Technology Manual
Mini Workshop

Fiscal Year 2017-2018
Version Date: October, 2017

Aaron Pleat - Systems Data Analyst
Email: aaron@thepapcorps.org
Cheryl Ferrazza - Systems Data Analyst
Email: cheryl@thepapcorps.org
Phone: 954-425-8100

The «* ., °

Pap (Corps.

Champions for Cancer Research



Table of Contents

(07] 00 o0 (=] gl 7= 1] (ol PPN 4
Creating a New Folder on Your Desktop .......coevvviviiiieiieiiiieee e, 4
MoVving a File 10 YOUr FOIA@I ....oiiiiiiieeee e 5
Downloading a File to Your COMPULEr .....ccccvviiiiiiiiiii, 5

Download and Save a PDF File to Your COmMpuUter......ccccoevvvviereeveviieeeeeeeinnnn, 6
Download, Find and Save an Excel File to Your Computer ........cccceevvevvvivieneenns 8
Attaching a File to an E-mail ..o 9

How to Use Submittable PDF FOrmSs ......cccviviiiiiiiiiiiiie, 11
REQUITEMENTS ..ot e et e e et e e et e e e e eaa s 11
Downloading and Saving the Fillable PDF Form ........cccccciiiiiii, 11
Using and Saving the Fillable PDF FOrm ..., 11
Submitting the Fillable PDF FOrM.......coiiiiiiiiie e 11

How to Prepare the Pex Card Report Online......ccoovvvveiiiiiiiiiiiii, 15
Prepare Pex Card Report on the Website (Desktop Computer or Laptop) ........ 15

Attach Receipts and Add Comments to Pex Card transactions ............c......... 15
How to Edit or Delete a NOte......ccoovviiiiiiii e, 18
Prepare Pex Card Report with the App on Your Smartphone............................ 18

How To: Use Excel to Manipulate Spreadsheets .........cccvvvveeeiieiiiiiiiiieeeiieee e, 33

Sorting an EXcel SPreadshEet...........uuuuuiiiiiiiiiiiiiiiiiiiiiiieeeerreeeeeeeeeee e e e e eeeeeees 33
SOMt DY COIUMIN L. e e e e eeeareeeeeeeeeeeees 33
Sort by MUltiple FIelds ......cooeeeiie e 34

Deleting/Adding Rows and ColUMNS .........oooviiiiiiiiiiii, 36
Delete @ ColumMN .o 36
Delete @ ROW ..coeiiiiiiiiiiie e 37
7AYo [0 1T g == T 4o 1Y RPN 38
INSErting @ COlUMIN ... i e e e e e e e e e e eeaaenas 38

Page 2 Technology Manual 2017-2017



T aTe [T =D - - 39

How to Access the ‘Officers Only’ Part of Our Website.......ccoevvvveeeeiiiiiieeeerinnnnnn.. 41
[0 =4 | o PSPPI 41
Skipping the Login Window — Return USErs .........coevvvvviiiiiieeeiiiee e eeeeenaenn 42

Identifying if you are already logged in to The Pap Corps website is easy:..... 42
Accessing the ‘Officers Only’ Page if Already Logged In ........cccccccvvvrivinnnnnnnns 42

How to Use the Blackbaud Mobile Pay to Accept Credit Card Payments (iPad) ... 43

Page 3 Technology Manual 2017-2017



Computer Basics

Creating a New Folder on Your Desktop

1. Right-click on your desktop and move your mouse over “New”

Folder
Shortcut

Enable Fences :
Microsoft Access Database

View AutoHotkey Script

Sort by L& Contact

Refresh Microsoft Word Document

Pacte Microsoft PowerPoint Presentation

e Microsoft Publisher Document

SLoLoRDEEEDzE ]

Undo Rename Ctrl+Z Text Document
Microsoft Excel Worksheet
Graphics Properties... WinZip File
Graphics Options r WihZin Zigs: File
Mew k Briefcase

Screen resolution

Gadgets

Unpard
Annual W

sktop

Perzonalize

B EE

Kn = i e

2. When the submenu pops up, click “Folder”. A new folder will appear, named “New folder”

3. Type whatever name you’d like to give the folder — it will overwrite “New Folder” as the name
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4. You can now double click to open that folder and use it to store files.

4 . A — . . _—
Colarpd | * TestFoider [ qlsechstfoller p]

-

Organize = Include in likrary = Share with = Mew folder

P

*  MName Date modified

30 Favorites

1=l Recent Places This folder is empty.
& Google Drive
& Downloads
B Desktop

£2 Dropbox (PapCorps)

= Libraries
|=_r| Documents
JS Music

[ Pictures

Q@ Homegroup

18 Computer

& os(c)

o Seagate Backup Plus Drive (E:)

0 items

State: 2R Shared

Moving a File to Your Folder

e To move a file to your folder, left click the file, hold, and drag it to the folder.
(This can be done with the folder open, or closed)

Downloading a File to Your Computer

For this example, we will be downloading a file from the ‘Officers Only’ section of The Pap Corps
website, but it can be applied to any other file online.

(Do not download files from websites you do not trust.)
The ‘Officers Only’ section offers forms in three different formats: Excel, PDF, and Fillable PDF.

Most files, like Excel, will download as soon as you click on the file link. Generally, these end up in your
Download folder on your computer. We will show you how to find them.
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Other files, like PDFs, will open directly in your browser. We will show you how to download and save
these to your computer so you can use them.

Download and Save a PDF File to Your Computer
1. Go to: http://www.papcorps.org/officers-only/

2. Login, or if you are already logged in, click on the ‘Officers Only’ tab on the main menu
3. Click on the file you want to download (in this case it will be a PDF file, Plain or Fillable)
e You can click on the ‘Download’ arrow in the upper right corner; or
e you can right-click on the file and select “Save link as...”
Either way will allow you to choose where you want the file to download to and will let
you rename the file. Both methods require the same steps.

/ @ Citrix XenApp - Logged . X ¥ [ OfficersOnly—The Pan % ¥ [J Layoutl

Layout 1

NEW MEMBER/NEW DONOR FORM The .o" '-.

New Member PG p COl’pS,

Champilons for | \Cancer Research

Date

Select a Chapter

Chapter Name
Qms
Owmrs.

Name Omr. ' Suffix

Spouse/Partner Name D Married

Address

City State F - Zin

Home Phone Cell Phone

Email vateof Birth /. / (O)emale Omate

If applicable
Seasonal Address

City

Seasonal address effective from to

(Onnnual Membership: $40. () LIFE Membership: $300. []rm interested in volunteering.

New Donor

Date Olndividual Oﬂusiness
Select a Chapter

13 Suffix

To save the file to your newly-created folder on the Desktop, click on Desktop on the left
Select your folder.

Either double click on the folder or click Open

Click Save.

Open your new folder from the desktop and your file is there.

