WWW.SCRIPZONE.COM

Group Administrators Users Guide

Brought to you by

UnitedScrip

Your Fundraising Partner



Welcome to UnitedScrip!

We are excited about the opportunity to help you build a program for your organization that will
change the way you fundraise, hopefully forever! Our goal is to partner alongside you as you work to
make a difference for your organization and we are honored to have the opportunity to play a small
part in making that difference a reality for your non-profit organization!

Each section of this manual that will explain and provide you with the information and the tools you
will need to run your scrip program efficiently and effectively. As you read through and look over the
information, give us a call or drop us an email if you have any questions. We will be happy to help you
get your scrip program not only up and running, but make it the best it can be, because helping you is
‘why we do what we do!’

The UnitedScrip Team!
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Introduction to UnitedScrip

For many years, the scrip industry has been an important partner with non-profit organizations. This

partnership has enabled organizations to reach and for many, even surpass their fundraising goals.
Without question this concept has helped to change and refocus the direction of traditional fundraising
activities.

With every worthwhile program comes the responsibility of accurate record keeping. The potential
profits generated by Scrip’s revenue require exceptional record keeping that reflects the participation
of individual families, profit levels and ordering. This effort can be laborious and time consuming.

In 2003 UnitedScrip offered the first online software package for organizations to download and to
utilize free of charge. What we realized that most fundraising companies seem to have missed is that
most non-profit organizations just don't have the money or the paid support staff to run a program
effectively without volunteers.

www.ScripZone.com

In 2010, our commitment remains the same - to give you the best opportunity to support your
organization with minimum or no cost. This new ScripZone site is our effort to broaden your reach to
individuals that would support you given the right circumstances. ScripZone will deliver new options
for members and supporters that have never been offered by Scrip, and we are excited to bring them
to you.

ScripZone.com is designed from the users’ viewpoint. It is simple yet highly efficient in pertinent
record keeping. This program will drastically reduce volunteer hours, volumes of paperwork and
streamline your operation and effectiveness. We are committed to supporting your program by
striving for excellence with this website, creating new tools to further ease and support those whose
vision and commitment include expanding the education (mind, body and spirit) for children
everywhere.

Welcome to www.ScripZone.com, we look forward to your input as we refine the site, and welcome
your suggestions. We appreciate the opportunity to be a small part of making a difference for your
organization.
www.ScripZone.com
UnitedScrip, Inc.

Phone (864) 886.9701  Fax (864) 886.9704
© 2010 All Rights Reserved




Understanding ScripZone.com (Foundations for Record-keeping)

Before we begin explaining how to set-up and utilize the website for your program, we want to review the
following principals of program structure and how this online software utilizes that structure to generate
information and reports for your program.

Like our software, UnitedScrip2006, www.ScripZone.com is structured in four-tier architecture (see Figure 1).
Your organization is the Non-Profit that establishes a site for fundraising using www.scripzone.com as the
base of operation.

NONPROFIT
ORGANIZATION

CAMPAIGN

Teams, Classrooms,
or Groupings

Family Supporter

Figure 1

**Individual Families, Members, or Supporters Placing Orders (that may belong to a Classroom, Team, or
Grouping) Your Organizations may not need to utilize all the aspects of this structure for your non-profit.

A Family, Supporter or Member is the individual placing orders and generating profits from their

purchases. For more definitions of commonly used terms, please see the Glossary.




Chapter One:
Getting Started

Campaigns, Splits, & Teams

UnitedScrip and www.ScripZone.com




Set-Up for ScripZone Group Admin Site

Complete the ScripZone Enrollment form and email to info@scripzone.com or Fax to: 1.864.886.9704.

A Group or Organization must designate the Group Administrator/Program Administrator for ScripZone
prior to requesting the establishment of your ScripZone.com site. That individual must register as a New
User before the setup process can begin. The Group Administrator's Login will be the only access into the
Admin Level and will be necessary for the initial site setup.

Home Gefing Starled  What's New  ContactUs  Group Leader  About Us

Group Leader Login

Log In
User Name: |
Password:
[C]Remember me next time.
Log In
Figure 2

You will receive notification from UnitedScrip that your site is ready to access. To enter the Group
Admin level, go to www.scripzone.com and click on the Group Leader tab (Figure 2). Enter the same
User Name and Password that you created as a New User. Only the individual who is registered and is
designated as the Group Administrator on ScripZone will have access to the Admin level. Currently
only one Administrator is allowed access to the Group Level.

Question: What if | (the Group Coordinator) only want to use ScripZone.com to create paper order
forms to hand out to my members?

Answer: If your organization already has a system in place, or if it is run from a strictly offline standpoint, then
you are welcome to use the ScripZone.com site to create paper order forms. See Chapter 8 for more on this
task.




Getting Started (Entering Group Information)

When you login to the Group Admin Home Page (Figure 3), it is important to follow these simple steps
to insure that your orders and reports are accurate.
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Figure 3

Currently, we automatically create one Campaign and one Team for your organization from the
information requested in your ScripZone Enrollment. Detailed instructions for creating campaigns and
teams follow. You may edit the initial campaign if needed.

Please establish any additional Campaigns and Teams in the following Order:

Step 1. Enter your Campaign(s) Information
Step 2. Define your Campaign(s) Splits

Step 3. Enter your Team(s) information and link to Campaign




Step One - Establishing Campaigns

The concept of a Campaign is central for establishing the record-keeping of profits generated from orders. A
campaign describes the purpose of your fundraising efforts. A campaign basically helps you divide profits
between family members, families, teams and your organization.

To enter a New Campaign, click “Campaigns and Campaign Setup” on the Home Page or “Campaign Setup”
on the Group Zone tab and enter the information for the campaign.

1. Name your Campaign. A Campaign name that is reflective of your goals will keep members focused
on your purpose. If the Campaign will run between certain dates, include those dates in the title.
There should be a campaign already listed as “Default Campaign;” this and all other campaign names
can be changed by selecting the “Edit Campaign Info” link, as shown in Figure 4.

Creating or Editing Campaigns

Campaign Name: |
Goal: [$000 |

Add Campaign . Edit Campaign Name or Goal

Campaign Name

100 % to Organization | 510,000 Delete Edit Splits Edit Campaign Info
857 Children,/857 Reasons - A New Playground Campaign §20,000 Delete Edit Splits Edit Campaign Info
Figure 4
2. Add Goal in Dollars, if applicable, to remind supporters and members the goal you are trying to
reach.

3. Click Add Campaign (Figure 5). Your Campaign will appear below.
I mEEm—

Creating or Editing Campaigns

To create & New Campasgn. samply type Campasgn Name, Goal m Dollars (f apphcable). and Add Campagn Campisgns mary ba customezed 10 mclude muliple
‘spits’ that reflect 3 drveson of e ScrpRewards o revenues withen your Organczabon, programs, projects, of members. Active Campagns wil ba sted below  For
dotads of Campasgn ScnpRewards, ploase chack your Rey =~ 2
Campaign Name [35? Children/857 Reasons - & New Playground Campaign
Campasgn Name 837 Chadren 857 Ressom

Goal 52000000

o] —

Goal: $20,000.00 |

| ——

Figure 5

The website has a Default Campaign directing 100% of profit to the Nonprofit, and a Default Team.




Step Two - Defining Your Splits

Editing your ‘Campaign Split’ designates how the profits generated will be applied to your
organization, your teams or your families. If your organization does not split the profits or incorporate
any reimbursements with its members, classrooms or teams, simply Name your Campaign and leave
the splits at the default setting.

Example 1 — Organization receives 100% of the profit (charted in Figure 6):
Figure 7 shows the breakdown as it appears on the webpage.

e 100% of profits generated by orders are directed to School or Organization.
e 0% of profits generated by orders are directed to Teams.
e 0% of profits generated by orders are directed to Families.

Non-Profit

Organization
Goal $10,000

Campaign

Organization Figure 6
100%

Team 3 Team 4
Team 0% Team 0%

Team 1 Team 2
Team 0% Team 0%

Family 1 Family 1
0% 0%
Family 2 Family 2
0% 0%

Family 1 Family 1
0% 0%

Split Mame Split Amount Group % Team % Member %
1 100% to Organization | B 100% 0% 0% Delete
Figure 7

The Organization has used the Campaign to direct 100% of the profits to the Organization. The
Family/Member places their orders under their Classroom or Team.




Step Two: Defining Your Splits (continued)

If you are splitting the profit in any way, you will need to enter the split information. Click on “Edit

Splits” and enter the percentages in each of the three sections. The split totals must add up to 100%.

If you are unsure of how your campaign needs to be set up, please call 864.886.9701 for help.
*Campaign splits can be changed at any time; however changes will affect any reports generated prior to the
change. Once disbursements have been made, changes cannot be made to Campaign or Splits applied to the

Campaign. A New Campaign is the best option for accurate record keeping.
Example 2 — Organization has two (2) campaigns (charted in Figure 8):
e Teacher Classroom Funds in which teachers receive all of the profit that they personally generate with
their orders that can be used to purchase items for their classroom.
¢ School/Classroom Campaign in which 20% of the profit generated by a family or member goes to the

teacher’s classroom and 80% is kept by the organization.

Organization
Retains 80% of profits

Figure 8

School/Classroom
Split Campaign 2
Organization 80%

.

Teacher Classroom |
Funds Campaign 1
Organization 0%

| .

Teacher Classroom 1 Teacher Classroom 2
Team 20% Team 20%

Teachers
Classroom/Team
0%

Teacher 1
100%

Teacher 2 Family 1 Family 2
100% 0% 0%

Split Mame Split Amount Group % Teamn % Member %
1 Teacher's Classroom Funds 0.0000 0% 0% 100% Delete
Figure 9

In the Teacher Classroom Funds Campaign 1 (Figure 9, above), all Teachers are part of a Group or
Team (Teachers). The orders flow through their Teachers Team and the profits are designated to the
Individual Team Member, in this case the individual Teachers’ Classroom Fund.

In the School/Classroom Split Campaign 2 (Figure 10, below) example below, the Campaign directs
20% of profits to remain in the Classroom. The order is placed under/through and 80% is directed to

the Organization, and 0% to the Family or Member.

Member %

[Team %

Group %

Split Amount

Split Name
80% School/20% Classroom Funds
———

;hg_

Figure 10
o




Step Two: Defining Your Splits (continued)

Example 3 — Organization shares profit with the participants (charted in Figure 11):
Figure 12 shows the breakdown as it appears on the webpage.

Non-Profit Organization
Retains 20% of Profits

Campaign
Profit Sharing
20% NP - 80% Family

Figure 11

Team
0% of Profit

Family 1 Family 2 Family 3
80% of Profit 80% of Profit 80% of Profit

Split Name Split Amount ETTTTE T — Team % Member %
0.0000 20%

—

Figure 12

20% to Organization 80% to Family

In the example above the Organization has directed profits to:
e 20% of profits generated by member/parent order remain with the Organization.
® 0% of profits generated by parent is directed to the Team.
e 80% to be utilized by Family/Member for activities within the organization (such as
field trips, tuition, competitions, etc.)




Step Two: Defining Your Splits (continued)

(Campaign Splits that Require Minimums)

Example 4 — Organization retains 100% until a minimum profit is generated

Many organizations require that the participants generate a minimum profit before the profit is
shared with the participant. This situation must be addressed when setting up a campaign. For
example, one of our groups requires that $50 of profit be generated before any profits are shared.

Once that tier is reached, any profits are divided equally, up to $300 profit. After the $300 profit tier
is reached the family retains 75% of the profit with the remainder going to the school. This campaign

would be set up in the following manner: enter your campaign and then click on “Edit Splits.”

1 Generating the Minimum Profit 50 100% 0% 0% Delete

2 From 950 to 5300 $50 50% 0% 50% Delete

3 $300 and more $300 25% 0% 75% Delete
Figure 13

. Title the Split; in Figure 13, we have named it “Generating the Minimum Profit.”

. The initial split will always need to have a SO amount. (From the first profit generated until you

reach your next tier.)

Enter the split that will occur before the profit minimum is met. In this example it will be 100%

to the Organization/Group and 0% to the family. Click “Add Split.”

. Title the Second Split; in the example, it is “From $50 to $300.”

Enter the amount of profit to be generated before the second split occurs ($50).

. Enter the split that will occur after the amount ($50) is met. In this example it will be 50% to
the Group/Organization and 50% to the Member/Family. Click “Add Split.”

. Title the Third Split; in the example, “$300 and more.”

Enter the amount of profit to be generated before the next split occurs ($300).

Enter the split that will occur after the amount ($300) is met. In this example it will be 25% to

the Group/Organization and 75% to the Member/Family. Click “Add Split.”

