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Objectives

• Batch Entry Screen filter settings
• Global write-off process
• Reports for Fiscal Audit and 990
• Billing and Acknowledgement Updates
• Contribution Statements
• Council Structure Changes
• Blackbaud Resources
• Questions and Answers



• Before Filter Change

• After Filter Change – 12 uncommitted batch show



Global Write-off Process



Global Write-off Process

• Should be run yearly
• Run when you no longer want older pledges showing up in your 

overdue reminder process
• Closes pledge in CRM
• Does not write to PeopleSoft
• Reduces data entry error with mismatched appeals, since 

pledge payments want to fulfill oldest pledges first
• New Write-Off Job Aid available



Global Write-off Process
Your Global Write-off routine 
can be found under the 
revenue functional 
area.  Navigate to Processing 
and then click "Global Pledge 
Write-off" to access your 
business process.



Global Write-off Process

When you find your business 
process, drop the chevron and click 
edit.  The "Edit Pledge Write-off 
process" form will open.  Proceed to 
the selection and click the pencil to 
open the query to adjust your filters 
of what should be written-off.



Global Write-off Process

The filter to adjust is in the upper right-hand 
corner.  The one highlighted in blue reads 
'Appeal Records Is One Of'.  Double click the 
line to edit the filters.  The appeals need to be 
adjusted to include the appeals you want 
written off.

You can also use the filter 'Appeal Records Is 
Not One Of' to only list appeals that need to be 
excluded from the write off, depending on your 
preference.



Global Pledge Write-off
BEFORE AFTER



Global Pledge Write-off
After you adjust your filter click 
the "Preview results" tab.  Review 
the appeals associated with each 
revenue line.  If the appeals are 
one you do not want to write-off, 
then go back to the "Select 
filters" tab and adjust your filters 
to fix.  If the appeals are clean of 
current year appeals, then save 
and close the selection and click 
save on the edit Global Pledge 
Write-off Screen to save edit.



Global Pledge Write-off

1. Drop the chevron on the process and click start.
2. Adjust the GL Post Date to the last day of the 

prior year.
3. Select the YEWO reason Code
4. Update detail.  Be specific. This can help fix a 

mistake.
5. Reduce recognition credits by write-off amount.
6. Click start.
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Global Pledge Write-off
The Global Pledge 
Write-off will run. It 
should take under a 
minute to run.  Once 
completed, you can hop 
out to the Write-Off 
Data List under revenue 
to get a listing of the 
pledges closed.



Global Pledge Write-off
Proceed to the data list under revenue.  Use your 
council number as the Site ID and click search and 
select your council.  This open the list.  Next place 
the date in that you ran the process and click 
apply.  This will generate the write-off list for you 
to download using the "More" button.



Global Pledge Write-off
You can now delete individual write-offs from this 
list, as well as View Details of the write-off. If you 
delete any write-offs, notify your 
accountant/bookkeeper.



IRS 990



IRS 990
• Download Direction from User Guide under Reports

o IRS 990 Schedule B
• Process is like running contribution statement.
• Provides a list of donors who have pledge or donated $5,000 or more in in 

the previous tax year.
o The IRS 990 Schedule B is based on contributions (pledges/straight donations/etc.) a 

person has given during the year. Pledge Payments do not count towards this, so if a 
donor is not on the list, they may not have made any new contributions during the 
year. 

o We use an accrual basis instead of a cash basis, which means that if a donor pledged 
$5,000 but only paid $4,000, they will show up as $5,000.

• No need to create a query.



IRS 990
Under Marketing & Communication you can navigate to Letters and Documents.  On the document tab 
you will find the Job Aid and the 990 template you will need for mail merge.  Drop the chevron and click 
"View document".  Save to your desktop.  There is no need to click the edit button



IRS 990
Export is found under Administration / Exports.  Drop the 
chevron and click start.  There is no need to edit the 
process.



IRS 990
When the process completes, use the "Download output" 
button to export to Excel. Save the file to your desktop so that 
you can connect your 990 template to it for the mail merge 
process.



IRS 990
Below is the template.  You will need to double click the header and add your 
Council Name, Employer ID Number and update the year next to 
Contributors.  Save your template then mail merge it to your export file. 
Remove <> and () when changing out information above.



IRS 990 – Sample Output



Updating Reminders
&

Acknowledgements



Update Billing Reminders & 
Acknowledgements
• Drop Chevron
• Click Edit
• Find Selection and click the pencil next to it
• Edit the Selection's filters if needed

o Add 2026 Appeal report Code
o Add names of new appeals



Acknowledgements
This one would 
need new appeal 
names added.

This one 
would need 
the 2026 
report code 
added.



Reminders

This one would require 
no changes.  It looks for 
all overdue pledges.

This one would 
need the 2026 
appeals added to it.



Contribution Statements



Contribution Statements

• Sent to donors by end of January.
• Export files ready to run January 2, 2026.
• All payments for 2025 need to be entered before file generation.
• Print and read Job Aid (Updated 2023).

oLocated MyBSA \ CRM User Guides \ Marketing and Communication \ 
Contribution Statements.

oCRM \ Marketing & Communications \ Packages \ Letters & Documents 
\ Documents



CRM and MyBSA



Statements Documentation and 
Templates

• Drop the chevron and click 
view document to download 
the job aid and the desired 
template.