0 N v e
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Search Desitop

Test Folder

Organize = Mew folder - @
-
A " s
g oo M I\:E,”r‘l\:evﬂ'mel'slﬂ|p Actrvity Heport = {_t:;”rz::’ EE:}:LDST;:; AM
Recent Places 2 A
R | Membership Rosters File folder 10/12/2017 1:47 PM
o0 ool v | & MySyncUPFiles File falder 12/21/2015 8:55 AM
& Downloads | New folder File folder 8/3/2015 2:43 PM
| ; g::::( E— | | Qld Control Reports File folder 3/24/2016 1:04 PM E
1. Online Gifts to Acknowledge File folder 9/25/2017 2:03 PM
~ E | Online Transactions File folder 773172017 3:07 PM _“
| e | R-bottom File folder 3/16/2015 5:18 PM
B Dacuments W Re File folder 4/22/2015 6:08 PM
fh Metsit | Retep File folder 10/13/2015 3:35 PM
(] Phetucés | Sean File folder 7/5/2016 2:57 PM
| Submittable PDFs File folder 7/19/20171:3 PM
& Homegroup | submittable PDEs 10-4-17 File folder 10/10/2017 4:04 PM
B Computer il Test Folder File folder 10/12/2017 3:50 PM |
y R File folder TIA0/2015 512 PM
a 0518 ﬁ Addisen Reserve credit card - 013116 16 KB Adobe Acrobat...  2/1/2016 1:03 PM
= Seagste Bachip Plus Biive (E) i ADDISONRESERVELZ1415 278KB  Adobe Acrobat..  12/18/2015 %05 AM
i"' e '@ Batch 16-5441 Control Report 58 KB AdobeAcrobat..  8/9/2016 10:37 AM
EEEg e - E Batch 17-4515 Control Report 59 KB Adobe Acrobat.. —7/21/2017 10:32 AM -
File name: Mew_Constituent_Form_Submittable (1) -
Save as type: | Adobe Acrobat Document b
'~ Hide Folders [ ] I Cancel ]

Search fest Folder

Organize = MNew folder

I Favorites
Recent Places

Google Drive

Downloads

%3 Dropbox (PapCorps)
P! plorp:

m

4 Libraries
E] Documents
Q\ Music

| Pictures

& Homegroup

- Computer
& osicy

= Seagate Backup Plus Drive (E})

G" Metwork

<M navIn

Name

Date modified

Type Size

Mo iterns match your search,

File name: | New_Constituent_Form_Submittable (1)

Save as type: | Adobe Acrobat Document

‘# Hide Folders

| [ concel |
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’ ) ] ;

L ; g J
(R | > oracer | T f o et A
Organize = Include in library = Share with = Burn Mew folder B== » [ @

< = = MName . Date modified Type Size

0 Favorites 4
L;_‘I Recent Places |1E Mew_Constituent_Form_Submittable (1) | 10/12/2017 415PM  Adobe Acrobat D.. 115 KB
& Google Drive 10/12/2017 3:57 PM  Microsoft Word D... 13 KB

& Downloads

Bl Desktop

£3 Dropbox (PapCorps)

) Libraries
i} Documents
J'f Music

=] Pictures

& Homegroup

it Computer

& o5

—u Seagate Backup Plus Drive (E:)

2 items

State: 28 Shared

Download, Find and Save an Excel File to Your Computer
1. Inthe ‘Officers Only’ part of the website, click on an Excel file. The file will download
automatically.
2. Tofind it, open up any folder.
e You can double click on any folder on your Desktop
3. Click “Downloads” on the left panel
4. Find the file on the list
e By clicking on the column header, you can sort files in alphabetical order by Name, or in
chronological order by Date Modified
5. Double click on the file to open it
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¥

L Y. o PEFE S
J¥ & » PapCorp » Downloads » 1 43 || Search Downiosds C ol

Share with +

il I Name | Date modified Type

Organize = Include in library = Burn Mew folder

=~ 0 @

SEit

4.0 Favorites
"l Recent Places

L Google Drive

z Downloads

Bl Desktop
£3 Dropbox (PapCorps)

4 Libraries

> IE Documents

P J‘f Music

b [&5] Pictures

I #d Homegroup
PR Computer

b & 05 (C)

I w Seagate Backup Plus Drive (E:)

640 items

m

@ launch (24)

E_jﬁ segment_sxport_Sedd7b030a
E) BEMSExport (36)
& BEMSExport (35)
B BBMSExport (34)
= pBMSExport (33)
& BBMSExport (32)
& Jpmc

@ launch (25)

B BBMSExport (31)
& BEMSExport (30)
EH BEMSExport (29)
@ launch (21)

@ launch (22)

& BEMSExport (28)
BBMSExpart (27)

10/12/2017 2:32 PM
10/10/2017 1:22 PM
10/6/2017 9:12 AM
10/8/2017 %10 AM
10/2/2017 %13 AM
9/25/2017 10:31 AM
9/25/2017 10:30 AM
9/18/2017 9:11 AM
9/18/2017 7:46 AM
9/6/2017 2:20 PM
8/24/2017 216 AM
8/18/2017 10:34 AM
8/14/2017 8:58 AM
8/14/2017 §:51 AM
8/2/2017 3:24 AM
7/31/2017 3:06 PM

Citrize ICA Client
WinZip File

Microsoft Excel 97..,
Micresoft Excel 97..
Microsoft Excel 97...
Microsoft Excel 97..,
Microsoft Excel 97..,

Microsoft Excel C...
Citrix ICA Client

Microsoft Excel 97..,
Microsoft Excel 97..,
Microsoft Excel 97...

Citrixe ICA Client
Citri ICA Client

Microsoft Excel 97...
Microsoft Excel 97...

4l

L1}

Attaching a File to an E-mail

1. Create a new e-mail using your e-mail client. On Gmail you do this by clicking on “Compose.”
2. Add the “To” and any CC/BCC addresses, the subject and any text for the body of the e-mail.

Test File — & X

aaron@thepapcorps.org

f=—=""""""":-]

To | Ce Bee

Subject Test File

This is a test file|

}
|
ozs e @

m
14

b & $ B O

1}
1
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3. Click on the paper clip button near the bottom — this is the “Attach a file” button.
4. Navigate to the folder your file is located in, select it and click Open
Your file may take some time to attach depending on how large it is. Once it is finished (there is