(*This split is charted in Figure 14 on the following page)

10



Step Two: Defining Your Splits (continued) (Campaign Splits that Require Minimums)

Non-Profit Family number 3 has met all
Organization

of the minimum
requirements for each level.
So the $330 profit split
would be:

Share the Profit

Campaign Organization Family

Split 1 $50 $0
Split 2 $125 $125
Split 3 $7.50 $22.50

$182.50 $147.50

Family 2 Family 3
Profit generated Profit generated
$50 $50

Family 1
Profit generated

$45

Second Split
($50 - $300)
50 % Org/ 50%
Family

Figure 14

Family 2 Family 3
Profit generated - Profit generated -
$300

$150

Third Split
25% to Org. & 75% to
Family

Family 3
Profit generated
$330

*If you are unsure of how your campaign needs to be set up, please call 864.886.9701 for help.

11



Step Two: Defining Your Splits (continued)

Below is a Diagram of an Organization with several Campaigns. Families, supporters, or members may
choose which Campaign to place their order under.

Non-Profit
Organization at
www.scripzone.com

Figure 15
[ |
Computer Lab Class Trip or State Tuition Rebate
Campaign $5000 Competition Campaign
Organization 100% Campaign Organization 35%/
Organization 50%/ Classroom Fund 15%/
Team 50% Family Tuition 50%

Computer Lab Campaign
® 100% of Profit is directed to the Computer Lab at the Organization.

Class Trip or State Competition Campaign
® 50% of Profit is directed to the Organization.
® 50% of Profit is kept by the Team for the Competition.

Tuition Rebate Campaign
e 35% of Profit is directed to the School or Organization.
e 15% of Profit is directed to the Classroom or Team.
® 50% of Profit is directed to Families or Members to be utilized by parents for activities
within the organization (such as field trips, tuition, competitions, etc.)

12



Step Three - Entering Team Information

After establishing your campaigns and defining your splits, entering your Team information is the next
step in setting up your organization’s www.ScripZone.com account.
Follow the “Teams and Team Setup” link from your Home Page or the Menu bar. (See Figure 16 below)

Group Zone

Campaign Setup

Team Setup f

e | Group Administration for ScripZone!
Preview Scripzone
4 New Orders and Compiled Order Histary «# Add a Member Order
4 Place a Direct Order to Unitedscrip 4 Search Member Orders
W Place an Invenlury Order 4 Track Your UniledScrip Crders
Your Online Software
4 Member Information (Print/Add Members) 4 Campaigns and Campaign‘Seﬁp’/
a Inventory Center (Beta) 4’ Teams and Team Setup
4 Report Center 4 My Local Suppliers
w? Dishursement/Credit Center (Bsta) w# My Local Cetificates
Tools
4 Concept Form Creator 4 Message Center
Group Settings
4 Manage vour Groups 4 Download Library
Figure 16

* A new window will appear that looks like Figure 17.
e Type your Classroom/Team information.
e Select the Campaign that directs this Team.

Establishing Teams and Setup

Enter your New Team Informabon and then cick the Add Team Button A Team' i1s the ferm use to designate the diision of your members by classrooms, clubs
or any grouping ublized by your organzaton If you do not have drvsons within your Organizabon, use Organizabon Name as your Team. Each Team must be
inked to a Campaign that establishes distnbuton of ScrpRewards. Individuals are linked to these Teams and thus to the Campagn

Team Name New Team Neme Cortact Last Name:  Smith
Dtk Campagn  B50 increments 2y Cortact FrstName  John
§50 increments ‘ Phone (555) 555-5555
100 % to Organization -
857 ChldrenvBST Rassons - ANew | EMI potnBnosprofitorg
Playground Campaign City Joheaon
Boy Scout
Missions 012 ir 355555
Scheol/Classreom Campangn Shabe Seuth Carclea
Share Profit with Participarts
Teachers Classroom Fund
Turtion Rembursement
Add Teamn
Figure 17

**For example, if you have five classrooms, you will enter each classroom as a Team and include the information about
these classrooms. Examples of the Team Name might be:

e Teacher’s Name (Mrs. Smith K-5),

e Classroom Number (Classroom K-5, Hall — A),

13



e Soccer Team Name, (U12 Girls or U14B — Coach Austin).
Please include the contact person (teacher, coach, room mom), etc and their contact information.

14



Step Three: Entering Team Information (continued)

If you are not interested in keeping track of how much each Classroom/Team brings to your Scrip
program, just enter your Team as follows:
e Group/Organization Name as your Classroom/Team. (If you do this, you will only keep track of
the sales, profit, etc. for the Organization.)
e Campaign will direct 100% to Organization.
e All Families/Members orders are placed under the single Classroom/Team (See Figure 19).

Non-Profit Organization
Goal $10,000

Campaign
Building for the Future
Organization 100%

Figure 18

Building for the Future
Classroom/ Team
0% of Profit

Family 1 Family 2
Ordering to Support Ordering to Support
Organization Organization

Family 3
Ordering to Support

Organization

15



Manage your Accounts

If you choose to login as a regular User, the following screen will appear (Figure 19). You will have the
option to access your group’s account, place your own personal order, or navigate your personal
account.

Hnme Page 7one Retailer Contact L=

Message for Groups Leaders

Our records indicate that you are a group leader but have accesed the member secton of Scnpzone.com. You may choose from the following options:

4 Go to the Group section to Place a Group Order

@ Place a Personal Order Figure 19

Tn navigate, please choose from the options below or use the Menu to navigate throughout this site

4 Start a New Order 4 Continue with Order

4 Check Order History 4 Join a New Group

o My Favonte Hetallers ¥ My Supporters

4 Find a Retailor 4 Pcoplc | Support

o Update Profile & Change My Password

o Message Center o My ScripPayment

If you are the group leader for more than one organization, you can switch between groups by clicking
on “Manage your Groups” (Figure 20).

Welcome to Group Administration for ScripZone!

Figure 20 Preview Scripzone
o New Orders and Compiled Order History o Add a Member Order
o Place a Direct Order to Unitedscrip o Search Member Orders
@ Place an Inventory Order % Track Your UnitedScrip Orders
Your Online Software
o Member Information (Print/Add Members) 4 Campaigns and Campaign Setup
4 Inventory Center (Beta) o Teams and Team Setup
o Report Center o My Local Suppliers
o Disbursement/Credit Center (Beta) 4 My Local Cerificates
Tools
%’ Concept Form Creator o Message Center
Group Setfings
@ Manage your Groups «ffe—— 4 Download Library

At the next screen (Figure 21), you can choose the drop-down menu to select the group that you would
like and click on “Set this group as my Default Admin Group.” Come to this page every time you need
to change between groups.
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Your Default Group: Preview Scripzone

Below is a list of your cument groups. Flease select the group that you want as the default group.

| Set this group as my Default Admin Group |

Back To Home Page

Figure 21

17



Download Library

The “Download Library” link located in the bottom right of the Group Home Page (Figure 22) provides

several useful documents for your organization’s Scrip program such as flyers.

Welcome to Group Administration for ScripZone!

Preview Scripzone
4® New Orders and Compiled Order History o Add a Member Order
4® Place a Direct Order to Unitedscrip 4 Search Member Orders
o Place an Inventory Order 4 Track Your UnitedScrip Orders
Your Online Software
o Member Information (Print/Add Members) o Campaigns and Campaign Setup
4 Inventory Center (Beta) 4 Teams and Team Setup
4® Report Center o My Local Suppliers
o Disbursement/Credit Center (Beta) o My Local Cerificates
Tools
4® Concept Form Creator o Message Center
Group Seftings
4® Manage vour Groups o Download Library

Figure 22

Figure 23 shows all the available materials. This is a revolving source for support materials. Check back

occasionally for new resources.

Download Library

Introductory Material

o Enrollment Package (Word) o Back Order Policy (Word)

o Contact Update (Word) o Profit Graph (Excel)

o Family Q & A (Word) o PowerPoint Presentation (pptx 2007, 2010)

Flyers

o Intro to UnitedScrip Flyer (Word) o Parent Information | (Word)

o Xmas Flver - 4 per page (Word) o Parent Information 1l (Word)

o Easter Flyer (Word) & Shopping List Flyer (Word)

of Stepping Stones (Word) of Stepping Stones-Spanish (Word)
General Information

o Tuition Reimbursement Plans (Word) o Church Presentation

Documentation and Links
o Scripzone Admin Manual Section (pdf) o Scripzone User Manual (pdf)

o Buttons to Link vour site to Scripzone com

Back to HomePage

Please feel free to drop us an email with suggestions about any new documents you would like to see in this section. Drop us an email with your suggestions:

library@scripzone.com

Figure 23
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Chapter Two:
Members

UnitedScrip and www.ScripZone.com
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Entering Members

There are two methods for entering members into your Group Scripzone site. Members may enter their
own information or the Group Coordinator may enter member information from the admin section.
ScripZone was created to help the Group Coordinator minimize the amount of time spent with this
fundraiser. We recommend that you encourage members to register and order online. As the Coordinator,
you will receive email notification of each order and the orders will stay in your group cart until you compile
them to be sent for fulfillment.

Method 1: Members register online
After you have set up your campaigns and teams, you will need to send your members instructions for
registering online, your group ID, and information about the payment methods that your organization
has chosen. We have flyers with this information in the appendix of this manual or in the download
library section on the group home page of ScripZone. You will need to add your group ID and remove
any payment methods that you are not offering before printing or emailing the flyer. If you have any
guestions about modifying a flyer, please call UnitedScrip for help.

Method 2: Member Information entered by group coordinator

1A 1 ) A 1 N r ~ - - | ]
WValrnma TN (-rnlin 40miniKirannn TOr =crin s nnal
VWV | ] e LW \JIUU-}.‘I\UIIIIIII\JLIULIUII Ir U\-'II!.‘LUII'\_!.
DI"/‘\! I:Allll él‘t"ll"\ﬂﬂl‘\/\
FICVICYW JUl T LUTNG
s Mlevsy "WHlere andd Damnilaed (Ordess Hiesoe s OAd o Membor (rror
w New Urders and Compiled Order Hisory w2 Add £ Member Crdet
P Y P LY I W [ [ RO TR R, PR S S Y | ]
N CELE e LINGLL UGS U UTNsUa LR N SEdILT WISTTINET ATUST S
% Dace an inventory Qrder 4 Track Your LniledSzrip Drders
AR b b S A L R A
‘____-—-' S IV GTHRGT ITHUITTRILITT TE T AL IVISTHRGT 3
R Y P S Y S .rn.ma;n,dmjnml.nm\ -y N P —- [ o P
S eSS VTIONTEID T (T NeAGl v Eliceis) i inventory Gontor [Bota) 1 ST
o |vantory Center (Eeta) 4 Repor Center
% Reocrt Sentsr «7 Disbursemert/Credit Center Beta)
4 DisbursementCredit Sentsr (Deta)
Tools Figure 24
a# Coqcert Fom Creator 5 Messane Center
Group Setings
4 Manage your Grouos % Lownoad Library

At the Group Home Page, click on “Member Information (Print/Add Members)” as seen in Figure 24.
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A new screen will appear and you will need to click on “Add a New Member” (Figure
e —————————————————

Figure 25

Group Members

Below is a list of your cument members

| Print/Export Member List | \‘ Add a New Member

25).
Entering Members (continued)

Fill in the member information and click “Add Member” as Figure 26 shows. Only four of the fields
below are required to add a member:

=  Email = Last Name
=  First Name = Default Team

Emal:

First M ame:
Lt Mame
Address Figure 26
City:
State:
Zip
Phane
Defaub Team: (LN 1:t Grade
2nd grade
Add Mamber | e
I| Tth grade
Bth grade
Clase Window | Boy Scout Traop
Building Fund
Harper Family
k5
Minimum Profit Gain
Ryan Williams
Tuition Reimbursement

You may add more members or choose to “Close Window.”

Important information about the email field:

The email field is required and must be unique for every user of ScripZone. If the Coordinator does not
have a member’s email address, a fake email, the organization’s initials followed by a number, the
member’s first and last name or anything unique to your organization may be entered as a substitute.
The information that is entered in the email field the first time becomes that member’s User Name.

What happens if a member entered by the Coordinator wants to order online?

If a member that has been added by the Group Coordinator ever wants to activate his/her own
ScripZone account, s/he should not register as a New User because two accounts would be listed for
the same member. The member should give the Coordinator a current email address so that the
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member information can be updated. Once the address has been corrected, the Coordinator should
give the member the information previously entered in the email field as the member’s User Name.
The member will log on to www.scripzone.com and click on Login, then select “Forgot My Password”
and enter their User Name. The password will be emailed to the member’s provided email address.

