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Donation and Email Reporting Kit 
Using the PivotTable Reporting Template
We have developed the PivotTable Reporting Template for you to easily paste the data and generate your reports. As it is configured in this kit, you will be able to add your data and generate the following reports:
· Printable 4-page summary with bar graphs
· Year-over-year (YoY) comparison of all December fundraising gifts
· YoY comparison of one-time donations made in December
· YoY comparison of sustainer donations made in December
· Daily breakdown of December gifts made each day of the month
· YoY summary of all donations broken down into months
· YoY summary of all one-time donations broken down into months
· YoY summary of all new one-time donations broken down into months
· YoY summary of all sustainer donations broken down into months
· YoY summary of all new sustainer donations broken down into months

How to generate donation data for PivotTable reports

Be sure to watch our video tutorial on how to put the data into the PivotTable report and refresh the data: https://secure2.convio.net/customer/ServiceModules/reporting-kit-template-help-video.mp4 

For Transaction Report Data  — 
1. Login to your Luminate Online administrator environment. 
2. Hover over the “Fundraising” link and then click “Donation Management”
3. Click the “Donation Reports” tab
4. In the drop-down “Create a new report” choose “Donations by Transaction” and click “Go”
5. [image: ]If you want to suppress a form or campaign from your overall reporting then you can filter that here. If you don’t wish to suppress anything then go to #9 “Date Filtering”
The reporting kit is pre-set with enough space to render reporting data for five years. Any more than this will cause columns and rows to collide.
6. Choose “Custom defined date range”. When 
entering the start date, make sure you always start 
with Jan. 1 of the first year you want to include. 
When entering the end date we recommend leaving 
this as the current day
7. Click “Next”
8. Click “Next” again to go to “Configuration Summary
9. Label your report and click “Submit Report”
10. It may take some time to generate the downloadable report. The amount of time depends on the size of your database. Continue clicking the “Refresh Report List” button until you see the “Download” option in the Actions column
11. Click “Download” and save to your computer


Prepare your Donation by Transaction data for PivotTable reports — 
1. Find the saved file on your computer
2. Open file and expand columns so you can read each column header title
3. Pivot tables operate from 10 specific data columns. Remove all columns of data in your report file except the following:

1. CONS_ID
2. CAMPAIGN_NAME
3. FORM_NAME
4. GIFT_AMOUNT
5. DONATION_DATE
6. PROCESSING_METHOD
7. PAYMENT_PLAN
8. DONATION_TYPE
9. FIRST_TIME_DONOR
10. SOURCE_CODE
11. SUBSOURCE_CODE
12. PAYMENT_INSTALLMENT

Put Donation Report Data In Reporting Template
1. Now go to the Pivot Workbook Template and click the “Donations” worksheet tab
2. Go back to your Donation by Transaction results and copy all of the data by typing CTRL+A
3. Go to the PivotTable Workbook Template on the “Donations” worksheet and select the A1 cell and type CTRL+V
4. Your data should only appear in columns A through L





















How to generate email data for PivotTable reports
For Email Report Data  — 
1. Login to your Luminate Online administrator environment.
2. Hover “Data Management” and click “Reports”
3. Click the “Report Writer” tab
4. Click the “Create a New Report” button
5. In the Report Selection drop-down click “Email” then click the “Messages” radio button and click “Next”
6. On the column selection page select the following fields:
a. Email Campaign Name
b. Email Campaign Type
c. Message Name
d. Emails Delivered
e. Forwarded Open Count
f. Opens
g. Targeted Email Delivery Count
h. Total Open Count
i. Actions Taken
j. Emails Sent
k. Soft Bounces
l. Forwarded Actions
m. Hard Bounces
n. TellAFriend Forwards
o. Unsubscribes
p. Click-Throughs
q. Open Percent
r. Send Start Date
s. Total Click-Throughs
t. Donation Amount($)
u. Donations
7. On the Report Column Order page you must make sure your columns are in the order above. After putting in order click “Next”
8. On the Sort page click “Next”
9. On the Filter page click “Edit” to choose all of your campaigns. Make sure the “Edit at run-time” box is checked so you can edit this each time you run the report and add any new campaigns. Click “Save this filter”.
10. Click “Create a filter” button and in the top drop-down choose “Email Performance Statistics” and then in the next drop-down choose “Send Started Date”. For the date range choose “In Custom Range” and choose a five year date range.
11. Check the box for “Edit at run-time” and then click “Add this filter” button
12. Click “Next”
13. Name your report and add any additional information. Click “Next”
14. Review your configuration and click “Save Report”
15. Now find the report in your report list and click “Run Report”
16. Review run-time filters and make sure all of your campaigns are chosen and click “Next”
17. Click “Next” until you get to the “Report Schedule” page and click “Run this report immediately”
18. Choose any group you want to receive this report and click “Next”
19. Click “Run Report”
20. Click on the disk and save the report to your computer in a CSV format

Put Email Report Data In Reporting Template

1. Open the saved data file on your computer
2. Check columns and ensure they are in the order listed above from left to right
3. Click the upper-left corner of the worksheet and highlight the entire worksheet and right-click and click “copy” or click CTRL+C
4. Go to the report template and select the “Email Data” worksheet and click in A1 and click paste
5. Now in the final row (Should be row “V”) go to V2 cell and paste this (should be “Emails Delivered divided by Donation Amount ($)) = (U2/G2). Then select that cell and click the bottom-right corner of the cell and add this formula to every cell until your final row of data.
6. Save your reporting template

