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Advanced V-Manager Reports

Ideas, Examples, and Trouble-Shooting

Draft 0.8, Content Set #1

Using the Criteria Screen

What is the Criteria Screen?

V-Manager uses a standard criteria screen to filter records.  This screen is available for Names Reports, Contribution Reports, and Bills Reports.  The criteria screen corresponds to the donor flags found in the Flags tab of each donor’s record and also adds additional criteria, such as zip code, state, contacts, etc.
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What Do “Criteria” Really Mean?

“Criteria” are the conditions used by the computer to sift through all the donor records and give you only the ones you want.  For example, if you click on “Yes” next to the Alumni flag, you are asking the computer to select only those donors who have a check next to the Alumni flag.

What Do the “Additional Criteria” Mean?

The additional criteria allow you to set even more conditions for the computer to check.  Perhaps you want to send a mailing to alumni in a particular zip code.  You would click “Yes” next to the Alumni flag and click Selected Zip Codes at the bottom to choose the desired zip code.

Here are the meanings of the additional criteria you see displayed on the Criteria Screen:

Selected Zip Codes
Only donors in selected zip codes will be included.

Selected States
Only donors in selected states will be included.

Selected Countries
Only donors in selected countries will be included.

Selected Donor Types
Only donors with a specific donor type will be included.  The 

donor type is found on the Name 3 tab of the Donor Module.

Selected Range of Last
Only donors whose last names are within the alphabetical range

Names
will be included.

Selected Affiliations
Only donors with a specific affiliation in either of the two

affiliation tabs (found on the Name 3 tab of the Donor Module) will be included.

Primary Contact
Only donors with a specific contact in the first Contact field (found on the Name 3 tab of the Donor Module) will be included.

Additional Contacts 
Only donors with a specific contact in any of the three Contact fields (found on the Name 3 tab of the Donor Module) will be included.

Create Date Range:
Only donors who were added to the system after the specified date will be included.

Specify Contrib Info:
Only donors with a specified contribution history will be included.  Choosing this option allows you additional choices:  amount contributed; date range of contribution; source of 

Contribution (e.g., donors who have contributed between $100 and $1000 between 01/01/2001 and today to all sources except tuition).  You may also select donors who have not contributed under the specified conditions (e.g., donors who have not made a contribution of $18 to $1,000,000 between 01/01/1997 and today).  This is one of the most powerful and most-used feature of V-Manager reports.

Specify Parent Info
Only donors who have been selected as parents in the Student 

Module are selected.  You may select primary parent, non-primary parents, or both.  You may also specify the grade and the enrollment period.

Related to Person X
Only donors who are linked through the Relationship Tab to the

selected donor are included.

Can I Select More Than One Criteria?

Yes!  This is what makes V-Manager’s reports especially flexible.  You may select any combination of donor flags and additional criteria to meet your needs.  Here are some examples based on the illustrated Criteria screen:

· Alumni/ae who live within the 90439 zip code

· Board members who have donated more than $10,000 during the past three years.

· Dinner Invitees who live in Minnesota and who have donated to the dinner in the past five years.

· Alumni/ae who belong to a specific synagogue

· Parents who have a child in 7th Grade and who live in the 60645 zip code

· Alumni/ae living in Israel

Help!  It Didn’t Work!  Deciphering “And” and “Or”

If you have tried to combine criteria before and received a message “No records meet the 

criteria specified,” you are probably experiencing an “And” and “Or” problem.  Here is the 

rule for determining whether to check off “And” or “Or.”

· AND requires the donor to meet all the criteria you specified.  If you checked Alumni, 

Parent, and Board, a donor would have to be checked for all three criteria to be included in the list.

· OR only requires a donor to meet one of the criteria.  If you check Alumni, Parent, and Board, a donor would only need to be marked for one of these criteria to be included in the list.

Names Reports

When Should I Use a Names Report

Select a names report whenever you are looking for demographic information (name, address, phone number, etc.).  Names reports are also the place to go for exports, labels, and broadcast email based on criteria.

Occasionally, a user becomes confused about the difference between a contribution report and a names report limited by contribution information.  The difference is this:  a contribution report will include the actual information about the contribution (e.g., amount, source, date, etc.).  A names report will produce the demographic data on individuals who have given/not given within the specified parameters.

Example 1:
“I want a list of all the contributions we received in the last week.”



This request requires a contribution report.

Example 2:
“We need to make mailing labels for all our donors who’ve given more than 

$180.”