no more progress bar), send your email

£ Open

[resrotder |

Organize New folder 0l @
=
- - 2
S i MName Date modified Type Size
Recent Places I@ Mew_Constituent_Form_Submittable (1) 10/12/2017 415PM  Adobe Acrobat D... 115 KBi
& Google Drive
4 Downloads
M Desktop
3 Dropbox (PapCorps)
4 Libraries
E-'] Documents
J‘ Music
|| Pictures 7
& Homegroup
- Computer
&os
. Seagate Backup Plus Drive (E})
i" MNetwork
18 DAVID LM
™| DELL-233C
1% FRONTDESK
S Hp-231
s -
File name: New_Constituent_Form_Submittable (1) - [All Files v]
[ Open ] l Cancel I
itrix XenApp - Logged . X ¥ M Inbox (182) - ajpleat@ar X W ¥
“ C 1Y | & Secure | https//mail.google.com/mail/u/1/#inbox? compose=15f1240f6c71fe70
Google o]
Gmail ~ - (¢ More ~ 15001233 < > -
EZE o S ——
I Inbox (182)
Stared Reminders Appointment Reminder: Tuesday, October 17 at 8:00 AM - Refer a friend Refer a Friend Locate Us Find Us On Map Appaintment Reminder Tu 11:03am
Important Booking.com Rate The Link Hotel - Review your stay A Oct 10
Sent Mail Test File
Bank of America Your Available Balance - Hi, AARON, here's your avai
Drafts (1)
aaron@thepapcorps.org
Job Applications Bank of America Account Alert: Debit Card Used Online, by Phone or
~ Saved (1 Test Fil
aved 1) Hilton Garden Inn Devens Survey Reminder - Please tell us what you think - St B
Travel
More~ Holiday Inn Express One more chance to tell us what you think and enter Thigis a testfile
Spirit Airlines For Next .- More Ways To Save Trouble Viewing
®) Aaron + Google Aaron, got a new device? Review sign-in on Motorol
hd
Google Security alert for your linked Google account - New ¢
Hilton Garden Inn Devens Please tell us what you think - Stay Details Hilton Gar.
Holiday Inn Express Thank You for Your Stay at Holiday Inn Express Ft. L
Logitech Customer Care Logitech Support: HD Webcam C310 - Blank screen
ORHDC_GM Your receipt from HILTON GARDEN INN - DEVENS -
Find someone
Logitech Customer Care Logitech Support: HD Webcam C310 - Blank screen
Holiday Inn Express Toll Us What You Think For a Chance to Win 25,000 | \oW-Constituent_Form_Submitt... (115K) _
29 4 Bank of America Your Available Balance - Hi, AARON, here's your avail m A D R $ Beo @ i ~
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How to Use Submittable PDF Forms

Requirements
e Make sure you have Adobe Reader DC installed. You can get this at
https://get.adobe.com/reader/

Downloading and Saving the Fillable PDF Form
1. From the ‘Officers Only’ section, download and save the Fillable PDF to your computer

e Refer to the section on Downloading a File to Your Computer on Page 5
2. Then open it from there

e Filling it out from your browser after just clicking on the PDF link will not work

Using and Saving the Fillable PDF Form
1. Fill in the form with all the necessary information
2. Save it with a unique name using “Save As” under File

e Saving it using a unique name will prevent you from overriding the blank form
e It will also serve as the copy you need to keep for your records

B gpen., ChhD

@ signin
= o % Please chocss taly soe calegony per Depiosit Summary.
: st SnoeEe [ ot G i
_— Games I Birthdays
' DATE Ihem Sales. ] Donations Adobe Export POF
S Levels of Biwi i
D
| L ot Dorcumants Sigred.. g e ot Excel Orikre
(e nber | D | Ao Kame on Coeck Commacts T First & Lt Mama St O i
Doz ColW (111 |mwnanr| 20.00 Jane Doe Depost-Tu_ittable pdt X
i k = i 91 L 15‘00 Jahn DO_B Convert 1o
|8 prew.. Lurlep .
= Micnasoft Word (" doc -
1AL Deperns v o Dacument Language
z m.\.u Engiish (US) Change
€4, APty Cash Evpenc._8 FY-Polo Chubipaf
4Pty Cush Epans..castes Boyntonpdl »
G APty Casm Expars, Hensp
| em Chie
- e
= Chack
3 Cash
b Creata POF
e ﬁ reate . I
T —
Somn =7 Edit POF -
) Choech
3 Caah
J Chach. Comment
o Cah
Chact
e 3 combineFiles v
3 Check.
— et
PAGE Tolal § 3500 DEPOSIT Total § 35 b it i
1. detach The Depesit Racapt to e top righl comes, 2. ARaoh Supporng papeny ork behing e Depast Summarny .
Mol ke sure 3 the depests moich sach ofher 1ng Ty Snal Sepositistal Submit Form Faplber Lram Kote

Submitting the Fillable PDF Form
1. Once the form has been completely filled out and saved, Click on the “Submit Form” button at
the bottom of the form.
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2. The pop-up window will ask what email client you want to use to send the form

e If you have a default client like Outlook already setup on your computer, keep the

default selection and click ‘Continue’

Click on the Select dropdown menu.

o v kW

If you don’t have an email program setup, then select “Use Webmail”

Select from the email services on the list. In this case we will “Add Gmail...”
Check the “Remmeber my choice” option and click Conitnue

Send Using
@ Default email application (Microsoft Outlook]

) Use Webmail

Select

[7] Remember my choice

Continue ] l Cancel

Send Using
(") Default email application (Microsoft Outlook)

@ Use Webmail

ESeIect le
Select

he
e selected

Add Yahoo!...
Add Other...

[ Remember my choice

Continue

Cancel

7. Type in your e-mail address and click OK

8. Check the “Remember my choice” box and click Continue

[E)

-
Add New Gmail Account

E-rnail Address ‘ajpleat@gmail.coml

e.g. - john.smith@ < my-webmail> .com

[ oK ][ Cancel

Send Using
) Default email application (Microsoft Qutlook)

@ Use Webmail

[pinagmaiicon [

A message will be created in the
designated drafts folder of the selected
account,

[] Rernermber my choice

Continue ] \ Cancel
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9. You will be asked to sign in with your e-mail account — click Next and enter your password if it

asks for it.

wrmeTAny- S o Tril
View  Windew  Help

Fie Edn
Home Tools Deposit-Surmary-.. X
B &8 BEQ ilad ]k @®

Gocogle

Sign in with your Googie Account

i)
=

apteatidamail com

Fing my accoun

Create account

One-Googht Accourt for everything Googhe
GmBE@BL @

@ signin |

D, Export PDF ~ i

Adobe Export PDF L

Convert TDE e 1o Wrd
o Excd] Ol

Selet POF Al

Bepost-su_itablepd! >

Canvert 1o

Mmpoiolt woed doe) ¥

Dogiment Languate:
English (U5) Change

¥ Create PDF w~

oo Edit PDF -

Cammeant

1 Combine Files. ~

PAGE Toal § 3500
. Atach tho Dapeait fracaipt to the top right comer, 2.
Mote: My vt and pe

Store and share tiles in the
Document Clowd

Leats Mere

10. Gmail and some other e-mail clients may ask you for a verification code — typically this will be
texted to your cell phone, or e-mailed to your backup e-mail if you have one. Enter it and click
Done.

L e S

Google \

I 2-Step Verification

To help keep your email, photos, and other content safer,
complete the task below.

Enter a verification code

A text message with a verification code
was just sent to (see) ses-ee22 r

G- 840817 Jh

W) Don't ask again on this computer

Try another way to sign in

1
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11. Adobe Acrobat will ask for permission to “Read, send, delete, and manage your email”, and
“Manage your contacts”. All this will do is allow Acrobat to create the e-mail, fill in the people
it’s supposed to be sent to, and attach the file. Click Allow.

Go gle ajpleat@gmail com

i ~ Adobe Acrobat would like to:
M Read, send, delete, and manage your email
B Manage your contacts

By clicking Allow, you allow this app and Google to use your information in
accordance with their respective terms of senvice and privacy policies. You ean

change this and other Account Permissions at any time.
Deny | Allow

12. After the progress bar at the bottom finishes (this may take some time the first time), a new
draft will appear in your e-mail waiting to be sent.