The member can obtain all of their login information by going to www.scripzone.com, selecting Login
and then selecting “Forgot My User Name” and entering their email address. The User Name will be
emailed to them. Go back to www.scripzone.com and click on “Forgot My Password” and enter the
User Name so that the password will also be sent via email.
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Message Center - (Emailing Members)

cd P o LE
4 Cirder Hi

oter
S0

it Order io Uniedscr

it
s

@ DisburssinienivCiedil Ceriler (Bl

et B & Moo e ae
e ALD S STioeT iT0ed

o Search Vismber Jrcers

G LAMPAINNE ard Lampaitn e

o feams and ieam Seiup

# My Lucd [ - TN

G VY LG ST
1 o0ls

g Concept Form Creator

et Menages vour G

P o Messags Certer
Group Settirgs

' Download Library

Figure 27

The message center (as pointed out in Figure 27) is a great way to communicate with your members.

You may create an email that is sent to all of your members or an individual member. The email that

you create is sent to their message center on ScripZone as well as the email address that is in our files
for the member. Note: Members that are added via the group site do not receive emails from the

message center.

To begin click on “Message Center” and new screen appears (Figure 28).

SCRIPZONE youwr Fundyvaising Portner

Group Leader Message Center

Folders Inbox
g [nbox ) Read SentOn First Name Last Name Delete
""" Beak 04/21/10  Scripzone Leader Scrip Order Due Read Message ]
Specials
Delete Selected Messageé
Figure 28

Click on “New Message” and then choose if you would like your email to be sent to everybody or one

member. Type your message and hit “Send Email.”
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Message Center (continued)
% Emai Everybody

Emai a Member

Subject: [Orders Due

| Send Emai |
Normal ¥ vl Batopy [ B 7 U & = E = 5 Y+ A~
[ “ L x x, £ E=¢ V O-~

Don't frorget all orders must be submitted no later than 12 noon Wednesday, Oct. 1. We will compile and send the orders to
UnitedScrip on the Friday, Oct 3rd.

If you are Paying to the Group, All payments must be received in the Office by Wednesday.

Online Payments made thru the Direct ScripPayment Gateway must be placed by the Oct 1.

Any unpaid orders or orders placed after 12 noon Oct 1, will be moved tot he next order on October 15th
Please pickup your cards on Wednesday in the office.

Remember a signature is required for all orders sent home with children.

Thank you for Supporting our Group with your Scnp Purchasel

Megan

Figure 29

The emails that you send will be listed on the screen (Figure 29). Your members will receive their email
in their normal email box and their ScripZone box. Please note: Your members may only reply to your
message via the ScripZone message center and cannot respond from their private email accounts.
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Chapter Three:
Payment Methods

UnitedScrip and www.ScripZone.com
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Payment Options

This section is included in the Family Manual as well, and it outlines the payment options available to
your group; members may give payment directly to the Group Leader, set up their own ACH account,
or use a credit card from their personal Scripzone account. Your group will more than likely have
already selected which of these options are possible for your members, but these can be altered or
corrected at any time. Each option is more fully outlined below, with special attention paid to the
ScripPayment Gateway option.

Payment to Group Coordinator
Orders are placed online and the member pays via cash or check to your Organization.

>

>

Once an order is placed, a confirmation of that order is emailed to your email
account and to your Group’s Scrip Coordinator (Figure 30).

Your order will be held in the queue pending payment to the Group or
Organization.

Once payment is confirmed, your Scrip Program Administrator will submit your
order for compilation with the entire group order.

All orders are shipped directly to the address of record for the organization.
Please email or contact your Group Scrip Coordinator for delivery dates, pick-up,
and details.

If payment is not received prior to compilation of orders, all unpaid orders are
held until payment is received and next order compiled and sent to UnitedScrip
for shipment.

26



Thank You for your Order

This order will be sent directly to your Group Scrip Coordinator.

For information or details relating to pick-up or delivery of your order, contact your Group Scrip Coardinator.

< | 3 9% | & < page 1 2 of [1 e o | @ & [eor El

Details For Order

Order #: 87

Date: S/10:2009 Ship Via: Order Semt To Greup Leader,
Please check with your group
leader

Bill To: Carol Rampey Send To: Carol Rampey

304 Deer Trai 304 Deer Trad

Payment: Paid to Group Leader
This order benefits: Daniel High School

Certficans Quanminy Profis Brought Taetal

AL Wright 2 $5.30 330,00

i Ameco 2 $2.00 5200.00
Figure 30 LL.Bean 4 $18.00 $100.00
Sub Teral: $350.00

Shipping & Handling: $0.00

Grand Teral: §350.00

ScripRewards generated by this Order: $25.50

in ip with www. Uni ip.com

Thursday, September 10, 2009 Pagelafi

| P W1 w a rge[1 ) o1 ] © ol @ & [pr_gJ |
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Payment Options (continued)

ScripPayment Gateway

Orders are placed online and the member pays through the member’s electronic banking account.

This account is established by the member. This type of payment incurs a 50.50 fee for each

transaction.

How a member establishes a Direct Electronic ACH via ScripZone.com'’s
ScripPayment Gateway

Your Group must have chosen this as a payment option.

» From the User Home Page, click on My ScripPayment to begin the applications process

(Figure 31).

To navigate, olease chooss from the oplions below or use the Menu to navigate throughout this sits.

Figure 31

o Start a Mew Order
o Check Order Fislory
o My Favorie Retailers

4 [ind a Netailer

o Updae Profile
o Messace Center

o Continue with Order
& Join a New Group
a? Wy Supporters

4 Meople | Support
ag# Change My Psssword

—® & Iy ScripPavment

Complete the ScripPayment ACH Account Information (Figure 32). Be sure to indicate if the account is

a Checking or a Savings Account, and then create your PIN.

Bank Routing £
Bank Account #:
Bank Name:
Frst Name:
Last Name:
Address:

City

State

T

Account Type
Your 4 Digit Pin

| @ Seriprane, Your Fundraising Partner

Checking Account

Code:

Please create any 4 digits code(1000-9999), 50 vou can have access to your eCheck for

later orders.
Save eCheck Information

v ) B ~ 0 M ov Pagew Safetyv Toolsv i@ i

.

1025

poLiass B =T

f __ ChachNumben

Figure 32

» Accept the Terms and Conditions and you are on your way to a secure payment option for

your Scrip orders.

» The progress of your application can be noted from the User Home Page of your
www.scripzone.com site.
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» Once you submit the
Banking Information
required, our Gateway will ¥ My ScripPayment (Waiting for your Approval)
verify your accounts by

depositing a small amount
INTO your account. Login
back into your
ScripZone.com site to
check the status of your
Application (Figure 33).
This process requires 3 —
5 business days.

Watch for your Application Status to change!
Figure 33

» Once Status has changed to Waiting for Your Approval, please contact your Bank and
request the amount deposited. If you bank online, check your bank account for the
transaction and note the amount deposited. Amounts will vary with each verification
process.

See Figure 34 below:

Statement Period as of 07/17/2010

b 07/16/2010 UNITEDSCRIP, INC DES:ACH ID:(864) BE6-9702 E g £0.06 £7,467.45

INDN H.SMITH CO ID:1000
Figure 34 Check your account for amount ,\/

deposited from UnitedScrip, Inc.
I

After UnitedScrip has deposited the amount into your account,
» Login into your secure www.scripzone.com site.
» From Home Page, Click on “My ScripPayment (Waiting for Your Approval)” and follow
the instructions given in Figures 35 and 36:

If you would like to apply for a new account,

follow the Add New ePay to begin enrollment process.
You may request up to three (3)

checking accounts in our Scrip Payment Gateway.

Below is a list of your current or pending e Check Accounts.
Add New ePay | To complete the verification of your eCheck Account,
please follow the Click Here to Verify Link below.

Bank Name Account Status

1 First Citizens 5209 Waiting for Your Approval Click Here to Verify your Account
2 Bank Of America i S Waiting for Your Approval Click Here to Verify your Account
Figure 35
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Account to be Approved:

Bank Name: |First Citizens | Note: Please check your bank account for a small
deposit from UnitedScrip, note the amount and

Enter Amount: | | return to www.ScripZone.com and verify the amount

Number of Attempts: 1 by entering deposit and Click Approve eCheck.

Approve eCheck

Figure 36

» Enter the amount deposited into your account and click Approve ScripPayment. You
are now approved to electronically process payment for your Scrip Orders, as Figure

37 shows.
Bank Marme Account Status
1 First Citizens 200 Approved 1—_
2 Bank Of America 43T Approved ‘
Figure 37

Please note that by approving and establishing this account you understand and agree to the Terms
and conditions of www.scripzone.com.

v" A $0.50 fee will be added to your total order and processed with each payment. This charge applies to each
transaction.

v’ | authorize UnitedScrip to electronically transfer funds from my account for payments due. Furthermore, if
any such electronic debit(s) should be returned by my financial institution as unpaid (Non-Sufficient or
Uncollected Funds), | understand that my nonprofit will be charged the amount of order in full, plus a
banking fee of $25.00. Your order will be cancelled if not yet released for fulfillment by your Group
Coordinator. If the order has shipped, the Group Coordinator will be notified to hold order until payment is
received to organization. If the order has been released to you, you are responsible to pay the organization
in full, plus any banking charges.
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Payment Options (continued)

Credit Card Payment
Your Group must have established the availability of this payment option.
Visa/Mastercard only

If Credit Card Payment is permitted, prior to beginning order you must set order details and select Pay with
Credit Card (Figure 38).

Choose details related to this order

Please confirm the Group, Team and Payment Method for this order

. Select Your Group
Figure 38 M. sclect Your Tean: [

h Select Your Payment Method: | Pay Te Group Coordinator k
Pay To Group Coordinator -+

| Pay with Credit Card 3
“Set Information for this Order

Continue with normal order selection process.

If your Group has elected to offer the optional payment method using Credit Cards (Master Card/Visa only),
please note that when choosing the Pay with Credit Card Option, the List of Available Retailers and the
ScripRewards for each Retailer will change. If a Retailers Discount Structure is 3% or below, that Retailer's
Gift Cards are not available for purchase with Credit Cards. Please return to Choose Details for Order, and
select Payment to Group Coordinator, for the Payment Method, to proceed to a full listing of Retailers and
the percentage discounts or ScripRewards. To purchase Retailer's Gift Cards whose percentage discounts are
3% or below, payment must be made to the Group.
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Payment Options (continued)

If you are paying with a Credit Card, please complete and confirm Billing and Shipping Information (Figure
39), and fill in the necessary Credit Card information and shipping Options (Figure 40).

Review Your Order | Bling & Shipping Information | Payment and Order Confirmation

[
First Name: |Carol

|
Last Hame: Eﬁompq I /
Address Line 1: [304 Deer Trail ]| Cre e Chaak 6
|
|
|
|

Address Line 2:

Welcoms 1o our nw secure onling credil cand opion for your Cepanization. Please note that you must re-ener your credit cand informabion each Bme you place an

ey | ordor wih wiew S0iD20n0 com  For your securty, we 0o ot retan any credi card inkomabion oaing, 0f Cur Servers, of in our iBSEment center
S | Pisase choose your prelemed metod of shipping, I you prefer 10 have your ander shipped deedtly 10 your (roup, the order wil be heid il your Group
Late: Cocednator releases all orders for Aiment Please check wih your Group Cocrdinator foe detads
M
e | Figure 39 Review Your Order  Biling & Shipping Jnformation | Payment and Oréer Condrmation
Phone: Y-
g wemnio ey
[ use Same as Biling M‘""k‘
cuick 10.09.09 13:35 UTQ
First Name: iCamI |
)
Last Name: !’Rampey
T :
Address Ling 12 |304 Deer Trail

Address Line 2:

Ciy:

i

|

J

|

| J

| |

State: | |
| |

Phone: ;(_J —— |

[For a complete report of profits penerated kof your Ceganizaton, phease contact your Group Scnp Coordnalor. Please be aware hat Retaders and Percentage
Descourts may change wihout advanced noboe For quesbons concimng your order please contact your Group Scnp Cocedwnator

Confirm Your Order

Figure 40

1. Shipping Options are available only for those orders that are paid by Credit Card (Figure 41). Shipping
Charges will apply. To avoid additional charges, orders may be shipped directly to Group Coordinators
with their next order. Orders shipped to Organization are compiled with their regular orders. Please
consult with your Coordinator for shipping details and delivery options. All orders placed and paid to the
Organization are compiled together as one order and shipped directly to the address of record for the
organization.