This request requires a names report limited by contribution information.

I’ve Selected My Criteria – Now What?

After selecting your criteria, you need to decide how you want your information to appear.  After clicking OK on the Select Criteria screen, you will return to the Names Reports window:   

There are five different Report Style options:

Columns
Name, address, and phone information will be displayed in two columns, newspaper-style.

Across
Name, address, and phone information on a portrait page going across. 

Landscape
Name, address, and phone information on a landscape page going across. 

Master
Name, address, phone, additional addresses and phones, affiliations, donor 

type, contacts, initial contact, and all marked flags for each donor.

Labels
Name and address on specified label size.

Selecting Options – Where Do I Want the Information to Go

Screen
Choosing this option allows you to preview your report

Printer
You’ve previewed your report and you’re ready to print.  A Windows print menu will be displayed; select the printer, number of copies, etc.

WP/Export
Choose this option when you want to export the information for merging in

Word, using the information in an Excel spreadsheet, or sending an ASCII file 

to your mailing house.

Word/RTF
This option opens your information directly into MS Word.  You can then edit 

the document formatting, etc.

E-Mail
Use the e-mail option to send broadcast e-mail.  Broadcast e-mail is a single 

e-mail message sent to all donors who meet your criteria.  For example, a 

weekly e-mail message sent to all parents.

Contribution and Bill Reports

Creating Advanced Reports on Contributions and Bills

V-Manager’s Contribution and Bills Modules have two purposes:  the first is to create an historical record of financial activity.  The second is to give your fundraisers information about who is giving money, when they’re giving it, for what purpose they’re giving it, and who is convincing them to give.  Here is an overview of some of the reporting features and how you might use them to help your organization.

Sorting

Sorting refers to the order in which the information appears.  V-Manager allows you to sort contributions and bills by last name, date of the contribution, due date, program, source, and solicitors.  Here are some ideas for using the sort feature to give you additional insight into your organization’s financial situation.

Name
This is the simplest way to sort – donors meeting the criteria are listed in

order of last name.

Date
Sorting by date can allow you to see seasonal effects on fundraising.  Do you 

receive more contributions in the summer or winter?  Do contributions increase in number or amount around holidays?  This information should be used to plan solicitations and mailings.

Due Date
Sort by Due Date to anticipate income during the coming month.

Program/
Compare what sources account for the most revenue.

Source

Solicitor
Sort by solicitor to find out which fundraisers are most effective.

Report Parameters and Limiting Sources

Parameters and limited sources differ from Sorting.  Sorting controls the order in which contributions/bills appear; parameters and source limitations act as criteria to display only contribution/bills meeting the specifications.

Parameters include date, due date, solicitors, and programs.  In addition, you may select donor flags as well. 

Source limitations allow you to view contributions/bills for a selected source only.

Examples:

· Contributions made during the last three years by alumni who live in Minnesota.

· Unpaid bills in order of source owed by parents.

· Contribution histories covering the past three years made by donors who have given a total of more than $1000.

· Contributions brought in by a particular fundraiser.

· Pledges brought in by a particular fundraiser for a particular campaign.

Regular Reports

Reports to Run Early and Often!

Certain reports should become a regular feature for the executive director.  These reports give an overview of the ongoing status of fundraising efforts.

Daily or weekly contribution reports
Limit by date range and sort by source.  This is 

good review of income as well as an opportunity to make sure thank you letters and receipts are sent in a timely manner.

Weekly or Monthly LYBUNT reports.
LYBUNT is the fundraising world’s acronym for 

“Last Year But Unfortunately Not This Year.”  The executive director should be reviewing this report regularly to ensure that donors are not “falling through the cracks.”

Monthly Year Comparison Reports
This report shows the amount of increase or

decrease in each donor’s donations over a two-year period.  Like the LYBUNT, this should be used by the executive director to ensure that donors are not lost through inattention.

Suspected duplicates report
Run monthly or any time a large number of new

donor records have been added.  

Updating Flags

Basic Principles of Updating Flags

Donor flags are one of the most-used features of V-Manager; however, you can improve you use of flags by updating current flags regularly and by creating special temporary flags to help create advanced reports.

The Transactions feature called Update Flags is designed to allow you to automatically update flags based on certain criteria.  This avoids the need to flag individual records as well as ensuring that data entry error does not result in inaccurate flagging.