13. Each of the submittable PDFs will have specific addresses they go to — for example, this Deposit
Summary goes to alex@thepapcorps.org

14. Attach any extra files that are needed (for example, a scan of your Deposit Receipt for a Deposit
Summary), and change the e-mail name and body to whatever you want if you don’t want to
leave it as default. Then click Send, and you're done.

Form Retumned: Deposit-Summary-Submittable-Test pdf

Support, alex@thepapcomps. org
Form Returned: Deposit-Summary-Submittable-Test. pdf

Form Returned: Deposit-Summary-Submittable-Test.pdf

The attached file is the filled-out form. Please open it to review the data

Deposit-Summary-Submittable-Test.pdf (84K) x

EN: oes mceo
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How to Prepare the Pex Card Report Online

Prepare Pex Card Report on the Website (Desktop Computer or Laptop)

Attach Receipts and Add Comments to Pex Card transactions
1. Go to https://www.pexcard.com/
2. Hover your mouse over the ‘Login’ tab
3. Click on the ‘Cardholder’ option

54 PEX: Employee Expense X

L Gl o /v pexcard.com) %@ i

i Apps G Relatedimage [} o [] TheUPSStore:Cust: ) ldentify Fonts-The @8 Login | MailChimp-< [ NewTab

38 PEX  HOWITWORKS SOLUTIONS PRIGING  WHY PEX Login Contacta Rep Apply Now

Streamline the way you

Authorize, Enable and Track
Workforce Spending

‘Watch how it works  »

Enter Login credentials

Click on the card you want to work on

Select and click on a transaction

On the ‘Detail’ window, click on ‘Add receipt’

Nowas
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B8 PEX Admin: Transaction = X

&« C | @ Secure

dmin/s

https://admin.pexcard.com rans

Apps G Relstedimage [ o [Y The UBS Store: Cust

@ Identify Fonts - The

€ Login | MailChimp -

[ NewTso

For data older than 12 manths, contact Client Services at 1-866-685-1898, option 3

[ [october 207 <]

Show all transactions that change the available balance

n 1-170f17 ltems per page: 10 E 50
Date Description Amount Balance  Attachments
10/07/2017 3:35 PM AMAZON.COM -513.99 $653.55
10/07/2017 5:46 AM AFP -5300.00 3667.54
10/07/2017 1201 AM  MAILCHIMP *MONTHLY -5150.00 5967.54
Transaction Details
Hoid Date  10/06/2017 2:17 AM Merchant Mame  MAILCHIMP *MONTH...
Authorization Amount  -§300.00 Merchani City  MAILCHIMR.COM
Padding Amount §0.00 Merchant State GA
Setilement Date  10/07/2017 Merchant Country ~ US
Settiement Amount  -$150.00 MCC 5968 Direct Marketing...
QOrigin Amount -150.00 Currency Code 840 (US Dollar)

10/06/2017 8:09 PM
10/06/2017 5:49 PM
10/06/2017 5:22 PM
10/06/2017 522 PM
10/05/2017 7:50 PM
10/05/2017 514 PM

10/05/2017 413 PM

Transaction Notes

[A Add note

No notes have been attached to this transaction.

Receipts

# Add receipt A

No receipts have been attached to this transaction.
AMAZON MKTPLACE PMTS
AMAZON MKTPLACE PMTS
AMAZON.COM
AMAZON.COM
FEDEX 25908995
AMAZON.COM

Balance Adjustment Credit

$1,117.54

$1,147.52

-$201.07  §1,179.48
5579 §1,380.55
-527.09  §1386.34
57192 §141343
§1,00000 5148535

8. Navigate to the folder where you have saved your scanned receipts
9. Select the receipt you want to upload and click ‘Open’

B8 PEX Admin: Transaction = X

@ Open
& “ 4 [ > ThisPC » Desktop > Receipts
Organize v New folder

g Dec A Name -

(2 Level of Giving
[ PapCorps Tear
& PapCorps Tear
(4 Passwords
(3 Pictures

| Videos

| Website

{ Workshop

4@ OneDrive

[ This PC
[B Desktop v <

FE Receipt for Order MC06146673 _ MailChi...

v @  SearchReceipts o

vﬂo

Date modified Type

10/10/2017 12140 ... Adobe Acrobat D...

>

File name: |Receipt for Orcler MCO06148673 _ MailChimp.g | | Custom Files v

Cancel

[ NewTsb

available balance

items per page: 10 E 50

10/06/2017 8:09 PM
10/06/2017 5:49 PM
10/06/2017 5:22 PM
10/06/2017 5:22 PM
10/05/2017 7:50 PM
10/05/2017 5:14 PM

10/05/2017 413 PM

Receipts

No receipts have been attached to this transaction.
AMAZON MKTPLACE PMTS
AMAZON MKTPLACE PMTS
AMAZON.COM
AMAZON.COM
FEDEX 25908995
AMAZON.COM

Balance Adjustment Credit

Amount Balance  Attachments
-513.99 $653.55
-$300.00 $667.54
$150.00  5967.54
Merchant Name  MAILCHIMP *MONTH...
Merchant City MAILCHIMPCOM
Merchant Stale  GA
Merchant Country ~ US
MCC 5968 Direct Marketing...
Currency Code 840 (US Dollar)
(i Add note
3 Add receipt
-529.98  $1,117.54
-531.96 §1,147.52
-$201.07  $1,179.48
-$5.79  §1,380.55
-§27.03  §$1,386.34
-§71.92 §1,413.43
§1,000.00 8$1,48535

T 0

10. Click ‘Attach’

11. The ‘Note’ window will come up, please type in

the description for this transaction (add an

event or appeal code if you have one), and check the box that says “Visible to cardholder”
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’,/ 52 PEX Admini Transaction | 3¢\, e - X

&« C | @ secure | httpsy/admin.pexcard.com/#/admin/card/transaction-history/ 153730 T 0

Apps G Relatedimage [§ o [§ TheUPSStore:Cust: # Identify Fonts-The© @& Login|Mailchimp-- [} NewTab

Add a new note

Mass email service for all Pap Corps newsletter

¥l visible to cardholder

Skip ‘ Add note

£]

12. Click the ‘Add note’ button
13. You will now see your receipt and the note displayed on the ‘Detail’ window

/5 POt Admin: Transaction + %\ g - .