Review Your Order Biling & Shipping Information Payment and Order Confirmation om for CC

Orders
Shipping Method: Ehip Te Group Leader |" | /
Shipping Method Cost /
Certificate Ship To Group Leader $0.00
US Priority Mail 55.00
L.L. Bean UPS Ground 53.00
UPS Second Day £10.50
S S e
Figure 41 Shipping and Handling Cost: %0.00
Total Cost: £250.00

Go To Biling Information
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Shipping Information for Groups

Ourinotiinel Viow

-

Tran=it Days
O 1 Day
E 2 Cays
@ 3 Days
B 4 Doy
E 5 Days
O B Lays

Sourcz Datz: 05052005
i

»
'

Figure ?

UnitedScrip Shipping Schedule

UnitedScrip is located in South Carolina (Gold Area) and ships UPS. Please refer to chart for the
expected shipping times and to determine how you would like your packages shipped to your Group or
Organization. Special Rates may apply for Next Day Service. Orders are shipped in order received and
under normal circumstances are shipped the same day.*

(*Exceptions may occur during the busy holiday season from November 20 — December 20. Please plan
for one additional day to receive your order.)

Regular Mail (orders under 8 cards only) $1.25

Priority Mail USPS $5.25

FedEx or UPS Rates

Ground — Residential $9.50 (Signature Required)
Ground — Business/School $7.50 (Signature Required)
2nd Day Air AM By quote (not available in all areas)
2nd Day Air — Residential $13.50 (Signature Required)
2nd Day Air - Business/School $11.00 (Signature Required)
Next Day Air - Residential $14.00 (Signature Required)
Next Day Air - Business/School $11.50 (Signature Required)
Next Day by noon- Residential $16.00 (Signature Required)

Next Day by noon - Business/School $13.50 (Signature Required)

*Waiver must be signed for packages left without signature. UnitedScrip cannot be responsible for lost or
stolen gift cards left without signatures!
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**Please note that rates reflect shipping costs that include partial payment of costs paid by
UnitedScrip. It is not our intention to profit from shipping; we will gladly adjust if possible!

About Security

We take your security seriously.

Communications with your browser is completed over an encrypted communication platform for
security reasons, as you can see in Figure 42. Most modern browsers will allow you to use encrypted
communications when you navigate our site. You may not be able to access our site if you are using an
old browser (5 years old or more). If you have a problem accessing our secure site, please send an email
to: support@scripzone.com.

= Welcome to Scripzone, brought te you by UnitedScrip.com - Windows Internet Explorer

pr—

P& - [ hroe o srpmne con > v %

Fle Edt Wew Favorites Tooks Hep

¥ I windowes Live "B - What'sMew Frofle Mal  Photos Calendsr MSH Share El+ g v o0y
W Favvoribes i Suggested Sites - & | Free Hotmad & | Product DesaripBons | Scripfone Admin Control Panel £ | Get More Add-ons -
=5 = @8 Welcome to Soipzane, br,.. 3 | @ ourserip admin control panel & seame M-

Home Gefing Starled What's Mew ContactUs  About Us

Figure 42
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Chapter Four:
Ordering

UnitedScrip and www.ScripZone.com
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Processing Online Orders

What do we mean by compiling an order?

Compiling orders is the process of consolidating or batching together all the orders from a specific
time period into one order. For example, you can compile once a week, twice a month, or monthly.
Once compiled, the orders in that time period are consolidated into a single order via the compilation
process to send to UnitedScrip.

To compile your orders or review previous compilations, just click:
e New Orders and Compiled Order History from Home Page (Figure 43), or from the Group Zone
drop down, Your Group Orders.

Campaign Setup

Tearm Selup
oo o ) Group Administration for ScripZone!

Preview Scripzone
4 New Orders and Compiled Order History o Add a Member Crder
4 Place a Direct Order to Unitedscrip 4 Search Member Crders
% Place an Inventory Order & Track Your UnitedScrip Orders

Your Online Software
o Member Information (Prin/Add Members) o Campaigns and Campaign Setup
o Inventory Center (Beta) o Teams and Team 3etup
4 Report Centor 4® My Local Supplicrs
o Disbursement/Credit Center (Beta) @ My Local Cerificates
Tools
o Concept Form Creator o Messane Center
Group Settings

o Manage your Groups 4 Download Library

Figure 43

The list of compiled orders will appear, with the latest Order Summary at the top. Orders that are not yet
Compiled WILL NOT HAVE A DATE in the “Order Compiled On” column as Figure 44 shows. This undated
Summary will continue to build as your members’ continue to order, and will end once you begin the
'Compilation’ process. If an order needs to be changed, you will need to edit the order before compilation
of the batch.
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Figure 44
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Processing Online Orders (continued)

After selecting “Check Compilation Details,” you will be taken to a management center for that
particular compilation. What follows is a summary of all the possible functions of this page. Note that
none of these functions reflect campaign information pertinent to profit disbursement.

To access the page represented in Figure 45, select “New Order and Compiled Order History” on the
Home Page, select a particular compilation number, and “Check Compilation Details.”

o —T Order Compile On: Invoice:

Tracking Info: 3. 5
1. Start Compilation Process Preview All Orders Jeposit Slip
2. UnitedScip Surmmary Loca Certficates Summary 8160 Labek
4. 6,
Drag a colurrn hezder and drop it here te group by that column 7. 8. 9.
Order # [
. . General Paid to QOrder Edit Edit
31323 068/15/11 | Leacer Scripzore Glern Scctt Fund Group 55000 5.00 | 5450 Detaile Order Pavments
. Rampey Caral By | Rarrpey Paid to Ordzr Edit Edit
31511 06/15/11 Admin) Carol 550 Group §100.00 5.00 | 51400 Detaile Order Pavments
The following reports should only be used if your campaigns only have cne solit
10. Crders with Family Profit Orders by Team Profit 11.
Figure 45

**The order above has not been compiled. Please note that on the Order Details there is no date
listed. When you compile the order a date is present in the circled area.

From the new screen, you will have access to the following items:

Option to Compile (Start Compilation Process)

Summary of all orders placed and to be filled by UnitedScrip (UnitedScrip Summary)
Preview of All Orders currently placed online (Preview All Orders)

Summary of Orders placed for Local Gift Cards (local inventory or retailers) (Local
Certificate Summary)

List of Payments made to Group (Deposit Slip)

Label to print for distribution of orders (8160 Labels)

Link to Details of Individual Order (Order Details)

Option to Edit Individual Order (Edit Order)

Option to Edit Payment of Individual Order (Edit Payments)

10 Order statement including family profit (Orders with Family Profit)

11. Order statement including team profit (Order by Team Profit)

PwnNE

© 0N o w;

Each of these functions will be described over the next set of pages.

Question: What happens when | delete the only gift card in an order?
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Answer: The whole order will be voided, and once voided; you will not be able to add more gift cards to the
order. Note: this only occurs if your order only has one gift card. If you delete a gift card from an order
containing multiple gift cards, only the selected gift card will be deleted.
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1.Start Compilation Process

Step One — Compiling an Order

To begin the compilation process, follow link to Start Compilation Process (see #3, Figure 33 on the

previous page) and review Order Summary (Figure 46).

Scripzone.com will show you the summary of all retailer orders by your members that are Not Credit Card,
Individual ACH, Local Gift Cards or Inventory Orders. Your credit card and individual ACH orders in this

compilation will be shipped with this order as well, but the summary will not appear here.

compilation contains any credit cards or individual ACH orders you will receive in the same shipment a

package for each type of order (One shipping cost to you):

You are about to Compile your latest Order

Here iz the summarny of your compiled order. Please note that this summary only includes UnitedSerip’s certificates that were paid with a check to the group
coardinator. Credif card arders are procassed and invnired separatey. We will ship credit card orders placed by vour members tn ynu anly if requested by your
member during the chackout process.

'E Verify Crcer >

o To Corttirm Your
Address

Main Retailer Profit Your Total

583 1-800-Baske:s $20.00 10 Fresh Gift 528.00 $172.00
782 Lowe = Home Improvement $25.00 1 Lowe's $1.00 §21.00

Go To Confirm Your
Address

Back To Compile Orders

Figure 46

® One package with Credit orders. You don't have to collect this money because these orders are
already paid. Each member order is packaged separately. All you have to do is hand them out.

® One package with Individual ACH orders. These orders were paid when placed.
®  One package with orders paid to group.

Remember, your local gift cards will not appear here, since these are filled from your inventory. You

may access them by clicking on “Local Certificates Summary.”
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Step Two - Confirm Order

The last step of the compilation process is to confirm your address, add any comments and select your
shipping method (Figure 47). Please note that UnitedScrip allows the orders to be shipped to an
alternative address other than the address in our records, but this may delay your order.

You are about to Compile your latest Order

Mol Aler compibng, you will nol be able o edi your order. I you néed any changes, jusl use he comments sechons ol your orders

\ Regular Shippng Inlormaton | Ship To Altemative Address

Conlact First Marme Firsl Name
Contact Last Name Last Name
Address Line 1 Address Line 1
Addrass L Address L 7
Ciy Cty
Stae Sale
Op Fi 1]
Phone Phome
Comments.
_'—h Ehoose your dessed Shipping Method -

-—* Choose your desired Shipping Method

Pickup
UPS Ground to School of Business (57.50)
e UPS5 Residential (58.50)

Choose Shipping Metod e b o R LT UPS 2nd Dy End of Day (Business) A Letter/Pac
(§20.50)
2wl Diwry End of Diay (Residence)
UPS Ind Dy &M, Air Letter/Pac by quote
UPS Mext Day Air Saver UPS (actual UPS change will
Back To Venfy Ceder Compda Qrdar appear on mveice)

Back io Al Compile Onder Prigrity Mail

Figure 47

Question: What happens after an order is compiled?

Answer: After an order is compiled, we start our fulfillment process. Normally, we ship your
compilations the same day, unless you compile after 3:00 PM ET. Orders have to leave our fulfillment
facilities by 5:00 PM ET, so it is difficult to process your order after 3:00 PM ET, but we do our best to
fill almost any order that we feel we can ship the same the day.
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2.UnitedScrip Summary

This report gives you a summary of the UnitedScrip certificates ordered by your members. The report
divides the summary by Check Orders and Credit Card Orders; Figure 48 provides an example of this
screen.

| e | B Wl 9 prge1 [o] o2 | B al@ @ [ [
A A A You may also print
: : - the Summary, Save
UnitedScrip Order Summary for Compile #: 24 the Summary to
Monday, October 05, 2009 your files or export
Payment Method: Paid to Group Leader *__ to a PDF file as
Certificate qty Profit Subtotal
Azademy Sports and Outdoors 52500 2 5200 4800
Ace Hardwars 510000 1 $4.00 $596.00
ACME 55000 3 56.00 S144.00
Allpesters.com 525,00 3 36,00 5900
Bahama Breeze $10.00 10 $9.00 $91.00
Brenner's Steakchouse $20.00 3 §4.80 §35 30
iTunes 52500 i1} £12 50 547730
Kohls 100,00 4 516.00 538400
Landry's Seafood House 520000 1 5160 §18.40
Lane Bryast 525.00 2 §3.50 §46.50
Lee Roy Selmon’s 525.00 1 .25 $23.75
Lowws Cimeples Ensertainment 52500 b 540.25 553475
Logan's Roadhouss 523,00 5 £10.00 5115.00
Lomg John Sitver's $5.00 1 $0.45 $4.35
Starbucks §5.00 1 §0.35 $4.65
Starbscks 52500 4 §7.00 $93.00
Total $2,205.30
Pavment Method:  Paid with Credit Card *—_
Shipping Method:  Directly Sent to Family by UnitedScrip
Certificate qty Profit Subtotal
Easkin Robbins 52.00 1 010 B
Blockbuster Single Movie Rental $4.00 1 $0.48 $1.82
Cascading Ouft Card Holder 5250 2 §1.34 4365
Starbuscks $5.00 1 $0.20 $4.50
Total: $13.87

Figure 48
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3.Preview All Orders

This report gives you details of every single order placed under that compilation. Please note that at
the moment shipping and handling cost are not incorporate in the report. We offer this report to help
you distribute your certificates. Note that this report may be used as individual invoices by cutting at
lines and including in orders. Figure 49 is an example of such a report.

