be asked to enter

the amount of cash

(click to expand headers below.)

ADMINISTRATIVE SERVICES, ENTER THE CASH RECEIVED: you received.

DEPT

Administrative Services,

DeptHRSD o)

155 Coltage St NE U30. :

Salem, OR §7301-3967 Pledge Number 2981 For a Check |ft ou
’

(1 unprocessed pledges) =

Employee Information .

ADMMSTRATIV SERCES, Employee flame | Pauline Tese will be asked to enter

Administrative Services, Employee Email | test2@test.com th h k b

Dept/State Controllers Di =

185 Cottage 5t NE Pledge Information € check number.

Salem, OR 87301 Unit/Division Name Date of Pledge

(1 unprocessed pledges)

Administrative Senvices, DeptiState Controllers Di (Salem) Wed Aug 19 2009
1 PLEDGE NO. 2981 Allotment Source Amount Interval | Total Gift C||Ck on gray ba r
VX::D?JI‘NQT1§TZ£SE One Time Cash Pledge $75.00 x1 $75.00 “ ” ..
CASH PLEDGE Charities Designated Step 2 of 2” to finish

CONSUMER & BUSINESS Organization ID Amount .

ﬁmﬁi;;‘?:g;ce (999999) General (Undesignated) Designation $75.00 processing. The

350 Winter St NE Rm 150 TOTAL PLEDGE: $75.00

Salem, OR 97209 H

(1 unprocessed pledges) Pledge Status pledge fOFm W|II

Payroll Status: =~ Viewed Admin Status: = Pending

CONSUMER & BUSINESS = .

SERVICES, DEPT OF Pledge Status Definitions. dlsa ppear from the

DCBSI/DIv of Finance & Corp . § §

Secarilies Pending: Payroll Coordinator/Adminisirator has not seen this pledge

350 Winter St NE; Rm. 150 Viewed: Payroll Coordinator/Administrator has viewed this pledge but thus far has not done SC ree n .

Salem, OR 87301 anything with your pledge
(1 unprocessed pledges) , .
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View Processed Completed Pledges

1410 SW Morrison St. Ste 501 + Portland, OR 97205 « 503-528-2783 phone « 503-222-6975 fax
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VIEW PROCESSED PLEDGES

The same System Of bOXeS (click ta expand headers below.)
. ADMINISTRATIVE SERVICES,
appears. When you click on B s e
. Dept/DO and BAM Select a pledge irom the:
a box it opens up to reveal Saen 08 572075085 g [ | ston the iart
(1 processed pledges)
Pledges are listed in’
the pledge and at the soumsTRATYE sevices, < St )d MZLE“’J, o
Administrative Services, Orderso the newest
bottom of the pledge box = pledges areat e
. Salem, OR 97301
you will see noted the date {1 provosssd plecyes) Pledge details will be:
ADMINISTRATIVE SERVICES, displayed in this area.
the pledge was processed Riministratv Sorvicos,
Dept/State Controllers Di
and by whom. Some
(1 processed pledges)

PLEDGE NO. 2981
Wed Aug 19 2009
.00

PROCESSED: Sat Aug 29 2009
BY: Deb Furry
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View Donor Data

Your initial view shows the number of pledges and the total of the gifts to date at each site. Again, if you
are only coordinating one area, that is all that will show. If you have been assigned the coordinator
permission for more than one area, every area that has at least one gift will be visible.
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Clicking on any green
“+” at the end of the