[image: image5.png]memrep].frx

ALtk 8| oo Fesan
K| I2 1 Align to Grid o I T . PP AU O IO P T I PR B
g
Al Bringto Front  Ctrl+G
(bl 1;75 SendtoBack  Ctld | [y re [
1] Jmen_ Center llltriaflotitl} <ni
=1k eReponDate and emoreo=2, AN
q Group
or Ungroup
StrtDate ExpireDatePositon | Totl  PaidiCredit  Owe
g
,
. et bl o)+l et Aoty 0]
,
0 [, o _nametoonee)[itempty(@] [itempty(@] [psition] fmonat Toent-at_on] ot |
B (Rt > [ bt it e,
S _Pen Color »
Gioup Footer__2whom
B  EESTE— | T S
Gioup Foolsr__ Tperson i
Page Faoler
g Totol  fasom
4 PedCreit. ot o
B vt o
Summary
<1 >

Speciy a font for the selected object s Num



[image: image6.png][¥IV-Manager

Fie Edt Trnsactions Repotts Took Help

e

[Add a Date ]
— Date — Event

English date

Night ™

L]

Hebrew year

Hebrow m.may:E[ o

[ Who is observing (M1, Mrs. etc.)

™ Kaddish Listing Type: [+ [H]

™ Plague  No.

B damos Crtor
(Eprorren | [mtn] | | O Ms.ooeny Cartr
| ® Entirefamily
e © Othe oy member
Engih || E—
Mother =
Father
Gender. W[5
et
i
i

———e—

V' ok

I B



[image: image7.png][VIV-Manager

- Date Parameters

© (B Hebiew Dais]

From [1 sen |2

O By Hebrew Day

(EIE]
1[5 a0 5] [1H]
|

From[_Tome B

wils eu [ [THE

Show Erh
W) DacEqivaen | 57611

for whichyear
C By English Date
Jie7oz/2001 | ko Joe/oarznni|
© By English Day
From: |1 - January 0] [ 1E Show Hebrew
[ W DatcEquivdent | 200115]
w12 DecontBl i

[ SotingOwder ————————————

@ By Date C By Type
- Output
@ Screen O Printer O WP/Export

I Limit to type: [Anniversar[M]

I~ Include Memo
I” Include Yarzheit Info
I™ Include Misc

I B



[image: image8.png][¥IV-Manager s B

Fle Edt Tiansactions Repotts Tools Help

Studet | parrts | pa; et | ogs el | pesrees Eno | i ] courses| aten | ive o et
[¥]Add an Envolment

Studert
Last Name.

g

| | Gradetevet [T Misct 0.00
Enter Date:  [03/0172001 Misc2 000
Leave Date: [05/15/2002 Misc3 | 000
Disc/Shirshp: | 0.00, Missd | 000
Tuition [ s00.00 Miscs | 0.00

™ Manual Billing ™ Payment Plan

| e
] Jrre Foom ot | 2 e |

Num of payments: |
Starting Date: [15701/2001




[image: image9.png][VIV-Manager

I B

Year 02003 b3
Tem: [Tem |- Fall -
Course Num: [aRITH

Course Name: | Computational Skil

Area:

Credits: [ 00000

® by Names C by Grade

Select students




[image: image10.png]Year 20012002 Tem: Tem| - Fall

Course Num: ARITH # of Students: [x]
Course Name: Computational Skil
Area: g8
Tast name _[Firt nan[Grade [Seteotod] [=
fporaan_rase 0 0]
N T ]
[rier ren 4 E
[carr e
[Carter Eien oo
bergoisrena 50
E i o

Vox | [cemca]




[image: image11.png][VIV-Manager

I B

Year 001-2002 b3
Tem: [Tem |- Fall -
Course Num: [aRITH

Course Name: | Computational Skil

Area: [38

Credits: [ 00000

® by Names C by Grade

Select students




[image: image12.png][VIV-Manager s B

-
Student Course Entry

[¥iNow Couse Inforation =
vear  [EIEENEE
Tom:  [Tomt -

Course Num: [aRITH 1

Course Name: | Computational Skil

Area:

Credits: [ 00000




[image: image13.png][VIV-Manager s B

-

Student Course Entry ]

Year 20022003 W]

[V-Manager - Students ]

Are you sure you want to copy students from

FROM: | ARITH Computational Skill Term | - Fall 2002:2003

L4

T0: | ARITH  Computational Skill Computational Skill Term |





Examples of Updating Flags

· Use Flag individual donors to flag new graduates as alumni.