& | P | K Q Page |2 L] of5 | &6 & | B & [« [

Order Placed By:  Heactor Him Order Placed On: 92272000 8:47:34 AM
Order Number: 206 Payment Method: Paid with Credit Card
Certificate Qty Profit Subtotal
1.- Starbucks 53.00 1 §0.20 §3.00
\ Total order cost for this order: $5.00
Order Placed By:  Hector Him Order Placed On: 97222000 9:17:38 AM
Order Number: 207 Payment Method: Paid to Group Leader
Certificate Qty Profit Subtotal
1.- Loews Cineplex Entertainment $23.00 2 536.73 §323.00
\ Total order cost for this order: $525.00
Order Placed By:  Hector Him Order Placed On: 97222000 9:20:08 AM
Order Number: 208 Payment Method: Paid to Group Leader
Certificate Qty Profit Subtotal
1.- Bahama Breeze $10.00 10 §9.00 §100.00
2.- Starbucks 525.00 4 §7.00 §100.00
\ Total order cost for this order: $200.00
Order Placed By:  Hector Him Order Placed On: 97222009 9:32:39 AM
Order Number: 211 Payment Method: Paid to Group Leader
Certificate Qty Profit Subtotal
1.- Allposters.com $23.00 3 5§6.00 §73.00
2.- Brenner's Steakhouse $20.00 3 §4.80 560.00
3.- Loews Cineplex Entertainment $23.00 2 §3.50 $30.00

Total order cost for this order: $185.00

Figure 49
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4.Local Certificates Summary

This summary will show you what local certificates were included in an individual compilation. Figure
50 shows what this summary will look like.

e |dp B |1 < Page 1 of L o B

Local Certificates for Compile #: 53

Tuesday, June 21, 2011 l

Certificate Oty Profit Subtotal
bmishel Wavel Mhanges 53000 2 53000 §30000
Grocery Store 523.00 4 5500 585.00 I
Eroger 5100.00 2 51000 5190.00
Publin 525.00 4 $3.00 S07.00
Total: $412.00

Figure 50

5.Deposit Slip

The deposit slip feature shows all of the payments made on this compilation. It separates the different
payment methods: check, cash, etc. Figure 51 is an example of a deposit slip.

AR « ] > uid

Preview Scripzone

Deposit Slip for Compile #: 53

Tuesday, June 21, 2011

Order Name Date Payment Detais Amount
23278 Richard Brooks 03/03/2011 $1130.00
245636 Chris Mitckell 037182011 1234 540000
Summary for Payment Method: Check $1550.00

Girarnd Tolal. 51550.00

11
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Figure 51
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6.8160 Labels

The labels function is useful when orders arrive to your organization and each person’s order needs to
be identified in some way. We have provided labels for you to print and attach to orders according to

member name. Figure 52 is an example.

Placed By: Leader Scripzone Placed By: Mitchell Chris (By Admin)

v 1S B | Page |1 [v] of [t ] |8 & [ [ ‘
Order #: 25105 03/25/2011 Order = 24636 03/18/2011 Order = 24631 03/18/2011

Placed By: Mitchell Chris (By Admin)

Placed By: Leader Scripzone
Placed For: Wald Austn

Placed By: Brooks Pichard (By Admin)
Placed For: Brooks Bichard

Placed For: Wald Austn Placed For: Mitchell Chris Placed For: Mitchell Chris Figure 52
Total: 560.00 Total: 5230.00 Total: 560.00

Fewards: $30.00 Fewards: S18.40 Fewards: $6.00

Order 2 24174 03/14:2011 Order =2 24161 03/14:2011 Order =2 24144 03/14:2011

Placed By: Brooks Richard (By Admin)
Placed For: Brooks Richard

Placed By: Hendrix Greg (By Admin)
Placed For: Hendrix Greg

Total: $300.00

Fewards: $20.00

Placed By: Kohanik Joseph (By Admin)
Placed For: Kohanik Joseph

Total: $1000.00

Fewards: $20.00

Total: 5150.00 Total: $30.00 Total: $623.00
Fewards: $9.75 Fewards: 3450 Fewards: 83123
Order=: 23838 03/09/2011 Orders: 23700 03/08/2011 Order=: 23281 03/03/2011

Placed By: Leader Scripzone
Placed For: Wald Austin
Total: $3875.00

Fewards: 5103.75

7.0rder Details

This report is the same report that your members receive by email and is available in their order

history. Follow link pointed out in Figure 53 to view Order Details. Figure 54 provides an example of

this report which can also be used as a receipt.

Order # Order Placed On Placed By Order Benefits

048/21,/09 Hector Him Hector Him Paid to Group Leader £125.00 Edit Order
102 09/21/09 | HectorHim | HectorHim | Paid to Group Leader 581000 | | Edit Order
190 | 09/21,/09 | Carcl Rampey | Carol Rampey | Paid to Group Leader | 5675.00 | §26.25 | Edit Order
189 | 09/21/09 | CorolRampey | CarolRampey | Paid toGroupLeader | 524500 | 527 Order Details | Edit Order

Payment Total

Profit

Figure 53
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Figure 54

= | 9 B 1 Page |1 =l of [1

5 o l@ @ e O

Details For Order

Order #: 215
Date: 9/22/2009 Ship Via:

Bill To: Hector Him Send To:
305 Catawba Circle
Seneca_ SC 29672

Payment: Paid to Group Leader

This order benefits: Daniel High School

Order Sent To Group Leader,
Please check with vour group
leader

Hector Him

305 Catawba Circle

Seneca SC 29672

Certficate Quantity
Lane Bryant $523.00 2
ACME $50.00 3

ScripRewards generated by this Order: $9.50

Profit Brought Total
$3.50 30.00
$6.00 $150.00

Sub Total: $200.00
Shipping & Handling: 50.00
Grand Total: $200.00
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8.Editing Orders

To edit an order, go to the Group Home Page and click on “New Orders and Compiled Order History,”
then click on “Compilation Details” of the compilation that contains the order that you need to edit.

Then click the “Edit Order” link next to the member’s order as pointed out in Figure 55:
Order # Order Placed On Placed By Order Benefits Payment Total Profit

324 10,/05,/09 Hector Him Hector Him Paid to Group Leader §5.00 $035 Order Detailz Edit Order
309 10/03/09 Hector Him | Hector Him | Paidto Group Leader | $25.00 |  $200 | QrderDetails | Edit Orcler

Figure 55

How to edit an individual’s order (numbered in Figure 56):

1. Benefits, Team, and Campaign: Click on the drop down box next to the item you want to edit.
Change to correct name, team, or campaign and then click on “Update Order Beneficiary/
Team/ Campaign Info.”

2. Certificate Quantity: Highlight the quantity that needs to be changed and enter the correct
quantity. Click on “Update Items in Order.”

3. Incorrect Certificate (or denomination): Click on delete next to the incorrect card (whether the
item or denomination is incorrect) and then above the cart listing, enter the correct gift card in
the area next to “Select a Retailer to be added to Order,” enter the quantity, and then click on
“Add to Shopping Cart.”

**please do not add gift cards that have yet to be ordered/need to be ordered to previously compiled
orders. Any changes to compiled orders will not be seen by UnitedScrip and you will not receive the
gift cards.

i@ Fiiting your Order

Order Number: 31113
Placed Dy, Charsic Lamas
Blenefts: Lamos, Charlse -

Team: | Chrisie - ‘\ Figure 56

Campaign: | Defauk Campsign

Date Plsced: 602011 |m
[ To e cvwe to pecel. copde: /
Upedate Oreles Banaficiany Tasry Campaign Infa

Select a Reetader to be added to Order: Type your Certhicate Here B =

) 3.
Cruamtity -
At To Shapping Cart

Denomination ity Fercent  Inventory Suhiotal

12 Wi ¥ §24000 [ Doelese |

1-E06)-Baskats $20.00 520,00
Tetsl denount: (12800 /
2

Upsdate lems in Onder s —

Clogsy Windo

Question: What happens if someone hasn’t paid for their order?

Answer: Before compiling the order, the group coordinator has the ability to remove an order. This action
causes the order to be held for the next compilation. Simply follow the instructions for editing an order and
then check the box that says “To be moved to next compilation” as shown in Figure 56. Click “Update Order
Beneficiary/Team/Campaign” and close the window. The order will show in the window but will not compile.
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The order will be moved when the compilation process begins.
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9.Edit Payments

This feature is useful for your organization’s record-keeping. To confirm your members’ methods of
payment, follow the “Edit Payments” link on the “Check Compilation Details” screen. Select the
method of payment between Cash, Check, Credit Card, or PayPal.

Note: PayPal is only available as a method of payment if your group has this set up as an option. You
will not need to handle any Credit Card transactions conducted on www.scripzone.com, but if your
organization can personally handle credit card payments, they should be recorded here.

In the Payment Details box, you may document the Check Number or Credit Card number. Don’t
forget to enter the amount of the payment in the correct box. When you are finished with a particular
order, select “Close Window” and the changes will be saved automatically. Figure 57 shows an
example of this screen.

B Editing your Order

Order Number: 24636
Order Placed By: Chris Mitchell
Select Payment T}fpe:| Cash IZH
Payment Amount: | 50.00 |

Payment Details:
| Add Payment to Order |
Payment Method Date Posted Posted By Amount Notes & Details
Check 3/182011 104426 AM admin  $400.00 1236

Tozal Payment |5400.00
Tozal For Order |5230.00

Close Window

Figure 57

50



10. Orders with Family Profit

This order summary looks similar to the “Preview All Orders” function. This summary would be needed
when your organization splits the profit with your members. The summary shows the actual profit that
each member will earn. The summary only works for campaigns that contain one split. Figure 58

provides a screenshot.
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Paga 1

Figure 58

OrderMaced Dy:  Scroprone Leader

Ordes Mumber: 23276

Metes: Cnlne Order

Team: g0
Certificate

1- BF Gas Statons 330.00
2 - (rorery Store 525 (0
i- Home Dzpot 3TN

1. Walmart 525000

Details For Order Compile:

B @ [ [

of |[<£ =] (e

53

Tuesday, June 21, 2011

Order IMaced Cn: 3732001 8:52:08 AN

Payment Method:  Faid to Croup
Phone: 264186
Oty Family Profit Suhtatal
3 30.74 315000
4 5165 S100 00
1 51352 SO0
12 516.80 53,000.00
Total Profit: $23.51 Totak %$3,350.00

Urder Flaced By:  Fachard Srooxs
Order Bumber: 23278
Metes: Entered By Group Leader
Tearm: LLA
CerlLilivale

1- AFeainthe Pod 52300
2- ACME 310000
3-Walmart S100.00

(rder Flaced Un: 332001 82620 AM

Pavment hiethod:  Paid to Croup
Phone:
Qly Family Profil SulrLuLal
10 §13.73 523000
4 51120 SA00 .00
5 5700 S300.00

Total Profit: $33.95 Totak $1,150.00

Order Placed By:  Scrpzone Leader
Order Dumber: 23279
Motes: Cinlne Order
Tear. 330

Certificate

1- Advaacs Auto Farts 223100
2 Aeropocstale 525.00

3-Bames & Moble Bookstorzs 52500
4- CV5 Thermacy 523.00

3 - Dick’s Sporting Goods 52300
G- Jo Arm Fabrics 32000
T-Froger 310000

8-MMarathen S100.00

O - Michaels S25.00

10.-Publx 523.00

11.- Subrway 510,00

Order Flaced Cn: 332011 2548 AM

Payvment hiethod:  Paid to Croup
Prone: 2643846
Oty Family Profit Subtotal
1 3038 2231
1 50.66 82500
1 80.74 82300
1 50.33 52500
1 S0.41 82300
1 3040 32000
2 53130 5200004
1 S0.99 S100.00
1 50.33 2500
4 S0.99 510000
1 30.10 31000
Total Profit: $10.89 Total: $655.00
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11. Orders by Team Profit

This final order summary parallels the “Orders with Family Profit” function; as Figure 59 shows, the

total profit and total for each order is listed according to Team.