• The Margin Option – 1 
template allows for more 
footer space if you are 
merging your statements to 
stationary.



Contribution Statement Exports
• Found under Administration \ 

Exports.
• Drop the chevron on the one 

needed and click start.
• Download your results when 

completed.

Contribution Cumulative > $0 will send a statement to all donors who have given any amount.
Contribution Cumulative >= $250 will send a statement to donors whose summed payments are $250 or greater.
Contribution Single >= $250 will send out a statement to a person who has a single payment of $250 or higher.

It will contain only those payments $250 or greater. 
Minimum requirement



Statement Export Sheet - Update

1. Benefit Amount and Benefit Description will be blank – Used with Special Events
2. The giving category column to the right may give you additional insight as to what the benefit 

description might be.
3. For Benefit Value and Benefit Descriptions - type in the correct values
4. The receipt amount for a contribution with benefits will need to be adjusted.  Receipt Amount = 

Amount – Benefit Value.  The Receipt Amount is the Charitable Contribution.
5. To speed this process, you can sort your output by appeal and amount. Update your special event 

appeals benefits. Once completed, sort your output back by the first column.
6. If you use the event function correctly, 90% of the three columns will have values in them.



Contribution Template Updates

• Download your template.
• Update template with council contact info and 

IEN number.
• File / Options / Advanced / Turn on Field Codes
• Make changes in Field Codes to CouncilAddress, 

CouncilContact, and CouncilTaxID
• File / Options / Advanced/ Turn off Field Codes



Contribution Directory Merge

• Mailings / Start mail merge / Directory
• Mailings / Select Recipients / Use an Existing List
• Mailings / Finish & Merge/ Edit Individual Documents
• Review your file.
• Make needed tweaks.
• Print and mail.



Statement Final Output

The highlighted areas would 
have  your corrected info for 
your council.

The benefit descriptions are 
present.

The benefit value and net 
contributions are now showing 
correctly



Items not in Contribution 
Statement
• Auctions items donated to the council

oCRM event/auction has a tab where you can download a list
• Gifts of Stock

oLetter thanks for the number of share form company XYZ on date given
• Gift in Kinds

oData list under Revenue more task for a mailing list
These gifts types thank for an item not a dollar amount.



Contribution Statement Common 
Issues
• The Contribution Job Aid has 

a list of common issues and 
steps to resolve them on 
page 6



Council Structure Changes



What cause a Structure Change

• Council merges with another
• Council shrinks the number of districts
• Council updates district names
• Council realigns same districts



FR reporting issues from a 
structure change
• BSA Structure drop down has wrong options in it
• Reporting history does not align
• BSA Constituent Appeal report has duplications
• BSA Constituent Progress Report OLTP yearly comparison
• Batch entry using Group IDs can cause errors



FR Fixes

• Update BSAFR Groups so BSA Structure is updated on the 
groups
oCleans reporting structure
oUpdates groups for future use in batch entry

• Update current appeal BSAFR Snapshots
oCorrects batch entry

• Update prior BSA Structure attribute on pledges and payment 
on past appeals – you decide how far back
oCorrects reporting issues

• Merge FOS appeals – Merged councils



How to update

• Manually update if small number of changes.
oBSAFR Tab on Groups
oBSAFR Snapshot Tab on Groups
oAttribute tab on revenue records

• Create a ticket and request support
• There is no need to stop data entry in the current year while 

prior records are updated.



Workplace ~ Viva Engage 
(Teams)
• Viva Engage is part of Microsoft Teams

• Access via Teams 
• Access via web at https://engage.cloud.microsoft/ 

https://engage.cloud.microsoft/


Link Viva Engage to Teams



Link Viva Engage to Teams



www.scouting.org/financeimpact

Blackbaud Resources



Blackbaud Resources



Blackbaud Resources
https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-
CRM-User-Guide.aspx

https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-CRM-User-Guide.aspx
https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-CRM-User-Guide.aspx
https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-CRM-User-Guide.aspx
https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-CRM-User-Guide.aspx
https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-CRM-User-Guide.aspx
https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-CRM-User-Guide.aspx
https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-CRM-User-Guide.aspx
https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-CRM-User-Guide.aspx
https://boyscouts.sharepoint.com/sites/000-BlackbaudUserGuide/SitePages/Blackbaud-CRM-User-Guide.aspx


Blackbaud Resources









Member Care

• Call 972-580-2489
• http://membercare.scouting.org

• Creating an incident directly in JIRA

http://membercare.scouting.org/
http://membercare.scouting.org/
http://membercare.scouting.org/
http://membercare.scouting.org/
http://membercare.scouting.org/
http://membercare.scouting.org/
http://membercare.scouting.org/
http://membercare.scouting.org/


Other Items

• CRM down for SQL Update
• 2/27/26 at 11:00 PM till 2/28/26 11:00 AM

• Site Tree Change
• LC Global moved above BSA Local Council
• Affects Local Admins who might add roles to employees.



Next Forum

March 18, 2025
10:00 am & 2:00 pm CT



Questions & Answers
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