&« C | @ secure | httpsy/admin.pexcard.com/#/admin/card/transaction-history/ 153730 T 0

Apps G Relatedimage [§ o [§ TheUPSStore:Cust ® Identify Fonis-The ¢ @& Login|Mailchimp-- [} NewTab

For data older than 12 manths, contact Client Services at 1-866-685-1898, option 3. -
n October 2017 | [ show all transactions that change the available balance
[ 1 I 1-17 017 ttems perpage: 10 [ 50
Date Description Ameunt Balance  Attachments
10/07/2017 3:35 PM AMAZON.COM -$13.99 $653.55
10/07/2017 5:46 AM AFP -3300.00 5667.54
Transaction Details
Hold Date  10/06/2017 2:17 AM MerchantName  MAILCHIMP *MONTH...
Authorization Amount  -$300.00 Merchani City ~ MAILCHIMP.COM
Padding Amount  $0.00 Merchant State  GA
Settlement Date  10/07/2017 Merchant Country ~ US
Seftlement Amount  -§150.00 MCC 5968 Direct Marketing...
Origin Amount ~ -150.00 Currency Code B840 (US Dollar)
Transaction Notes [@ Add note
10/10/2017 by Chery! Ferrazza service for all Pap Corp & X
Receipts
i
Review status  Not reviewed
10/06/2017 8:09 PM AMAZON MKTPLACE PMTS -529.98 §1,117.54
10/06/2017 5:49 PM AMAZON MKTPLACE PMTS -531.96  §1,147.52
10/06/2017 5:22 PM AMAZON.COM -5201.07  §1,179.48
10/06/2017 5:22 PM AMAZON.COM -55.79  §1,380.55 -
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How to Edit or Delete a Note
1. If you need to edit the note, click on the ‘pencil icon’. After your edits are complete, click on the
‘Update note’ button.
2. If you need to delete the note or the receipt click on the ‘X’ next to each one.

10/07/2017 1201 AM  MAILCHIMP *MONTHLY -5150.00  $967.54 & B
Transaction Details
Hold Date  10/06/2017 2:17 AM Merchant Name  MAILCHIMP *MONTH...
Authorization Amount  -5300.00 Merchant City MAILCHIMR.COM
Padding Amount 50.00 Merchant State  GA
Settiernent Date 10/07/2017 Merchant Country  US
Settlement Amount  -5150.00 MCC 5968 Direct Marketing...
Origin Amount  -150.00 Currency Code 840 (US Dollar)
Transaction Notes A Add note
10/10/2017 by Cheryl Ferrazza  Mass email service for all Pap Corps newsletter. | I | x | «
Receipts

Attachments review
Review status  Not reviewed

Prepare Pex Card Report with the App on Your Smartphone

1. OnyouriPhone, go to the App Store. On your Android go to Google play.
e This tutorial is illustrated using an iPhone device, but the process should be similar on an
Android phone
2. Enter “Pex Card” in the search bar
3. Press the “Get” button to download
e The official Pex Card app should have the Pex Card logo

PEX Card
PexCard
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. pex card

PEX Card
PexCard

View current balance and

monthly transactions.

A v E A

v
3§ PEX

= §13,100,00

ek 21

-5 200.00
-£ 700000
-5 LO0G00

§25.000.,00

Hong Leong

Connect Malaysia

- ||"GET

Quickly transfer funds.

i SO NN S
Mo
" 52310000

|

Featured Categories

Page 19

Top Charts

Q P

Search Updates
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4. Login to your Pex Card account

e You can use the ‘Save Username’ or ‘Use Touch ID’ options so you don’t have to enter it

every time

3 PEX

PEX Card

cheryl@thepapcorps.org

0 Save Username

\ Use Touch ID

First time cardholder login?

Rl
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After login, you will see all of your available cards

5. Select and press on the card you want to work on. In this example, we use cardholder ‘Staff One’

mim

—3
3P PEX E
Papanicolaou Corps for Cancer PAR...\/
PEX Account balance:

Q  Search

Executive Director s TN
Staff One k]
Board President s

© @ g 2 %

Dashboard Cards Account Transfers Support

You will notice, at the bottom of the screen you have buttons you can use to navigate your accounts just
as if you were on the Pex Card website on your desktop computer.

You can use the button on the top right corner to log out of your account at any time.
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From the Cardholder Details page, you can navigate to the transactions for that card

6. Press Transactions at the bottom of the page

{ Cards| Cardholder Details

Papanicolaou Corps for Cancer PARENT
PEX Account balance: $

Name: Staff One
Card number: XXOOXXXXXXXXX6602
Expiration date: 03/2018

Spend Rules: No

Card Balance:  $|

Status: Active

@ Profile

—> .
«’ Transactions <=

If you need to go back to the Cards page, you can always click on the Cards button on the top left corner
of this page.
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7. Onthe Transactions Page, press on the transaction you want to upload a receipt or add a note
to. In this example, we use a FEDEX transaction for $22.99

< Back Transactions E
Staff One
Cardholder balance: $
< October 2017 v
Q  Search
FEDEX 25986436
— -$22.99
10/12/2017 $
AMAZON.COM
-$13.99
10/07/2017 $
AFP
-$ 300.00

10/07/2017 $

MAILCHIMP *MONTHLY

10/07/2017 $ = [¢ B -$150.00
AMAZON MKTPLACE PMTS

-$ 29.98
10/06/2017 $
AMAZON MKTPLACE PMTS

-$ 31.96

10/06/2017 $

You can find transactions by doing a search on the search box, or you can navigate to different
months by using the arrows or the dropdown calendar. You can also use the back button to return
to the previous page. Notice that transactions for which you have already uploaded a receipt or
added a note to, will display the ‘pencil’ and ‘picture’ icons. You can press those to edit or delete.
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8. On the Transaction Details page, you can press the Receipt button on the bottom left to upload
your receipt.
e If you don’t have a receipt, you can still add a note by pressing the Note button on the
bottom right

{ Transactions |Transaction Details

Staff One
Cardholder balance: $

FEDEX 25986436

10/11/2017 11:16 AM

-$ 22.99

$ 0.00

10/12/2017 7:35 PM

-$ 22.99

“— - ([

You can always go back to the previous page by pressing the Transactions button on the top left.
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9.

Page 25

If this is the first time you are using the receipt upload feature on your mobile device, the
Receipt Capture Terms window will come up. Press OK. This window will not come up again

after you accept the terms.

Receipt Capture

We've added the ability to attach
receipts to your transactions. By

uploading a receipt you agree to the
receipts terms of use.

View Terms

OK
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10. You will now have the option of uploading your receipt using your phone’s Camera or the
Gallery. In this example, we will show how to use your Camera to take a photo of your receipt.

Using the Gallery option is almost the same process, and you would use it if you have already
taken a photo of your receipt. Press Camera.

Receipt Source

Please select receipt image source

Camera

Gallery
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11. If this is the first time you are using the camera in this app, it will now ask for permission to
access your Camera. If you were using the Gallery method, it would ask for permission to access

Page 27

your Photos. Press OK.

"PEX" Would Like to Access

the Camera

Used to take photos of receipts

Don’t Allow

OK
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12. Place your receipt on a flat surface, make sure that the lighting is good, and take the photo.
13. If you are satisfied with the photo press Use Photo at the bottom of the page, if not Retake.

Sears
SOUTHLAND MALL 01365

! 20701 50 112TH AVE
% MIAMI, FL 33189-0000

305-378-5100

sears®

MERAY

SALESCHECK # 013655419480

g TRANS PG/STORE REGH  ASSOLA
i 9486 b0 01365 G4l 3962
: ol sSAlLE

22 33121 20INCH.CM SAL 49 99T

UPC: 042630700325
32 33121 20INCH.CM. SAL  49.997
UPC: 042630700325
) 22 49695 QIY:2
50 AMP 3 W, K MDSE 59 94T
UPC: 0917120096772
AL 159 96

Retake Use Photo

If you were using the Gallery method, you would now be at your Photos window where you would
select Camera Roll, and then the photo you would like to upload.
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14. After pressing the Use Photo button, the Add Note window will come up automatically. Write a
short description here. If you have an event ID, please add it. Press the Visible to cardholder
button. When you finish press Done on the upper right corner.