P 9% Page |1 of |1 B E |pdf
Details For Order Compile: 50
Tuesday, June 21, 2011
Team: 550
Order Placed By:  Richard Brooks Ordes Placed On: 17192011 10:38:45 AM
Order Mumber: 19518 Payment Method: Pad to Group
Total Profit: $0.74 Total: $25.00
Order Placed By:  Any Name Ordes Placed On: 1/726/2011 72934 AM
Order Number: 20160 Payment Method:  Pad to Group
Total Profit: $6.60 Total: $500.00
Team: 1st Grade
Order PlacedBy:  John Doe Ordes Placed On: 171972011 10:37:45 AM
Order Number: 19517 Payment Method:  Pad to Group
Total Profit: $0.00 Total: $550.00
Team: Boy Scout Troop
Order PlacedBy:  Chris Mitchel Ordes Placed On: 1/19/2011 10:40:07 AM
Order Number: 19519 Payment Method:  Pad to Group
Total Profit: $80.24 Total: $2,100.00
Order FlacedBy:  Chris Mitchel Order Flaced Omn: 11972011 1042204 AM
Order Number: 19522 Payment Method:  Pad to Group
Total Profit: $143.28 Total: $7,500.00
Team: LLA
Order Placed By:  Richard Brooks Ordes Placed On: 1/19/2011 12:00:00 AM
Order Number: 19465 Payment Method:  Pad to Group
Total Profit: $12.25 Total: $250.00
Order Placed By:  Richard Brooks Ordes Placed On: 17192011 7:42:06 AM
Order Mumber: 10468 Payment Method: Pad to Group
Total Profit: $28.00 Total: $500.00
Order Placed B+ Richard Brooks Order Placed Omn: 1A92011 10:40:57 AM
Order Number: 19521 Payment Method:  Pad to Group
Total Profit: $15.75 Total: $250.00
Order Placed By:  Richard Brooks Ordes Placed On: 2732011 73322 AM
Order Mumber: 20768 Payment Method: Pad to Group
Total Profit: $56.53 Total: $925.00

Figure 59
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Entering Member Orders

To enter Family/Member orders:
® Go tothe Group Home Page.
e C(lick “Add a Member Order” as pointed out in Figure 60.

tratinn far Cey

Preview Scripzone

% Manzge your Grcups @ Downloed Library

Figure 60

A new screen will appear, to begin placing orders:

1. Select a Member Name 8. Leave notes or Comments in Box

2. Select a Team 9. Update Cart to refresh order

3. Select Retailer Gift Card 10. Create and Add New Order to add

4. Enter Quantity additional orders

5. Add to Cart 11. Create Order to complete ordering

6. To Edit Quantity, Click in Quantity Box, **Numbers correspond with numbers in
delete and enter correct number Figure 61

7. To Delete Item, Click on “Delete”

Entering Member Orders

Figure 61 Selact a Member: | Dee John - —
Select a Team: | Lst Grade -] d— 2,
This Ordar Banefts Scmeona Eka
Select a Certficate. | Alberton’s §100.00 - — 3.
Cuantity: 2 — 4.

Add Cartiicate to Ordar

Aeropostale 525.00 2 $50.00 [ Delete |ag—
Applebee’s $10.00 6. 2 €= 52000 [Dalete | 7.
Barnes & Noble Bookstores $5.00 1 $5.00 [ Delete |
Staples 525.00 3 $75.00 [ Dolets |

Total Amount:  §150.00

Pick up |nlhcohnce.
‘Comments:

Q. —1—“ Update My Carc | maneandﬁddhewuwr-‘-— . Creata Oeder 1‘—|—11
10. :

MNote: Contents of carts are saved per member. Member shopping carts in the group section of ScripZone com are independent of the shopping carts in the User
section of ScripZone com

- 8. |
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Chapter Five:
Direct Ordering

UnitedScrip and www.ScripZone.com
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Direct Ordering

Direct Ordering allows Group Coordinators to place an order that is for the entire organization and not
for a particular individual; this is useful if your organization is not concerned about tracking the
participation of individual members for example. If your organization uses a book-keeping software, or
alternative Scrip Software, use this option for your ordering process. Therefore, this is not the most
effective method of ordering for your group if you would like to utilize the Scripzone website. Orders
placed using Direct Ordering are not reflected or received into our online inventory system. Figure 62
shows where this option can be found on the main page.

e
Welcome to Group Administration for ScripZone! |

Figure 62 Preview SCIHPZo

o Disburszment/Credit Center (Beta) @ My Lacal Certificates

«w” Concept Com Creato- «# Message Cener

@ Manage vour Groups «” Downloac Library

From the Group Home Page, click on: “Place a Direct Order to UnitedScrip” (See Figure 63).

Placing a direct order to UnitedScrip-Your Group Shoppmg Cart
*_

Select a Certificate] A Pea in the Pod 525.00 @9.00% (ID - 680)

Figure 63 S S 2,
3. =3 Cuantity 4 Add Certificate to Order
4 —n  Swilch to order by ID code
Denomination ity Subtotal
5.
Ace Hardware @4.00% (ID - 599) $25.00 5 <= 3512000 Delete |
Applebee's @8.00% (ID - 211) $10.00 10 $92.00 | Delete |
6. Y
Shell Gas @2.50% (ID - 978) $50.00 10 5487.50 ==3m| Delete
Walmart @2.00% (ID - 9892) $100.00 10 $980.00 [ Delete |
Total Amount:  51,679.50
T, — Update My Group Cart ] - CheckOut
Note: Use this cart to place arders directly to UnitedSerip N

The following options are available on the current screen, as Figure 30 shows:

1. Order by Typing Retailer or use Drop Down 5. Correct Quantity in Cart if incorrect
Scroll 6. Delete Items in Cart if incorrect

2. Enter Quantity 7. Update Cart

3. Add Certificate to Order 8. Checkout

4. Switch to Order by ID Codes

After you have added the last item, click on “CheckOut” and follow the same procedure as compiling
Member orders, a process explained on the following pages.
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NOTE: In order to reduce your shipping charges, you will want to compile this order on the same day that you compile your ScripZone
orders so that the two will ship together. **Please note that as you verify the order and shipping address, it is the responsibility of the
Group Leader or Group Admin to make a note in the Comments Box to send the Direct Order with your Compiled ScripZone order.

Chapter Six:
Reports

UnitedScrip and www.ScripZone.com

22



Report Tools

We offer several reports to help you distribute and manage your orders. We are working on many
other types of reports, so please feel free to drop us any ideas for a report at: ideas@scripzone.com.

Before we begin to explain the available reports, we want to emphasis the tools available to use for
your reports. The image in Figure 64 is the toolbar seen at the top of each report.

At the repor lLu::.'t a report and show i in a new window |
\*J 2, g,a“ Page 1 v of |1 3;4.& ..a,'{ Pdf [
- " 'Eeucn;-epc-:erJ;a-.e.n::hc disk | ) m
*rint the cument page l
ME 5,
Rif
o i o e Tools for your Reports Mht
P o178 £0.00 778 1. Search fo Key words or amounts within the reports. Text
2. Print the report or a single page of the report. Image
Search , 3. Save reports to your desktop or file. 1 csy
4, Export the report into a new window.
——p Fd what | 23.75 Find Next 5. Choose the file type you would like to export your report into.
Match whale vord onky Up Cancel
Makch case & Down
Figure 64

Here are some of the current reports that Scripzone.com offers you to manage your compilations:

Report Center

ScripZone.com may be used as your organization’s accounting software. The Report Center offers
reports that show profit generated by families, teams, and the group. If your organization utilizes the
Disbursement and Credit capabilities, ScripZone will also allow you to run reports that total the entire
profit earned and distributed for a member’s account.

There are several different Campaign Reports in the Report Center. Figure 65 shows where to locate it
on the main page.

Welcome to Group Administration for ScripZone!
Preview Scripzone

4 New Orders and Compiled Ordet History o Add a Member Order
w¥ Place o Dirgel Order lo Uniledser w¥ Search Member Oders
@ Place an lwventory Order o Track Your UnitedScrip Orders
Your Online Software
4 Member Information (Prind/Add Members) 4 Campaigns and Campaign Setup
a Inventory Center Beta) 4 Teems and Team Setup
« Report Center 4 My Local Suppliers
o Disbursement/Credit Cener (Beta) 4 My Local Certificates
Tools
4 Concept Form Creator 4 Message Center
Group Settings
4 Manage your GroJps 4 Download Library
Figure 65
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® From the Group Home Page, click on “Report Center.” Select the campaign and choose from
three different reports. A new Screen will appear that looks like Figure 66.

Report Center

% -ull Campaign Beports . %" Member Reports by Uates
& Member Reports Figure 66

At the Report Center, you will find three different links for reports.

1. Full Campaign Reports — These reports summarize the entire date range of your campaign. Figure
67 shows what the screen will appear if you select “Full Campaign Reports” on the Report Center

page.

Campaign Reports
Select Campaign

Family Campaian Report Team Campaign Report Orders In Campaign

Return to Report Center

Figure
67
a. Family Campaign Report — lists each family, their total sales, total profit, and then a
breakdown of the profit split for that campaign. You can use this report to recognize
the top selling family or to let everyone know how much they generated for the

organization. Figure 68 shows this

report.
Family Campaign Report
Share Profit with Participants

Last Name First Name Total Sales Total Profit Group Profit  Team Profit Family Profit
Kohanik Joseph $200.00 §18.00 $9.00 $0.00 $9.00
Mitchell Caleb $20.00 $5.00 $2.50 §0.00 §250
Mitchell Freda $310.00 $8.80 $4.40 $0.00 $4.40
Rigsby Lynda §750.00 §23.75 §11.88 §0.00 511.88

Totals: $1,280.00 §55 55 §27.78 $0.00 §27.78

Figure 68
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b. Team Campaign Report — totals the profit by group, family and team and lists that profit
according to each team. (Figure

Team Campaign Report
General Fund

Team Name Group Profit Family Profit Team Profit Total Sales

General Fund 568495 $547.96 $136.99 $27,040.00
£684.95 $547.96 $136.99 $27,040.00
Figure 69

c. Orders in Campaign — a list of the order numbers, families, and profit.

Member Reports by Dates — allows the group coordinator to enter a date range for needed
information. Figure 70 shows what this screen will look like.

Campaign Reports Figure 70
Select Campaign F-:‘ Fault Campaign ,JI
First Date: Second Date:
77272011 | ler2r2011 =
Family Campaign - Dates Family Disbursements Family Campaign with Net Family Credits/Disbs
Return to Report Center Return to Disbursement Center

a. Family Campaign — lists each family, their total sales, total profit, and then a breakdown
of the profit split for that campaign within a chosen date range.

b. Family Disbursements — allows the group coordinator to enter any monies that have
been taken from a member’s profit.

c. Family Campaign with Net — includes the net value of orders placed.

d. Family Credits/Disbs — This report shows sales, profit earned, any credits that have been
added to an account, any disbursements and the total amount of profit remaining in a
member account.

Member Reports — This section allows you to find reports for a specific member (Figure

Family Filter Reports

Select Campaign [EEENTTE

Select a Member: |Mitchell, Freda
First Date Second Date

5/22/2011 E 6/22/2011 i
Family Campaign Family Transactions Details

Return to Report Center

71). Figure 71

a. Family Campaign - shows the total sales, net value, profit for family and profit for group
in the designated date range.

b. Family Transaction Details — lists all transactions (purchases, credits, and disbursements)
in the selected date range. Clicking on the Transaction ID of a purchase allows you to
view the details of the purchase. Clicking on the Transaction ID of a credit or
disbursement allows you to view and/or edit the transaction. See Figure 72.
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All Transactions for Family By Dates

From: 5/2/2010 To: 6/22/2011

Member Name Beg Balance Profit Disbursement Credits End Balance
Chris Mitchell $0.00 524400 $122.00 $50.00 $172.00
Transaction Date Tran ID Credit Purchase Disbursement Disbursement Account
Tran 21 81172010 3445 $0.00 $16,500.00 $0.00
Tran 22 27212011 3 $0.00 $0.00 $122.00 Class Account
Tran=3 372472011 2 $25.00 $0.00 50.00
Tran #4 32472011 3 525.00 50.00 50.00
Totals: $50.00 $16,500.00 $122.00

Figure 72
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Chapter Seven:
Local Suppliers & Certificates

UnitedScrip and www.ScripZone.com
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Adding Local Suppliers and Certificates

The first step in offering local certificates is to add your local suppliers. From Group Admin Home Page,
click on either “My Local Certificates” or “My Local Suppliers” (Figure 73).

Welcome to Group Administration for ScripZone!
Preview Scripzone

o New Orders and Compiled Crder History o Add a Member Order
o Place a Direct Order to Unitedscrip o Search Member Orders
o Place an Inventory Order o Track Your UnitedScrip Orders
Your Online Software
o Member Information (PrintAdd Members) % Campaigns and Campaign Setup
@ Inventory Center (Beta) o Teams and Team Setup
o Report Center ————P ' My Local Suppliers
o Disbursement/Credit Center (Beta) ——— " My Local Cerificates
Tools
@ Concept Form Creator o Message Center
Group Settings
@ Manage your Graups & Download Library
Figure 73

A new screen will appear. If you clicked on “My Local Certificates” and are adding a certificate for a
new Retailer, you will need to click on the link “Click here to enter your local supplies” (Figure 74) to
add your New Supplier information (Figure 75) first. Include your contact information for ordering.

Adding your Local Certificates /

Enter your New Local Certificate Information and then click the Add Local Certificate Button.  Click here to enter your local suppliers.

Figure 74
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Your Local Suppliers
&

To Enter a New Supplier, just enter your suppber informabion and chick Add Local Supplier. To check your Local Certificate List, click here

Supplier Name: —_— |Pasal10's | Contact First Name: Marie |

Contact Last Name: —_— |Lopez | Address Line: Main Street |

City — [central | State: s |

T [2s601 ] Phane \i864) 5555555 ]
— Paper Certificates 1 year Expiraﬁud

Noles:

—_— Add Local Suppler

Bedow are your Cument Local Suppliers:

Kroger Delete Edit Supplier
Local Dry Cleaners | | Delete Edit Supglier

Adding Local Suppliers and Certificates (continued)

Return to Adding
Local Certificates
once you
complete
information from
Local Certificate
Link. (See Figure 76).