[image: ][image: ]Updating Reports

Now that you have donation data and email data included in the 
report you have to update the data source in each worksheet to 
ensure you are including all of your data

“Annual” Worksheet:
1. Click the “Annual” worksheet tab
2. Click in cell A10 and then click “Options” under “PivotTable Tools” at the top
3. Click the “Change Data Source” button and then click the cell selection button ([image: ])on the right side of the field
4. Click on the “Donation Data” worksheet tab and select all of your data, including the header labels
5. Click the cell selection button again and click “Ok”
6. Now go back to the “Annual” worksheet and under “PivotTable Tools” click “Refresh”
7. All report elements on the worksheet are now updated
Repeat the above steps for each report element on this page. Simply click within each element to update the data source and refresh (Change data source in cells: A10, H10, A34, H34, A58, H58)

“December” Worksheet:
1. Click the “December” worksheet tab
2. Click in cell A11 and then click “Options” under “PivotTable Tools” at the top
3. Click the “Change Data Source” button and then click the cell selection button ([image: ])on the right side of the field
4. Click on the “Donation Data” worksheet tab and select all of your data, including the header labels
5. Click the cell selection button again and click “Ok”
6. Now go back to the “Annual” worksheet and under “PivotTable Tools” click “Refresh”
7. All report elements on the worksheet are now updated
Repeat the above steps for each report element on this page. Simply click within each element to update the data source and refresh (Change data source in cells: A11, A29, A47, A65)



“December Daily Breakdown Worksheet:
1. Click the “December Daily Breakdown” worksheet tab
2. Click in cell A9 and then click “Options” under “PivotTable Tools” at the top
3. Click the “Change Data Source” button and then click the cell selection button ([image: ])on the right side of the field
4. Click on the “Donation Data” worksheet tab and select all of your data, including the header labels
5. Click the cell selection button again and click “Ok”
6. Now go back to the “Annual” worksheet and under “PivotTable Tools” click “Refresh”
7. All report elements on the worksheet are now updated
Repeat the above steps for each report element on this page. Simply click within each element to update the data source and refresh (Change data source in cells: A9, E9, I9)

“By Campaign & Form” Worksheet:
1. Click the “By Campaign & Form” worksheet tab
2. Click in cell A11 and then click “Options” under “PivotTable Tools” at the top
3. Click the “Change Data Source” button and then click the cell selection button ([image: ])on the right side of the field
4. Click on the “Donation Data” worksheet tab and select all of your data, including the header labels
5. Click the cell selection button again and click “Ok”
6. Now go back to the “Annual” worksheet and under “PivotTable Tools” click “Refresh”
7. All report elements on the worksheet are now updated
Repeat the above steps for each report element on this page. Simply click within each element to update the data source and refresh (Change data source in cells: A11, I11, Q11, Y11)

“Src Codes” Worksheet:
1. Click the “Src Codes” worksheet tab
2. Click in cell A11 and then click “Options” under “PivotTable Tools” at the top
3. Click the “Change Data Source” button and then click the cell selection button ([image: ])on the right side of the field
4. Click on the “Donation Data” worksheet tab and select all of your data, including the header labels
5. Click the cell selection button again and click “Ok”
6. Now go back to the “Annual” worksheet and under “PivotTable Tools” click “Refresh”
7. All report elements on the worksheet are now updated

“Email Summary & Comparison” Worksheet:
1. Click the “Email Summary & Comparison” worksheet tab
2. Click in cell A9 and then click “Options” under “PivotTable Tools” at the top
3. Click the “Change Data Source” button and then click the cell selection button ([image: ])on the right side of the field
4. Click on the “Donation Data” worksheet tab and select all of your data, including the header labels
5. Click the cell selection button again and click “Ok”
6. Now go back to the “Annual” worksheet and under “PivotTable Tools” click “Refresh”
7. All report elements on the worksheet are now updated
Repeat the above steps for each report element on this page. Simply click within each element to update the data source and refresh (Change data source in cells: A9, A143)




Report Summary Sheet
We have included a summary sheet that grabs data from your report and renders it in a 4-page summary with bar graphs. There is no need to do anything to this page. To update the bar graphs you must update the data source for each data PivotTable element. 
1. Simply click he “Summary Data” tab to open the worksheet
2. Click within a cell in each PivotTable element and click the “Change Data Source” button
3. Select the data in your Donation Data or Email Data worksheet for each element


· If you choose to modify any columns or rows, we recommend you save your document as a new file and keep the template from this kit in case you make a mistake with any of the PivotTable formulas
· Feel free to play around with PivotTable filters and see how you can filter information specific to email campaigns and forms
· To quickly generate a chart image, simply click in the first data field of any PivotTable and click “Insert” and choose the type of chart you want. 
· You can then copy and paste this image in your PowerPoint report. 

If you have any questions about this reporting template, please post your question in our Luminate Community thread for this topic: http://community.convio.com/t5/Webinars-Kits-Downloads/Donation-and-Email-Reporting-Template/td-p/58384
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1. Reporting Date Range:
Select a date range for this report. If you choose a pre-defined
date range, select a range from the drop down lst provided. If
you choose a custom defined date range, use the drop down
date lists to set the range.

Predefined date range

Custom defined date range

Custom range:
Start Date: Jan [~][1 [+][2011[]
End Date: |Nov [+][21[+] 2011 [+]

or Cancel
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