· Use Flag anybody who has donated to make sure dinner and newsletter flags include new donors.

· Use Flag anybody with a bill from source (Tuition) and Count contributions between (time period) to create a flag for alumni parents.

· Remove unproductive donors from your dinner invite list by marking them “No” on the dinner flag based on Flag anybody who hasn’t contributed and Count contributions between (time period).

· Flag everyone who is flagged as a staff member for newsletter.

Updating Flags Based on Multiple Criteria

You may need to update a flag based on more than one criterion.  For example, you might wish to make sure your dinner invite list is complete by

· Flagging everyone who has given a contribution in the past year.

· Flagging everyone who is also flagged as a staff member

· Flagging everyone who is flagged as an advertiser.

This simply requires completing the Update Flags transaction several times.  Adding an additional criterion does not “unflag” donors who are already flagged; it simply picks up any additional donors who meet the criterion.

Erasing Flags

Most users create a number of temporary flags that are not needed after a particular event or period of time.  Erase unneeded flags by setting the desired flag to “No” based on donors who are currently flagged “Yes” for the same flag.  You may then delete or change the name of the flag through Tools | Edit System Files.

Specialized LYBUNT Reports

LYBUNT Reports Limited by Source

Although the built-in LYBUNT report is useful for an overall picture, schools may wish to exclude tuition-related contributions from their LYBUNT reports as well as create LYBUNT reports for specific campaigns.

You can create these specialized LYBUNT reports by combining two features:  

1. A flag for donors who have contributed to a source during a particular period; and

2. Using specify contribution info on the criteria screen

For example, if you wish to create a LYBUNT report on the building fund source:

1. Start by creating a new temporary flag called “Build 2000”

2. Using Update Flags, mark Build 2000 as “yes” for anybody who contributed to the source (Building) between the dates of 01/01/2000 and 12/31/2000.

3. Return to Reports | Names

4. Select the following Criteria:

a. 
Build 2000 = Yes

b. Specify contribution info | select donors who do not meet the criteria |

contribution amount between $1 and $1,000,000 | between 01/01/2001 and 12/31/2001 with the source of “Building”

This information can also be combined with additional flags.  For example, board members who contributed to the Building Fund last year but have not done so this year; or alumni/ae who contributed last year but not this year.

NOTE:  Constantly reviewing LYBUNT data is one of the smartest, easiest ways an executive director can increase revenue.  Fundraising research documents that donors who have given in the past are significantly more likely to donate in the future; donors who have become unhappy or disenchanted with an organization can be brought back if approached quickly; and donors who previously suffered financial reversals are often pleased to be approached again.

Editing Report Templates
“Could the name be in the middle instead of on the side?”

“Could you make the last name and phone number bold?”

“Why does the phone come after the address?  Everyone knows it should be after the 

name?”

If you work with executives, administrators, board members, teachers, parents, volunteers, accountants, etc., you’ve probably heard these questions.  

Understanding How Report Templates Work

A report template is a standard format in which information will appear.  Each built-in report in V-Manager is produced through a report template.  For example, if you create a contribution report sorted by name and limited to a specific date range, the report template being used is named “contri5a.”  No matter what dates you enter, the report will always look like the “contri5a” template.

What if you need the names on the report in bold?  You can edit the “contri5a” report and change the name field to print in bold.  But this will be a permanent change unless you change it back again.  Users are occasionally confused when they forget or are unaware a colleague has made a change to the report template:  the report that looked one way last week now looks totally different.

Same Data – Different Look

If you need a number of different report templates drawn from the same information, you may save the varying report templates with unique names, and simply replace the original with your special report. 

For example, one board member wants the “contri5a” report with the names in bold; you can edit the report with this change and save it with the name “Johnson.”  Another board member cannot read any font size less than 14; edit “contri5a” with this change and save it as “Roberts.”  Make a copy of “contri5a” called “contri5x.”  

When you need to produce the report for Mr. Johnson, simply open “Johnson” and save as “contri5a.”  When it’s time for Ms. Roberts to get the report; open “Roberts” and save as “contri5a.”  And when you’re ready to go back to the original, just open “contri5x” and save as “contri5a.”

Starting to Edit Report Templates

Editing report templates in V-Manager is similar to working with a graphics program.  