Figure 75

Once you have entered your Suppliers, click on the link to go back to the screen to add your local

certificates. The certificate name does not need to include the denomination of t

Adding your Local Certificates

Enter your Mew Local Certificate Information and then click the Add Local Certificate Button.  Click here to enter your local supphiers.

Certificate Mame: Pancho's Mexican Restaurant | .‘_
Local Supplier: Local Restaurant
Denomination:

Percentage

_ Add Local Certificate. |

Below is the list of your current local certificates

Certificate Denomination Percentage Local Supplier

he certificate.

Dry Cleaners $10.00 | 900 Lacal Dry Cleaners Delete Edit Certificate

Grocery Store | $25.00 | 5.00 Your Local Grocery Store Delete | Edit Certificate

Grocery Store | $100.00 | 5.00 Your Local Grocery Store Delete | Edit Certificate
Figure 76
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Chapter Eight:
How to Create an Order Form

UnitedScrip and www.ScripZone.com
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Concept Form Creator

Some of your participants may not have the ability to order online and they may need to give you a paper
order form. To create a paper order form, click on “Concept Form Creator” (Figure 77).

Welcome to Group Administration for ScripZone!

Figure 77 . ;
Preview Scripzone
« New Orders and Compiled Order History « Add a Member Order
«# Place a Direct Order to Unitedscrip « Search Member Orders
% Place an Inventory Order ¢ Track Your UnitedScrip Crders
Your Online Software
o Member Information (Print/Add Members) 4 Campaigns and Campaign Setup
% Inventory Center (Beta) 4 Teams and Team Setup
«” Report Center o My Local Suppliers
« Disbursement/Credit Center (Beta) o My Local Cedificates
Tools
4 Concept Form Creator f’/ o Message Center
Group Settings
% Manage your Groups 4 Download Library

At the new screen (Figure 78), select all of the concepts that you would like to appear on your order
form and click on “Add Selected Concepts to Your List.” Please note that all denominations of a
concept are automatically added to your form.
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Your Concept Form Creator

Add/Remove Concepts Select a Concept Template

@ Display UnSelected Concepts @ Display Selected Concepts

" Remove Selected Concepts From Your List |

= Concept

Academy Sports and Outdoors

Ace Hardware
Albertson's

Amazon.com

AMC Theatres/Loew's
American Eagle Outfitters
Applebee's

Arby's National

AutoZone

B. Dalton Books

Banana Republic

Barnes & Noble Bookstores
Baskin Robbins

Bass Pro Shops

Bath & Body Works

Bealls

Bed, Bath & Beyond

Bek Department Store

Figure 78

Concept Form Creator (continued)

Add/Remowve Concepts Select a Concept Template

Template One (Concept List) . | Template Two (Concept with Guidelines)

Template Three (With Total] - | Template Four (By Category]

Figure 79

Template Five (With Percentage) | | Template Six (By Denominaticn)

After choosing and adding all of the desired concepts, click on the “Select a Concept Template” tab
(Figure 79). You now have six templates from which to choose:

1. Concept List — a simple list of concepts with no denominations or percentages.
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Concept List with Guidelines- a list of the concepts, their discounts, denominations, and
guidelines for redemption.

With Total — This is an alphabetical list of gift cards with discounts and denominations. This may
be used as an order form.

By Category — Same as Template Three with the gift cards listed according to their category.
With Percentages- This order form divides the gift cards by the discount that they offer.

By Denomination — This order form divides the gift cards by denomination.
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Chapter Nine:
Disbursements & Credits
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Disbursement/Credit Center

Disbursements allow you to track the profit that has been credited toward a member’s account(s). For
example, there may be a member with a student in band, another one going on a field trip, and a third
in cheerleading. ScripZone also allows your group to keep track of the money your participants raise
from various fundraisers by means of Credits. If your band members earned money from a car wash,
you could enter the individual amounts earned using the credit center. Figure 80 shows where it is
located on the main page.

Welcome to Group Administration for ScripZone!

Preview Scripzone

% New Orders and Compiled Order History o Add a Member Order Flgure 80
% Place a Direct Order to Unitedscrip o Search Member Orders
« Place an Inventory Order % Track Your UnitedScrip Orders
Your Online Software
¢ Member Information (Print/Add Members) % Campaigns and Campaign Setup
¢ Inventory Center (Beta) % Teams and Team Seiup
+ Report Center « My Local Suppliers
« Disbursement/Credit Center (Beta) / «® My Local Cerificates
Tools
o Concept Form Creator o Message Center
Group Sefttings
¢ Manage your Groups % Download Library

At the Group Home Page, click “Disbursement/Credit Center.” The new screen will look like Figure 81.

Figure 81 H
Disbursement Center
o Setup Your Account/Causes o Record a Member Disbursement
@ Disbursement Reports o Record a Member Credit

Setting up Your Account/Causes

The first step is to setup the accounts for which the funds will be disbursed. Click on “Setup Your
Account/Causes”. The new screen will look like Figure 82.
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Disbursement: Setting Your Accounts/Causes

Use this section to setup the Accounts/Cause where money will be distributed. Back to the Disbursement Center Page Figure 82

Account/Cause:

Notes: ‘

Add Disbursement Account

Below are your Current Disbursement Accounts

Account Name Active
S5th Grade Class Acct. MNew York Field Trip Delete Edit Account
Family Account Profit Share Delete Edit Account

Back to the Disbursement Center Page

You will need to name the Account — examples, 3" grade Field Trip, Band, Book Fees, etc. The notes
section allows you to add details of the account name. Click “Add Disbursement Account” and when all
accounts are added, you should go “Back to the Disbursement Center Page.”

Before entering member disbursements, generate a Family Credit/Disbursement/Profit Report. Click
on Disbursement Reports- Select a date range — Family Credit/Disbs. The beginning date should be the
first date of the campaign if you would like to see all profit generated and any disbursements that were
previously given toward the accounts.

Recording a Member Disbursement

Once you have the report, go back to the Disbursement Center and click on Record a Member
Disbursement. A screen will appear like Figure 83.

Adding A New Disbursement

Enter your Disbursement Information and then click the Add Disbursemente Button. Back to the Disbursement/Credit Center Page

Member: [ Williarms, Ryan - _
) - Figure 83
Campaign: | $50 increments -
Select Account/Cause: [ Family Account
Amount: |
Comments:
oae: T—

Add Disbursement

Entered On  Amount Account Comments Campaign
GregHendrix | 03/29/11 | $2500 | 5thGrade Class Acct. General Fund | Delete | Edit Disbursement
Richard Brooks | /a1 | §10.00 | 5th Grade Class Acct. General Fund | Delete | Edit Disbursement
Scripzone Leader | 0z/1/11 | §4560 | Band Account General Fund Delete | Edit Disbursement
Chris Mitchell | 02/21/11 | $12200 | Class Account General Fund | Delete | Edit Disbursement

Back to the Disbursement/Credit Center Page

-_—

You will enter the
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Member Name

Campaign

Account/Cause

Amount - of the disbursement (not necessarily all of the profit the family has earned)
Comments — exactly to what area the disbursement is applied

oA wWN R

Date of disbursement

Click on Add Disbursement and follow the steps for each member that you need to enter.
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Record a Member Credit

The member credit area allows you to add profit that is not generated by gift card purchases to a
participant’s account. For instance, your organization may have held a car wash. The money earned
by each participant can be entered here. A supporter might give a cash donation for a member. That
donation could be entered as a credit. After selecting this option in the Disbursement/ Credit Center,
the new screen will look like Figure 84.

Adding A New Family Credit

Enter your Credit Information and then click the Add Credit Bution. Back to the Disbursement/Credit Center Page

Member Leader, Scripzone

Figure 84

Campaign Campaign 1]

I

Amount

Comments

Date:

3/20/2011 =

Add Credit

To enter a credit:

1.

Noun ke wN

Disbursement Reports

Click on Record a Member Credit
Choose the Member

Choose the Campaign

Enter the Amount to be credited

Comments box should be used to note reason for credit

Enter Date of credit
Click on Add Credit

This link under the Disbursement Center will redirect you to the Campaigns by Dates function in the
Report Center. Here you may create a report tracking Family Credits and Disbursements according to
your designated dates.
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Chapter Ten:
Inventory
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Inventory Center

ScripZone will track inventory for all of the certificates that you purchase from UnitedScrip and any
other Local Certificates that you stock. The arrow in Figure 85 shows how to access this feature from

the main page.

Welcome to Group Administration for ScripZone!

4 Now Orders and Compiled Crder History

w? Place a Dirgct Crder to Unitedscrip

¥ Place an Inventory Order

«# Member Information (PrintAdd Members)

Preview Scripzone
4 Mdd a Mcmber Crdor
w? Search Member Crders
@ Track Your UnitedScrip Orders
Your OUnline Software
@ Campaigns and Campaign Setup

o Inventory Center (Beta) s

¥ Report Center
« Disbursement/Credit Center (Beta)

Figure 85

4 Concept Form Creator

¥ Manaye your Groups

a Teams and Team Setup
a® My Local Suppliers
. My Local Certificates
Tonls
o Message Center
Group Settings
w® Duwnload Librany

This link will take you to the screen shown in the figure below. To begin the record keeping process,
you will need to click on “Setup Your Inventory” (Figure 86).

[ ]
i Ilﬂ.llﬂ.lﬂ+ﬂhlfr‘ﬂlﬂ.+ﬁ.' l
Figure 86 nvenory Leniei :
o Oy rem W lemt oom omdhom am o Do ommuemd m Al m i b omwe el e [T im pmm ims oo imdbom i l
W OGIU R T TTTWESTIIT Y V neLUIg IVIGTTILGT AATUST TITUT TNV ST Iy l
S D] m [hrele o m sl man P T P T Jup L]
W NG d T ulLldgas UGl V III‘J’D‘IILUIE LATUG] |
o ] mmm mem limy oo o B TP R e B o L Ty I I PR N D e ) o 0 Jamy pom ombmam o g g g e o [ e ek |
W IS "l Ve Ty UG U TS T ST D TS O T ] V INTWSTILTY ST MG
o Record an Adjustment & Your Inventory Adjustments

You will need to set up an inventory for each supplier (UnitedScrip and any local vendors). Note: Local
suppliers and certificates must be entered in ScripZone before the inventory can be set up.
1. Choose your supplier from the drop-down menu. A list of certificates connected to that

supplier will be moved into the “Select a Certificate” drop down.

2. Choose a certificate that you keep in inventory and click on “Add/Update Certificate for
Inventory List.”

3. Follow this step for each certificate that you keep in house. If you wish to add a new certificate
to inventory, you will need to come back to this area and choose the certificate to add it to your
list. Note: It is not necessary to enter data into the ReOrder Point, Desired Inventory Level, or
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Min Amount to Order. These sections are for those organizations that would like to utilize this
information.

4. When you have chosen all of the certificates that you want to track, you will see a list of them
as in the picture below.

5. Repeat these steps for each one of your suppliers.

6. Click on “Back to the Inventory Center Page.” Figure 87 shows what the screen will looke like
for this process.

your inventory Certifica

fes

Inventory Center Page

Figure 87

1-800-Flowers.com $20.00 @14.00% (D - 583)— Oty Lefr: 43 43 0 o UINITEDSCRIP Delete | Edit

A Peainthe Pod 52500 @9.00% (ID - 680)--Qty Left: -5 -5 Q Q UMNITEDSCRIP Delete dit

ACNKIE 550,00 @4.00% (ID - 1183)--Qty Left: 20 20 Q Q WUMNITEDSCRIP Delete Edit

Adwvance Auto Parts 325.00 @7.060% (0 - §31)-- Gty Left: 42 42 G G UNITEDSCRIP Deiete Edit
Chipotle $10.00 @10.00% {ID - 201)--Qty Left: 25 25 Q Q UMNITEDSCRIP Delete Edit
Safeway $25.00 @4.00% (ID - 1151)--Qty Left: 78 78 a a UMNITEDSCRIP Delete Edit
Stater Brother's Markets 5L00.00 @5.00% (ID - 1173)--Qty Left 20 EL 20 10 UNITEDSCRIP Delete Edit
Walmart §100.00 @2.00% (ID - 9892)--Qty Left: 15 15 a a UMNITEDSCRIP Delete Edit
Walmart §25.00 @2.00% (ID - 9890)--Qty Left: 58 58 a a UMNITEDSCRIP Delete Edit

Back to the Inventory Center Page
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Adding the Initial Inventory Numbers

Note: This section is only for those organizations that already have some stock in house and need to
add those numbers to ScripZone.
To create your Inventory Purchase Order follow link to “Record a Purchase Order.” (Figure 88)

Inventory Center

4 Setup Your Inventory 4 Record a Member Order From Inventory
o Record a Purchase Order <= o Inventory Orders

4 Place an Inventory Order to UnitedSerip (send to UnitedScrip) 4 Inventory Summary Report

4 Record an Adjustment o Your Inventory Adjustments

Figure 88
1. Enter your current numbers by clicking on “Record a Purchase Order.”