Administrative Services, Dept

Administrative Services, Dept/DO and BAM 12 pledges $11,032.00 $919.33 average 0
VIEW DONOR LEVEL PLEDGE DETAILS FOR Administrative Services, DeptiDO and BAM () . “ g
Administrative Services, DeptiEISPD 4pledges 54,100.00 $1025.00 average (o ba r wit h View
VIEW DONOR LEVEL PLEDGE DETAILS FOR Administrative Services, DeptEISPD &3
Administrative Services, Dept/Eugene Motor 1 pledges $780.00 $780.00 average Donor LeveI Pledge
") . .
VIEW DONOR LEVEL PLEDGE DETAILS FOR Administrative Services, Dept/Eugene Motor Pool () Detall wi || prOVIde
Services, ities Division 1pledges $360.00 $360.00 average ()
VIEW DONOR LEVEL PLEDGE DETAILS FOR Administrative Services, DeptFacilities Division (@ a d d itiona |
Administrative Services, DeptHRSD 2pledges $760.00 $380.00 average
VIEW DONOR LEVEL PLEDGE DETAILS FOR Administrative Services, DeptHRSD H H
- . @ information -- on
Services, 3 1 pledges $720.00 §720.00 average Gy
Mainten
VIEW DONOR LEVEL PLEDGE DETAILS FOR services, DeptiO| amamnten ) the type Of pledge by
Services, 2pledges $1,020.00 $540.00 average (e . L.
b each individual
VIEW DONOR LEVEL PLEDGE DETAILS FOR i Services, DeptiO| Division ()
.nDAI:lmmlstlauve Services, DeptiState Controllers 24 pledges $7,875.00 532813 average | () d onor an d t h e dOI |a r
VIEW DONOR LEVEL PLEDGE DETAILS FOR Administrative Services, Dept/State Controllers Di &3
ADMINISTRATIVE SERVICES, DEPT TOTAL: 47 pledges $26,707.00 $568.23 average (o amount.

Consumer & Business Services, Dept of S b I
DCBS/Director’s Office 1 pledges §100,000.00 $100,000.00 average 0 ee €low.
VIEW DONOR LEVEL PLEDGE DETAILS FOR DCBSiDirector's Office )
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Administrative Services, Dept
Administrative Services, Dept/DO and BAM 12 pledges $11,032.00 $919.33 average o

VIEW DONOR LEVEL PLEDGE DETAILS FOR Administrative Services, DeptDO and BAM (@)
MM PAYROLL PLEDGES

# PLEDGE DATE DONOR NAME DONOR EMAIL GIFT STATUS | GIFT

1 3037 082109 | Deb Furry dfurry@earthlink.net sseon0 [viewea | [N

2 3026 082009 DebFumy dfurry@earthlink.net s1.080.00 [Iviewea ! [EEN 3
3 3023 08-20-09  Deb Furry dfurry@earthlink.net $1,080.00 | Wiewed -

4 3015 03-20-09 Deb Furry dfurry@earthlink net 3120000 [Wviewed | SN

5 [3002 081908 | TrevorFree tiree@state.or.us seso00 [Iviewean) [

6 2066  0819-09 Deb Fury dfurry@earthlink.net s1, 20000 [Wviewea | [N

7 2089 081909 Deb Furry dfurry@earthlink.net 120000 [vieweal [N

§ 2032 081809 DebFumry dfurry@earthlink.net s1,20000 [Iviewea [NEN

9 2911 08-17-09  Deb Furry dfurry@earthlink.net $1,200.00 | Wiewed -

40 2899 081309 Deb Furry dfurry@earthlink net s1azoo [Wiewed!| SN

41 [ 2877 081008 | Deb Fumry dfurry@earthlink.net 5120000 [Wviewed ! SN
[l CASH PLEDGES

# PLEDGE DATE DONOR NAME DONOR EMAIL GIFT STATUS | GIFT

1 3046 082109 DebFumy dfurry@earthlink.net s100.00 [Processed [N
Administrative Services, Dept/EISPD 4 pledges $4,100.00 $1025.00 average &y

VIEW DONOR LEVEL PLEDGE DETAILS FOR Administrative Services. DetEISPD €8

You will notice that each gift has a “Status”: either pending, viewed, or processed.
“Pending” — it has not been opened by anyone (payroll or coordinator).
“Viewed” — the gift has been opened by either payroll or coordinator (depending on type of gift).

“Processed” — You will process any cash or check gift. Payroll gifts will not appear as “processed” until
the end of the campaign.

“Gift” — a “yes” means the individual has opted to receive the Governor’s Cup, no means they have
declined the Governor’s Cup.

Please return any check or cash gifts to the CMO Team in the white report envelope, along with any
payroll contributions submitted on a paper pledge form.

DO NOT return a copy of the paper payroll forms to your payroll person, please send those to the
CMO Team.

If you have no check or cash gifts, and no paper payroll pledges, there is no need to return the white
report envelope.

If you have any questions, please contact Deb Furry, 503-528-2783 or cmoteam@earthlink.net.