Start by identifying the report you wish to edit.  Every  report has a name that appears in the upper right-hand corner under the page number, such as “listb” or “student2.”  Open the report template through these steps:

1. Select Tools | Edit Report Templates | select your report by name | Click on Open

2. Before you begin editing, it is smart to save a copy of the original.  Click on File | Save As | give the report a similar name.  We suggest ending it with “x” so that you’ll recognize original reports in the future.

3. Close this newly-named original and re-open the report with the original name.

4. Click and drag to move fields and use the icons on the left side of the screen to add text, graphics, or new fields.









Editing report templates may seem a bit like an arts-and-crafts project.  You may move a field, save the report, run it, review it, and then return to move the field just a drop more.  By saving the original format with a separate, unique name, you can always start over!

In addition to moving fields, you may also wish to change their appearance by changing the font, the size, or the text alignment.  Select the field you wish to change; then click on Object at the top of the screen:



Finishing Touches for Your Reports

Ideas for editing report templates to reflect positively on your organization and administration:

· Add your logo to selected reports

· Use boxes and circles to create “forms” on your reports

· Create pledge cards with demographic data

· Add lines and shading to add to readability

· Delete unnecessary fields from regularly used reports

· Create directories

· Add text messages to reports

· Add borders to sections of reports

· Indicate routing or confidentiality on selected reports

· Create checklists based on demographic data

Educational Module

Ideas, Examples, and Trouble-Shooting

Educational Module Basics

Some of the basic features and processes of V-Manager’s Educational Module include:

Enrollment
Each student must be “enrolled” in the school year.  Tuition is 

automatically filled in based on the default and scholarships can be added.  Enrollment in a school year affects whether a student is marked as “current” and appears on class and enrollment lists.

Course Entry
In addition to being enrolled in the school year, students must be 

entered in the individual courses they will be taking.  This data will be reflected on class lists, report cards, and transcripts.

Parent Selection
Each student should have a parent selected through the Student 

Module’s parent screen.  A maximum of four sets of parents may be selected to include blended families or grandparents.  This data affects Names Reports that specify parent information as well as parent lists or enrollment reports including parent information.

Update Grade
This sets the default school year and marks students as current based 

Level
on enrollment.  This is typically done during the summer as 

enrollments are processed, but it can be done at any time and may be done repeatedly as new students are added.

Processing the Work Flow for the School Year

Schools operate on a seasonal clock:  tuition bills must be ready in August; class lists are needed at the end of August; report cards in December, and of course, regular tuition statements, pledge-to-raise statements, and attendance reports.  Let’s start with the summer and follow the work flow through the year:

July and August

Enroll new and returning students.  The most efficient method for processing enrollments consists of these steps:

1. As soon as tuition for the coming year is decided, use Edit System Files | Educational | School Years to set the defaults for the coming year.

2. Add enrollments for returning students as soon as the previous year ends.  You may enter the enrollment even if you do not know the amount of scholarship.  V-Manager will automatically adjust parent bills after the scholarship information is added later.

3. Add new students by entering the parents in the Donor Module and then entering the student in the Student Module and selecting the parent.  Information on the student’s address and parent details will be automatically filled.

4. Print tuition statements for use by the scholarship committee.

5. Use student flags to track registration materials; produce lists of students missing key registration materials through Student Reports | Class Lists | Student Flags.

6. Print enrollment reports for use by administrators in determining classes.

August

1. Update Grade Level as soon as a majority of enrollments have been entered (Transactions | Update Grade Level).  This changes the default school year and may be run repeatedly if more students are entered.

2. Enter scholarship information as it becomes available by editing enrollments as well as adding the information under the Financial Aid tab.

3. Enter students into classes as the information becomes available.  Remember to copy classes to save time.

4. Print class lists for teachers.

September

1. Print school directory by editing a report template.

2. Begin entering attendance information daily.

3. Make corrections as students switch classes and print revised class lists

November

1. Print trial run of report cards and edit report template to make any desired adjustments

2. Print grade sheets for teachers.

3. Enter students into classes for the coming term.

December (end of Term 1)

1. Enter grades and print report cards

2. Print class lists for teachers for upcoming term.

3. Send pledge-to-raise statements to parents along with tuition statements, if desired.

April (end of Term 2)

1. Print grade sheets for teachers

2. Enter grades and print report cards

3. Print class lists for teachers for upcoming term.

May/June (end of Term 3)

1. Print grade sheets for teachers

2. Enter grades and print report cards

3. Print transcripts if needed

4. Send final pledge-to-raise and tuition statements to parents

5. Begin entering enrollments for the coming year for new and returning students

How to Enter New Students and Enrollments

The smoothest way to enter new students into V-Manager is to start by inputting the parent information.  This will allow parent information to be copied into the student’s record without re-entering.