Cancel Add Note Done

Supplies for First Open Meeting| CORP103117

U Visible to cardholder

gwer rtyui op

asdf gh j k |

& Z X CcCVbnm<g

123 v space return
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15. After pressing Done, the Transaction Detail page will come up. Here you will see the icon for the
uploaded receipt, as well as a link to the note you just added. You can click on the receipt to
preview, or you can click on the note link if you would like to edit it.

{ Transactions Transaction Details

Staff One
Cardholder balance: $

4215 Courier Services - Air and
Ground, and Freight Forwarders

840 (US Dollar)

470672

Transaction Receipts

Q 10/13/2017 Cheryl Ferrazza

Transaction Notes

10/13/2017 Cheryl Ferrazza @

Supplies for First Open Meeting
CORP103117

4

Page 30 Technology Manual 2017-2017



16. If you need to delete the receipt or the note, swipe left on either entry.
17. Press the red Delete button.

{ Transactions Transaction Details

Staff One
Cardholder balance: $

4215 Courier Services - Air and
Ground, and Freight Forwarders

Currency Code
840 (US Dollar)

Authorization ldentity Response Code

470672

Transaction Receipts

3/2017 Cheryl Ferrazza

Transaction Notes

10/13/2017 Cheryl Ferrazza @

Supplies for First Open Meeting
CORP103117

In this example, we are deleting the receipt, but deleting the note is the same process.
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18. Confirm that you want to delete the receipt. Press Delete.

Delete receipt?

Are you sure you want to delete this
receipt?

Keep

You can now repeat this process for every transaction.
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How To: Use Excel to Manipulate Spreadsheets

Sorting an Excel Spreadsheet

Sort by Column
1. If you only want to sort by one column, first select the column you wish to sort by clicking on the
column header
2. Then click “Sort and Filter” on the top right on the menu.
e To sortin alphabetical/numerical order, click “Sort A to Z” or “Sort Smallest to Largest”.
e Tosortin reverse alphabetical/numerical order, click “Sort Z to A” or “Sort Largest to

Smallest”.

Developer  Acrobat ~ @
By T | 3 SR F Autosum -
Ercm— R S R A e P
Paste o = | -i{Merge & Center~ | § = <0 ;% | Conditional Format Cell | Insert Delete Farmat | Sort & [Fin
o e - : = diieas = %ov |8 Formatting * as Table - Styles = | - - | 2ceart |riter - fetect -
umbe i) % = = | l e

SortAtoZ
1 sotztoa

First Name [Last Name Email Phone Address City State ZIP Code  Status Year
1234}iohn Doe iohndoel@gmail.com (954) 123-4567 123 Main Street Boynton Beach FL 33472-6807 Annual 2017 E Custom Sort...
1235{)ane Doe ianedoel@gmail.com (954) 123-4567 123 Main Street Boynton Beach FL 33472-6807 Annual 2017
1954}lessica Greene igreene@aol.com (561) 123-4567 567 Main Street Boynton Beach FL 33472-6807 Annual 2017 W= Filter
1667 James. Greene igreene2@aol.com (561) 123-5678 567 Main Street Boynton Beach FL 33472-6807 Life ‘R
kS

[z lR[E]E e le |~ o o] a oo~
i

3. Select “Expand the selection” to ensure it sorts all the data, then click Sort. Choosing “Continue
with the current selection” will only sort that one column, and your data will no longer match
up.

2 = ™
Sort Warning M

Microsoft Excel found data next to your selection. Since you have not
selected this data, it will not be sorted.

What do you want to do?

7 Continue with the current selection

[ ) [ ot
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Sort by Multiple Fields
1. To sort by multiple fields, click on Sort and Filter and select Custom Sort. For this kind of sort you
can select the entire spreadsheet by clicking in the upper left corner before clicking Custom Sort.
If you don’t, that’s okay — just choose Expand the Selection again.

Formulas ~ Data Review  View  Developer

I Autosum

I T S [ P J ) g e (] 2
B I U-|-|D-A-= = IE | aMergeacenter | $ - % 0 | 5 cmmu:‘r;ai f o s&ﬂv R T
o Z signmert A ses ca ;
10 4] Sort Smallest to Largest
2 | £ | E ‘ S [l + [ 1]k Lt [ m [~ ] o Z| sortlargestto Smallest =
ID  First Name Last Name Email Phone Address City State ZIP Code  Status Year = k=
1234 John Doe iohndoe1@gmail.com (954) 123-4567 123 Main Strest Boynton Beach FL  33472-6807 Annual 2017 {8 Ccustom Sort..
1235 Jane Doe janedoel@gmail.com (954) 123-4567 123 Main Street BoyntonBeach FL  33472-6807 Annual 2017 V= Filter
1954 Jessica Greene  jgreene@aol.com (561) 123-4567 567 Main Streat Boynton Beach FL  33472-6807 Annual 2017 . =
1667 James Greene igreene2@aol.com (561) 123-5678 567 Main Street Boyntan Beach FL 33472-6807 Life 6\
A(@

Ielsle[sle]=[s|alo|>[o|~]

2. Inthe Custom Sort box, select “Add Level” until there are as many levels as you want to sort by.
Make sure “My data has headers” is checked so that the top row doesn’t get sorted. For this
example, we are going to sort the data by Last Name, then First Name, but you can use any
combination — you can even sort by font or cell color instead of the values.

i ; ~
Sort =
4| Add Level ] ’ X Delete Level ” =3 Copy Level ” - Options... [#] My data has headers

Colurmn Sort On Order
Sort by . E | Values E {AtoZ E
Thenby | E Values E AtoZ IE'

QK ] I Cancel
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= ™
Sort |2

~a] Add Level ” 7 Delete Level ” =3 Copy Level ”B v

Colurn Sort On
Sortby | ast Name E | Values
Then by ﬁﬁ'cﬂm

El ;;!;I;EI|L.JES

[] My data has headers

[ Ok ] [ Cancel

Developer

S Wrap Text

General -
$ - % s | %0 % | Conditional Format
ki ‘ w7 Formatting - as Table

3 AutaSum - ﬂ ﬁ

3] Fili -
o Sort & Find &

= Merge & Center -

;w s il

L ClearT  Fifter © Select -

.J. W 8}

| F [ e Twl[ v [ 3Tk« L [ m [ n [ o » [ al & | s
D First Name Last Name Email Phone Address Gity State ZIP Code  Status Year
1235 Jane Doe janedoe1@gmail.com (954) 123-4567 123 Main Street BoyntonBeach FL  33472-6807 Annual 2017
1234 John Doe johndoe1@gmail.com (954) 123-4567 123 Main Street BoyntonBeach FL  33472-6807 Annual 2017

|1667 James Greene igreene2@aol.com (561) 123-5678 567 Street Boynton Beach FL 33472-6807 Life
1954 Jessica Greene igreene@aol.com (561) 123-4567 567 Main Street Boynton Beach FL 33472-6807 Annual 2017