2. Choose a certificate and enter the quantity you have in stock. Click “Add Certificate to Order.”
Add all of your certificates to the order and then click on “Create Purchase Order.” (Figure 89)

| Record a Purchase

rder (For In

rdaru /entory)
| 3electa Vendur:| UNITEDSCRIP - ‘

Nota-

Selecta C&mﬁcatei| Barnes & Noble Bookstores  §10.00 ®9.00% (ID - 626)-Qty Left: 0] H

Cuariiy_

Barnes & Noble Bookstares @9.00% (ID - 626) $10.00 2 .00 $2000  $18.20

Total Amount: |518.20

Dater |6/27/2011

Update My Inventory Cart ‘ ‘ Create Purchase Order

Return to Inventory Setup Page

Note: Use this page to Record Purchase order for certificates that you have recetved already. This is only for record keeping. no orders will be sent to
UnitedSerip or any of your local vendors.

Figure 89

3. Return to the Inventory Setup Page and click on “Inventory Orders” link on the Inventory Center
page. Orders must be received here before affecting the actual Inventory status or count of
available inventory. You will have the following options for each purchase order:

e To view the Order Details follow link to view the Purchase Order.
e To Edit or Receive an order, simply click on the Edit Order option.
4. Atthe new screen, you will see an inventory with an “Open” status. Click on “Edit Order.” (See

Figure 90).
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Your Inventory Purchase Orders

Back lo lhe Ivenory Page

Tnventory £ Status Vendor Placed Ry Placed On  S7 10 Total (Without SAH)
Al Reremnr=d Kroger ardmin 14149 4 549001 Felit Crder Urder lletailz
19 | Cpen | UnitedScrip | admin | 03/03/11 | 1] | 550,00 | Edit Order | Order Details
18 | Cpen | UnitedScrip | admin | 03/03/11 | 1] | §3.12000 | Edit Order | COrder Details
14 | Open | UniledSurip | Adrmin | 0./26/11 | 0 | 3500.00 | Edil Orde: | Order Delails
2 Received UnitedScrip admin 09,/00,/10 1134 £1,12500 Edit Order | Order Detail:
1 Rereivad LinitedSerip Admin 0a,/08,0 0 £2.000.00 Edit Order | COrder Netails

Back to the lnvenory Page

Figure 90

5. To place your order into inventory, click on “Receive Order” and you will see the Status change to
“ORDER RECEIVED.” Click on “Close Window” to refresh the page. (Figure 91)

E =S -
Editing Purchase Order #9
Vendor: UnitedScrip Date Entered: Monday, October 25, 2010
Status' OPEN ORDER
stippng Gostp®0 ] swpplerivoice® [ |
Comments:
Update Information About Order
Select a Certificats ‘I-SUO-F\owers.com $20.00 ©25.00% (ID - 79953)--Qty Left: -62 M |
Quantity. Add Certificate to Order
Certificate Denomination Quantity Percent Subtotal
Stater Brother's Markets $100.00 15 5.00 $1.425.00
.
Figure 91

6. If you carry local certificates, you will need to follow all of these steps for each supplier.

Please note that a separate Purchase Order is required for each Supplier. Use this option to record or
upload inventory that you already have in house to the ScripZone.com site. Purchase Orders created
from the “Record a Purchase order (From Inventory)” option are not sent to UnitedScrip for fulfillment.
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Placing an Inventory Order to UnitedScrip

Now you have your initial inventory recorded. All of your inventory orders need to be added at this
area. To enter any future orders into inventory click on “Place an Inventory Order to UnitedScrip (sent
to UnitedScrip)” and fill out your order (See Figure 92). When you go through this process the order is
sent directly to UnitedScrip for processing.

NOTE: If you are sending other orders through ScripZone, you will need to process them at the same
time that you process the inventory order so that the two orders can be shipped in one package at one
shipping charge.

Inventory Center

@ Setup Your Inventary @ Record a Member Ordsr From Inventory
w® Record a Puchase Order 4w Inventory Crders

——P o Place an Inventory Crder to United Scrip (send to Urited Scrip) W Inventory Summary Reoort
w® Record an Adjustment e Your Inventory Adjustmenis

" Figure 92
When the inventory is shipped to you, go back to the Inventory Center, click on your Inventory Orders
and receive the Open purchase order.

Purchase orders for local certificates should always be placed in the “Record a Purchase Order” section
of the Inventory Center.

REMEMBER: To keep your inventory accurate, it is necessary to “Receive” your purchase orders.

Record an Adjustment

“Adjustments” allow you to change your inventory without using a purchase order or invoice. See
Figure 93 to find its location on the Inventory Center page.

Inventory Center

o Setup Your Inventory a4 Record a Member Order From Inventony
@ Record a Purchase Order a4 Inventory Orders

@ Place an Inventory Order to United Scnp (send to United Scnp) ¥ Inventory Summary Report

«# Record an Adjustment & Your Inventory Adjustments

' Figure 93
For example, if someone placed an order for 1 WalMart $100 Gift Card but you had to fill it with 4 $25
WalMart cards you could enter the following adjustment (Figure 94):
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Select a Vender| UNITEDSCRIP ~|

Select a Certiﬁ:ate:| Walmat $100.00 @2.00% (D - 9892)--Qty Left: 15 - |

Walmart @2 00% (ID - §892) $100.00 -1 200 (392.00)

Figure 94

Inventory Adjustments

This function lists all of your adjustments. You may click on the adjustment details beside an
adjustment to view the exact certificates involved. See Figure 95 for a screenshot of this page.

Your Inventory Adjustments
Back to the Inventory Page
Adjusment # Vendor Placed By Posted On Total (Without S&H)
7 UnitedScrip admin 04/07/11 §75.00 Adjustment Details
6 UnitedScrip admin 02/17/11 §15.00 Adjustment Details
5 UnitedScrip admin 02/03/11 $150.00 Adjustment Details
4 UnitedScrip admin 02/03/11 -$165.00 Adjustment Details
3 UnitedScrip Admin 10/27/10 $.00 Adjustment Details
2 Kroger Admin 10/05/10 §57.60 Adjustment Details
1 UnitedScrip Admin 10/05/10 581600 Adjustment Details
Back to the Inventory Page

Figure 95

Recording Member Orders from Inventory

If you are recording a paper order that has been taken entirely from inventory:
1. Click on “Record a Member Order from Inventory” and enter each certificate that was

purchased. A screen like Figure 96 will appear.
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Entering a Member Order From Your inventory

Quantity:
Certificate Denomination Quantity Subtotal
Home Depot £25.00 2 £50.00
Olive Garden §25.00 3 $75.00
Date: |6/27/2011 =)
Comments: ‘ |
‘ Update My Cart ‘ ‘ Create and Add New Order ‘ | Create Order |
Nete: Contents of carts are saved per member. Member shopping caris in the group seciion of ScripZone.com are independent of i = s
section of ScripZone.com

2. Click on “Create and Add New Order.”

Figure 96

3. When you enter the last order, click “Create Order.” You will be returned to the Inventory

Center page.

Note: Orders placed from inventory will appear in the details for your next compilation. There will be a
check mark in the “INV” box. This means that when the order is compiled, these cards will not be
included in the summary sent to UnitedScrip. (See the highlighted portion of Figure 97.)

Details for Order Compile # 56

Order Compile On

lInvaice:
Tracking Irfo:
Start Compilation Procass Irevizw All Orders Depost Slip
LnitedScrip Surmmary Local Certificates Surmmary 8160 Labels
Crag a column keader and drog it here to group by that column
Order # Dale Placed By Place Ful Tearn Paymienl Tuldl Paymenls  PwfiL  Inv | Muve
. Hendrix Greg (Dy I lendrix Doy Scout Paid o 7 Order Ldt Ldit
S e Admin) Greg Troop Groun $185.00 500 | S1415 Cetails rder Payments
Figure 97

Inventory Summary Report

This report lists all of your inventory and the current number of cards that you have in house

98 shows an example of what your inventory summary may look like.

. Figure
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Your Inventory Summary

Return to Inventory Center Page

| % | rage |1 of |1 | & & |pdf

Summary of Your Inventory

Tuesday, June 28, 2011

Certificate Oty Profit Total Cost Total Value
1-800-Flowers.com 5320.00 43 3213.00 364300 3860.00
A Peain the Pod 5235.00 -3 -511.25 -5113.75 -$125.00
Al Wnght 52510 1 S0 1Y STAR Y 515300
Ave Hardware 52500 0 50.00 50.00 50.00
ACME $50.00 20 $40.00 S860.00 $1000.00
Advance Auto Parts  523.00 42 373.30 3876.50 31030.00
Barnes & Nuble Buokstores 310.00 -G -535.40 -554.60 -560.00
Chipotle $10.00 25 $25.00 $225.00 $250.00
Grocery Store $100.00 30 $250.00 S4750.00 $5000.00
Home Depnt 523 (0 -1 5200 S4B D =50y
Kroger 33.00 17 3340 35160 383.00
Olive Garden $23.00 -3 -56.75 -568.25 -573.00
Passano’'s 515 (N bl ST 50 5114730 ST 0
Festaurant $10.00 2 5240 $17.60 $20.00
Hestaurant 523 (H) LY S04 0 52196 (0 524500 (W)
Saleway 52300 78 575.00 51872.00 51930.00
Stater Brother's Markets  STIMR (N Ll S0 00 SN0 SENMY (M)

Figure 98
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Glossary

1.

10.

11.

12.

13.

14.

15.

16.

17.

ACH- Stands for Automated Clearing House; an electronic method of banking online. Customer
purchases are debited directly from the account provided by the member.

Campaign — The first step in setting up a program on ScripZone; it specifies the purpose for the
funds raised (eg. New Printers for the Computer Lab or the Annual Youth Camping Trip). This
function allows a group to define how the profit will be split among the organization, teams,
and families.

Compilation — A group of member orders that have been clustered together to form a
summarized list for UnitedScrip.

Concept — The individual retailers covered by a specific card. For example: the Darden gift card
contains the concepts: Olive Garden, Red Lobster, Longhorn Steakhouse, Bahama Breeze, and
The Capital Grill.

Concept Templates — Order forms offered in the Admin section of ScripZone which allows your
selected concepts to be listed alphabetically, by category, by face value, by denomination or by
discount percentage.

Credit — Outside profit generated by a member that can be recorded on ScripZone so that all
fundraising data is maintained in one place.

Direct Order — An order placed by a group coordinator without the need for profit information.
This order is not stored in any reports.

Disbursement — The recording of actual monies that have been released to or in the name of a
member.

Family — Often the individual participant in a group; can be interchangeable with member. One
family unit can have a single online account.

Inventory — Gift cards kept in stock at the group location; they may be sold directly to group
members.

Local Gift Card — Gift cards that are purchased by the organization from a company not
affiliated with UnitedScrip. For example: regional grocery stores and local small business
owners.

Local Supplier — Grocery stores or small business owners that offer gift cards to your
organization at a discount. The gift cards are purchased directly from the business and are not
retailers associated with UnitedScrip.

Member — The individual participant in a group.

Minimum — The amount of profit required to be generated before an organization will share
earnings with members; this function is available when setting up campaigns.

Order by ID Codes — UnitedScrip has assigned |d Codes that are associated with each Gift Card.
By clicking on the ‘Switch to ‘Order by Id Codes’ you may place your order by entering the
specific Iltem Code associated with a Gift Card. These item codes also appear in the invoice you
receive from UnitedScrip.

Profit — The face value of the cards minus the discounted amount and any applicable shipping
charges.

Purchase Order — An order created to restock inventory.
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18.

19.
20.

21.

22.

23.
24,

Report — A spreadsheet showing things such as orders and the profit that is generated available
by teams, families, campaigns, and by dates.

Scrip — Anything used instead of cash, for UnitedScrip, this is the gift cards.

Split — A division of the profit generated between the organization, teams, and families; this is
available when creating a campaign.

Summary — A list of orders or certificates and details; summaries are only available through an
individual compilation.

Supporter — A person who purchases gift cards so that an organization member may receive
the profit generated by that purchase.

Team — Divisions of an organization. This may include teachers, classrooms, clubs, grades, etc.
User — Any person registered on ScripZone.
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