1. Search the Donor database for the parent.  Is the parent already in your school’s database?  If not, add the parent and fill in all available demographic information.

2. Add the student to the Student Module.  After filling in the student’s name, click on the Parent tab.

3. Select the primary parent.  In a two-household family, this will be the parent responsible for the tuition.  Select the secondary parent if needed.

4. You will be asked if you wish to fill in parent details; click on OK.

You have now completed the first step of entering a new student.  You will now need to enroll the student in the upcoming school year.

1. Select the individual student in the Student Module; click on the Enroll tab.

2. Click on Add

3. Select the correct year for which the enrollment is being added and enter the grade the student will be enrolled in during that enrollment period.

Note:  If you have not previously set up the default tuition, starting, and ending dates, you may do so through Tools | Edit System Files | Education | School Years.

4. Select the payment option.  Payment options should be selected based on the following criteria:

a. Post-Dated Checks?  Do not check off anything on the Enrollment Screen.  A bill will automatically appear on the parents’ account against which checks can be applied.

b. Monthly Billing?  Check off “Payment Plan” and select the beginning date and number of payments.

c. Manual Billing should only be selected when you wish to enter the bill directly through the Donor Module’s Bills Screen.

How Can I Enter Enrollments?  Scholarships Haven’t Been Decided!

It is a common misconception that the tuition amount for each student is different based on the amount of scholarship granted.  This is not the case.  The default tuition should be the same for all students within a specified program.  What changes, however, is the amount of scholarship or discount and the net amount owed.

Most scholarship committees meet during the summer, so you may be entering enrollments without having full information on the amount of scholarship granted.  This is perfectly ok!  Leave the scholarship/discount field blank.  You may edit it when you receive the 

information.  When you edit the scholarship/discount, the parents’ bill will automatically be adjusted.









How Do I Update Returning Students?

Returning students also need to be enrolled for the upcoming year.  Follow the same steps to add an enrollment for each student returning.

Updating Grade Levels – Managing Current Status and Defaulting the School Year

The final step before you begin the school year is Updating Grade Levels.  Select Tranasactions | Update Grade Levels.  This refers to updating the grade level shown on the opening Student Module screen to the student’s grade as of this year.

It also manages the “Current” flag for students.  Students who are not enrolled for the selected school year are no longer marked as current; students who have enrollment data for the school year are marked as current.

Finally, Updating Grade Levels tells V-Manager which school year is to be considered the default for reports based on current students. 

Setting Up Courses

Whether you are a primary, elementary, secondary, or post-secondary school, you will need to enter students in individual subjects.  These subjects can then be assigned teachers, grades, and comments, and they will appear on report cards and transcripts.

The first step in entering students in subjects/classes is to enter the list of available classes through Tools | Edit System Files | Education | Course Names.

You will be asked to fill in the following information for each course or subject:

Course Number
This is a unique identifier that the computer will use to track enrollment 

in the course.  It can be alpha or numeric, or a combination.  Here are some examples:  MATH1, IVRIT, ENGL101, COMP.

Course Name
This is a longer, more descriptive identification of the course.  This 

name will print on report cards and transcripts.  For example, a course with the number MATH1 might be named “Foundations of Integers.”

Area
You will be asked if an area is required for a particular class. 

Requiring an area means that you will be asked to select a department, masechta, grade level, or another division.  You may specify the areas to be made available through Tools | Edit System Files | Education | Areas.

Type
This allows you to categorize courses for use in printing separate 

report cards or lists.  A typical use is labeling religious studies as “Type 1” and general studies as “Type 2” for purposes of printing separate report cards.

Because there are so many options for organizing the way in which classes are set up, we recommend that you schedule a consultation with V-Manager support staff members to review the organization of your school’s courses and subjects.  They can then recommend a system that will meet your requirements while minimizing the amount of data entry required.

Associating Teachers with Individual Courses

If you wish, the teacher’s or rebbe’s name may appear on the report card.  To associate a teacher with a particular course, simply click on Transactions | Teacher Assignment.  You may then add, edit, or delete teacher assignments to specific courses.  

Be sure to match areas accurately if your school uses the area feature.  For example, assigning Mrs. Beasley as the teacher of English I, Area 6G, is not the same as simply assigning her to English I.