Sheetl MAIEEFIREEE =]

Average: 174 Count: 54 sum1047 (] E W
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Deleting/Adding Rows and Columns

Delete a Column
1. To delete a column, click on the column header to select the entire column.
2. Then right-click on the selection and left-click on “Delete”
e This will remove the column entirely — if you only wish to remove the data in it, click on

“Clear Contents” instead.

e im0 ST
B I - A == §\ & P i
D1 s Email
D R
1 ID FirstName Last Name |Email Phone Address City State ZIP Code  Status Year
2 |1235 Jane Doe ianedoel@gmail.com (954) 123-4567 123 Main Street BoyntonBeach FL  33472-6807 Annual 2017
3 1234 John Doe iohndoel@gmail.com (954) 123-4567 123 Main Street BoyntonBeach FL  33472-6807 Annual 2017
L’lﬁw James Greene igreene2@acl.com (561) 123-5678 567 Main Street Boynton Beach FL  33472-6807 Life
_5 | 1954 Jessica Greene igreene@aol.com (561) 123-4567 567 Main Street BoyntonBeach FL  33472-6807 Annual 2017
|2 .
7 & ot |
| - | 3 Copy |
= (4, Paste Options: ‘
10 =
) = \
12 Paste special.. |
13| Insert |
14 | Delete I «
15 Clear Contents |
16 |
e B Format Cells... ‘
= Column Width...
18 |
b Hide |
20 Unhide |
o1 % Remove thyperlinks |

D1 i Phone

D FirstName Last Name |Phone Address City State ZIP Code  Status Year
1235 Jane Doe (954) 123-4567 | 123 Main Street Boynton Beach FL 33472-6807 Annual 2017
1234 John Doe {954) 123-4567 | 123 Main Street Boynton Beach FL 33472-6807 Annual 2017
1667 James Greene (561) 123-5678 |567 Main Street Boynton Beach FL 33472-6807 Life

1954 Jessica Greene (561) 123-4567 |567 Main Street Boynton Beach FL 33472-6807 Annual 2017

glalsle sz nlylplxls srls slsleals]ElR]E B ole 8o lo]s o ]s |-
2

Sheetl
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Delete a Row

To delete a row, the procedure is the same. Click on the number representing the row to select the
entire row, then right-click on the selection and choose “Delete”.

=|®» | Siwepted

First Name Last Name Phone Address i State ZIPCode  Status Year

Doe ESII] 123-4567 123 Main Street Boynton Beach FL 33472-6807 Annual 2017

Doe Eﬁdj 123-4567 123 Main Street Boynton Beach FL 33472-6807 Annual 2017

Greene (561) 123-5678 567 Main Street Boynton Beach FL 33472-6807 Life

1954 Jessica Greene (561) 123-4567 567 Main Street Boynton Beach FL 33472-6807 Annual 2017

BE&ER

B

s
Lo

W ow
=]

@

e o o0 |
S - % o+ | W% A

Address i State ZIPCode Status Year
Doe E54] 123-4567 123 Main Street Boynton Beach FL 33472-6807 Annual 2017

Greene {561) 123-5678 567 Main Street Bornt!)n Beach FL 33472-6807 Life

Greene (561) 123-4567 567 Main Street Boynton Beach FL 33472-6807 Annual 2017

0EE

&

E B

T
S

W ow
=l

Sheetd. /Sheet3.” ™

Counts  [EEJE W 10
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Adding a Row
1. To add arow or column, right-click on the row that you want the new row to be above, or the
column that you want the new column to be to the left of. With the above row of James Greene

selected, we insert a new row by right-clicking on it and selecting “Insert”.

TN & |
First Name Last Name Phone Address City State ZIP Code  Status Year 'ﬁ Lopy
Doe (954) 123-4567 123 Main Street Boynton Beach FL 33472-6807 Annual 2017 |[f, Paste Options:
El
Paste Special..

Delete

L <757 James Greene (561) 123-5678 567 Main Street Boynton Beach FL 33472-6807 Life
Sl 1954 Jessica Greene (561) 123-4567 567 Main Street Boynton Beach FL 33472-6807 Annual 2017

Clear Contents
| #F Format Cells...

Row Height...

Hide

Unhide

Inserting a Column
2. Inserting a column works the same way. Below is the result when we insert a column after
selecting the “Phone” column.

g

R - — R TE S = i R At s
- A | | fsencom | 8 - % g [ 9 38| oo oG |t O P | 5, sets ede

ID  First Name Last Name <Fane Address City State ZIP Code  Status Year
1235 Jane Doe (954) 123-4567 123 Main Street Boynton Beach FL 33472-6807 Annual 2017

"1667 James Greene (561) 123-5678 567 Main Street Boynton Beach FL 33472-6807 Life
1954 Jessica Greene (561) 123-4567 567 Main Street Boynton Beach FL 33472-6807 Annual 2017

|
gleleleleez sk R EEEREREEEREE =[]

Sheet1
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Finding Data
1. To find a specific piece of data, first select the entire spreadsheet by clicking on the upper left
corner again, between 1 and A.
2. Then click on Find and Select and choose “Find”.

Formulas  Data Review  View  Developer

— e B et fepk | R T FO | 3 AutoSum - 5
» SiWrap Text General - : (| Eem j\ | ? v
. : Genel | L B :,ld Ll I |:,—| o g &
= = | m P ot - % s | %3 9 | Conditional Format Cell | Insert Delete Format [ Sort & Find &
€ [celMegencenter - | 8 - % 9 | S Formatting - asTable - Styles= |+ - - | AClEarT  Fiiter+ Select-
Aignment Al tmbe stes = cdting
v
e ] F I & [w] o [ 3 [xk] L [ m nm [ o | o | a | & [ s [ 7 :
ID  FirstName LastName Fane Address City State ZIP Code  Status Year
1235 Jane Doe (954) 123-4567 123 Main Street Boynton Beach FL  33472-6807 Annual 2017
1667 James Greene (561) 123-5678 567 Main Street Boynton Beach FL  33472-6807 Life
1954 Jessica Greene (561) 123-4567 567 Main Street Boynton Beach FL  33472-6807 Annual 2017

glfs el n sz (w2 s ]s|e]s o ]6]8 5 || |8 s g ]8] o[« s oo ]2 o[~ [

©» 1 IR0 sheets Shest3. .

Average: 180575 Counti39 sum7223 [EJW W1 100% ©

3. Enter the data you wish to find
4. Click on “Find Next”.
e The field containing the data you were looking for will be highlighted. If there is more

than one instance of that piece of data, choosing “Find Next” again will go to the next
matching cell.