Enrolling Students in Individual Courses

After setting up your course names, you will be ready to enroll students in individual courses or subjects.  Begin by selecting Transactions | Student Course Entry.


 

I Have to Do This for Every Class?  It’ll Take Forever!

Most primary, elementary, and even secondary schools divide their students into grade or grade + section cohorts.  These cohorts of students may take many of their classes together.  For example, a girl enrolled in 9th grade, Level I, may take all her morning classes with the other girls enrolled in 9th grade, Level I.  In an elementary school with self-contained classrooms, 6th graders will all take the same courses together throughout the day.

When this is the case, you may copy the enrollments from one class to another.  Begin by entering students in an original course (see previous directions).  After you have successfully enrolled students in this course, you will fill in the original course number and area and select Copy to Another Course:






Check and confirm that your copy information is correct:


Confirm with Yes; you have now copied the enrollment from the original course to a second course.  Repeat this process to enter students from the original course into additional courses taken with their cohort.

Educational Reports – Printing Class Lists, Enrollment Reports, and Parent Lists

After you’ve finished enrolling students for the academic year as well as enrolling them in individual courses, you are ready to print class lists for teachers, enrollment reports, parent lists, etc.  Select Report | Student Reports to select the correct report for your needs.


Student Lists

Print lists of students by last name or by grade.  You may select to include parent information, to limit to a range of grades (e.g., grades 1-5), to limit to an enrollment year, and to limit to specific student flags.

Examples:

“I need a list of all fifth graders with their parents’ names.”

“Who was in the 6th grade class in 1999.”

“We need a list of children from each grade who haven’t turned in medical forms.”

Parent Lists

Print lists of parents with student names.  This is perfect for school directories, PTA, volunteer coordinators, or use by fundraisers.

Examples:

“Who can I call to serve as a chaperon on the 5th grade field trip?”

“

Financial Aid Reports

This lists all scholarship given, and can be limited to type of scholarship or by grade level.  Information for this report is taken from the Financial Aid tab in the Student Module.  Use this report for the board of directors and the scholarship committee.

Credits

This report is most useful for secondary and post-secondary schools where a minimum number of credits must be earned in order to earn a degree.  This report shows courses taken and credits earned.

Enrollment

Use an enrollment report when you wish to see students who were enrolled at a specific point in time.  This report is especially useful for following up with alumni/ae as well as reporting enrollment figures to state education authorities.

Class Lists

Class lists are vital for any school without self-contained classrooms and are needed in any school where grades must be reported.  Print class lists for teachers at the beginning of the term; print them again to use as grade sheets.

Trouble-Shooting in the Educational Module

Problem:  Jeremy Smith is not appearing on student lists, although he was added to the system.

Solution:  First, check to make sure that an enrollment for the correct year was added to his record.  Second, make sure that Update Grade Levels has been done since he was added.


Problem:  I entered an entire group of students in a class, but now they’ve disappeared.

Solution:  Make sure the year, term, and area are all correct.  For example, if you entered the students with an Area of 6B, you must specify that area when you add more students or enter grades.  If the entry is not consistent, no students will be displayed.


Problem:  A student’s grade has been changed.  What’s the best way to enter it?

Solution:  Although you may enter it through Transactions | Enter Student Grades, it is probably easier to simply edit the individual student’s course grade in the Student Module | Courses tab.


Problem:  A student left during the middle of the year.  What do I do with her record?

Solution:  Start by editing the enrollment:  change the End Date to her last date of attendance.  Be sure when copying class enrollments to omit her name.  You may also add a non-cash contribution to her parents’ record if a credit has been issued.


Problem:  The name of a course has changed from last year.

Solution:  You may simply edit the course name through Edit System Files | Educational | Course Names.  The change will only affect new entries – students enrolled in the class in previous years will have the previous name on their transcripts.


Problem:  Josh Johnson was entered into the Student Module, but his record seems to be gone.

Solution:  Click the “Display Current Students Only” box at the bottom of the Student Screen.  If Josh’s enrollment was added and Update Grade Levels has not been run, he may not be marked as current.

V-Manager Dates Module

Maintaining Date Information

and Creating Date Reports

Purpose of the V-Manager Dates Module

The Dates Module is used to maintain records of dates important to individual donors.  These dates could include yarzheits, birthdays, anniversaries, bar/bat mitzvahs, etc.  Maintaining personalized information about donors permits soliciting contributions in connection with these events as well as recognizing the important days in their lives.