I.-Finc:l and Replace M=,
Find | Replace
Find what: 3gr|_eene IZI
| Oplions == |
Find All | [ Find Mext ] | Close ]
b
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= e T "y | = AutoSum ;

By g e ar

JEA R S R - L )
Conditional Format  Cell | Insert Delete Format | — Sort & Find &
Formatting - as Table - Styles = - S - 4 Clear Filter = Select =

&

L

Greene

|k F | e [w| o [T 3 lxk] o [ m N [ o | p [ a | r [ s [ 71

D FirstName Last Name Fane Address City State ZIPCode  Status Year
1235 Jane Doe (954) 123-4567 123 Main Street BoyntonBeach FL  33472-6807 Annual 2017
1667 James  Greene (561) 123-5678 567 Main Street BoyntonBeach FL  33472-6807 Life

1954 Jessica  Greene (561) 123-4567 567 Main Street BoyntonBeach FL 334726807 Annual 2017

Find and Replace gl = |
Replace
Findwhat: | greene [=]

Frdal | [ Endbext | [ dose

Z Autosum
@] Fill =

) B

[General R I

EMergesuCenter -+ | § - % o | %8 0§ | Condtionsl Fomat  Cel | Inert Delete Fomat
Flﬁﬁﬂ‘ﬂg'&?ﬂh!r'ﬂ}"iﬁ' 7 = =

= Sort& Finda
~ZClear  Filter = Select =

& b Styles cells
Greene ¥
| e | F 6 [w] o [T s Jxk] ¢ [ ™ N | o[ p | al s | s | 1

ID  FirstName Last Name <fane Address City State ZIP Code  Status Year
1235 Jane Doe (954) 123-4567 123 Main Street Boynton Beach FL  33472-6807 Annual 2017
1667 James Greene (561) 123-5678 567 Main Street Boynton Beach FL  33472-6807 Life

1954 Jessica Greene (561) 123-4567 567 Main Street Boynton Beach FL  33472-6807 Annual 2017

Find and Replace (2] = J
Replace
Findwhat: |gresne =]

Find All |[E|ndNextJ [ Close

Sheet3, [ ™

Average: 1 Count: 39
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How to Access the ‘Officers Only’ Part of Our Website

Login
1. Gotowww.thepapcorps.org
2. Hover over the ‘Chapters’ tab on the main menu

3. Click on ‘Officers Login’

[3 The Pap Corps - Champ: X e 23 bes
&« (& (D WWW.papCorps.org « B :

i Apps G Relatedimage [] o [3 TheUPSStore:Cust #B Identify Fonts-The & Login|MailChimp-- [§ ThePapCorps—Che [ Dashboard « The Par

(877) 495-8100 f v @ Q

The - |,
Pap (Corps,

Champions for § "\ Cancer Research

ABOUT US OUR IMPACT GET INVOLVED $50 MILLION PLEDGE : IN MEMORIAM CONTACT US

Become a Member

Should you be screened ]

for ovarian cancer?

Website Manuals

Deerfield Beach

Are You Eligible? Click here to find out more. w::

wwew.papcompsorg/afficers-login/

4. Enter your login information
5. Check the ‘Remember Me’ box
e This will save your username and password so you don’t have to type it in next time.
Some browsers will skip the login window after checking this box and will log you in
automatically. We will show you what to do if this happens.
6. Click the ‘Login’ button
7. This will automatically take you to the ‘Forms’ page where you can find all Deposit Summary
forms, Membership forms, etc

LOGIN Share f v @ 8

Username

cherylkru@gmail.com ‘

Password

¥ Remember Me

ogn=]  €—
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Skipping the Login Window — Return Users
It is possible, that if you have logged into our website before and have checked the ‘Remember Me’ box,
you will be automatically logged in the next time you visit our site.

e Some browsers have built-in features that when activated will remember the passwords to all of
the website you visit. If your browser has this, then it is possible that you will not be prompted
with a login window when visiting our site, and you will be automatically logged in even if you
haven’t check the ‘Remember Me’ box before.

Identifying if you are already logged in to The Pap Corps website is easy:
e If you see a black toolbar at the top of the page with the word “Howdy” on the top right corner
of the screen, this means you are already logged in
e If you already see the ‘Officers Only’ tab on the main menu, then you are already logged in

[@ The Pap Corps — Champ X e - x

& C | ® www.papcorps.org * O :

! Apps G Relatedimage [] o [3 TheUPSStore:Cust: B IdentifyFents-The 4% Login|MailChimp - - [} The Pap Corps—Che [ Dashboard « The Par

) @ The Pap Corps Howdy, [ll Q

(877) 495-8100 f w B Q

DONATE NOW

The |,

Pap [Corps, P

Champions for Cancer Research

HOME ABOUT US OUR IMPACT GET INVOLVED $50 MILLION PLEDGE CHAPTERS IN MEMORIAM CONTACT US OFFICERS ONLY

e If you click on the ‘Officers Login’ tab under the ‘Chapters’ tab on the main menu, and you
automatically land on the ‘Welcome’ page, then you are already logged in

[ Officers Login—The Pap X e - X
& C | ® www.papcorps.org/officers-login/ @
51 Apps (5 Relatedimage [ o [] TheUPSStore:Cust ®) Identify Fonts-The - % Login | MailChimp - [] The Pop Corps—Che [ Dashboard < The Par

) @ The Pap corps Howdy, [ll @

HOME > Officers Login

WELCOME Share f veos

Dashboard
Profile

Logout

Accessing the ‘Officers Only’ Page if Already Logged In
If you visit our site and find that you are already logged in, simply click on the ‘Officers Only’ tab on the
main menu to access the ‘Forms’ page, where you will find all of the Deposit, Membership forms, etc.
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How to Use the Blackbaud Mobile Pay APP to Accept Credit Card
Payments (iPad)

1. Enter the login information provided with your iPad

e The numbers in red will vary and are unique to each iPad. They will be provided in the
written instructions when the iPad is picked up.

e The password letters “C” and “E” should be capitalized

e The security code that is saved in the iPad when you receive it should *always* be
correct and you should not change it despite the message that pops up saying “the
username, password, or security code is incorrect” The written instructions we provide
with each iPad will include the security code in case it is changed by accident.

Blackbaud MobilePay™

chapteripadl7 |

ChapterEvent17!

'EF8337F7 |

N o

Login
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2. Choose ‘Setting Options” by clicking the ‘3 bars’ icon on the top left
3. Inthe DEFAULT COMMENTS section, confirm that your event code is correct
e The event code is used to identify your credit card transactions with your chapter and
your event.
4. Enter the amount to be charged to the credit card (use decimal points)

Al i@ aae ik v 4 & 10:39

Blackbaud MobilePay™

sgabbms

== Payment

= Recent transactions

io; Settings

(@) Help

Logout

Enter payment

Hit the green “ENTER PAYMENT” button at the bottom right of screen

Swipe card when prompted (Magnetic strip of card should be facing the person holding iPad)

Have the person sign in the yellow box. Return card to the person.

Hit the green “CONTINUE” button under signature box.

If person wants a receipt, it will have to be emailed. Enter email address.

10. Hit the green “PAY NOW” button.

e Email address must be entered before hitting the “PAY NOW” button. This is the only
chance to send receipt to person.

© o N w

11. Wait for confirmation.

You may watch this video for more step by step instructions:
https://www.youtube.com/watch?v=PX MDhAJIwM
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https://www.youtube.com/watch?v=PX_MDhAJlwM

Payments Cancel

- ° Amount PI . bel .
$1 00.00 ease sign below ® Clear signature

° Credit card
John Doe

it A A EE R

Signature & receipt
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