Setting Up Date Options and Adding Date Information

When you enter a date into a donor’s record, you will select a “Type” of date that describes the event.  Typical types include yarzheits, birthdays, anniversaries, and bar/bat mitzvahs.  Date types may be set up through Tools | Edit System Files | Donors | Date Types.

After setting up the date types that will be available, you may start to enter date information for individual donors.  Click on the Dates tab; then click on Add.  The following screen will allow you to fill in details of the date:





Note that each donor record can contain multiple date records.  Therefore, a family might have complete birthday information for each member as well as yarzheit information for deceased family members, wedding anniversaries, bar/bat mitzvah information, etc.  One of the easiest ways to begin entering data is to start entering current events:  births, bar/bat mitzvahs, etc.

Creating Date Reports

Information entered in the Dates Module can be produced in a report format or exported to be merged with letters, cards, etc.

The Date Reports screen gives four ways to select information:





Here are some examples of how dates parameters work:

A Hebrew Date report from 7 Nisan 5761 to 1 Av 5761 will show only dates occurring in 5761.  A yarzheit from the previous year would not appear on this report.

A Hebrew Day report from 7 Nisan to 1 Av would include dates occurring regardless of year.  This report can be used for yarzheit reports or exports.

An English Date report from January 1, 2001, to January 31, 2001, will show only dates occurring in 2001.

An English Day report from January 1 to January 31 will show dates occurring in January, regardless of year.  This report can be used for yarzheit reports and exports as well as birthday reports. 

Fundraising Through the Dates Module

One of the most successful ways to raise money consistently without the investment of developing a fundraising event or campaign is to solicit contributions in connection with important events in your donors’ lives.

Yarzheits are the most obvious example; even if you do not say kaddish on behalf of donors or have plaques commemorating their family members, you can ask donors to sponsor a day of learning, a parcel of food or clothing, a book for the library, or similar commitment in connection with the yarzheit.

In addition to using these opportunities to solicit funds, you should also use them to build a stronger relationship with your donors.

Here are some additional examples that organizations with varying missions and constituents have used to increase their revenues by remembering important dates:

Birthdays

Solicit parents, grandparents, spouses, and children for

sponsorship of an activity in connection with family birthdays, focusing particularly on observance of Hebrew birthdays.  Start by adding new births to donor records as they occur.

Anniversaries
Solicit spouses and children for sponsorship of activities in honor 

of wedding anniversaries.  Start by adding new donor records and dates as they occur.

Youth Conventions
Youth Conventions are often a source of many memories.  Solicit

parents and alumni/ae on the anniversary of their attendance at a particularly important convention, trip, or activity.

Jewish Commitment
Outreach organizations find it valuable to record dates noting the 

beginning of class attendance, kashrus observance, Shabbos observance, etc.  Donors can then be asked on such anniversaries to contribute to enable others to receive such services.

Donor Flags





Additional Criteria





Based on contribution





Based on non-contribution





Based on contribution to a single source





Based on bills for a single source





Flag individual donors





Based on another flag setting





Only count contributions/bills within this date range





Only count new donors entered between these dates





Click to Select





Add Text





Add a New Field





Add Lines





Add Boxes





Add Circles





Add Pictures





Change font style and size





Change text alignment (left, center, or right)





Use elevator bars to extend the amount of space in the area.





Date Type:  Yarzheit, Birthday, etc.





Whose “date” is it?  Note that “other family member” can be used for a child or other relative.





Specialized yarzheit information





Date Conversion





Hebrew Date:  This report will show dates between the selected range for the selected years only.





Hebrew Day:  This report will show dates between the selected range for any year.





English Date:  This report will show dates between the selected range for the selected years only.





English Day:  This report will show dates between the selected range for any year.





An Enrollment must be entered for each student every school year.





Academic Year





Grade or Level





First day of school or day student begins





Last day of school or last day of attendance





Scholarship – Edit this when info is available





Tuition – This remains the same for everyone





Make sure the current academic year is displayed





Select the correct term or semester.





Select the Course Number; the name will be filled in automatically.





If needed, select the correct area.





Display students in order of last name or grade.





Click to select students.





Double-click to insert a check mark by students enrolling in this course.





Check your numbers to make sure every student on your class list has been entered.





Fill in Year, Term, Course Number and Area (if needed) for the original course.





Click on COPY TO NEW COURSE





Fill in information for NEW COURSE










