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250 Bel Marin Keys Blvd., Suite A2   Novato, CA  94949

Phone: 800-282-4567     FAX: 415-382-9170

http://www.larkspurdata.com
Tax Exempt Opportunities

Basic Operations Walk-through

INTRODUCTORY / Prompt 6.2
The next 5 automated messages include a complete basic operation walkthrough for Tax Exempt Opportunities.  To repeat this message at any time press #.  Remember, you may review or print this script from the technical support page on our website, at www.larkspurdata.com.

First we want to say thank you for choosing Tax Exempt Opportunities from Larkspur Data to support your marketing efforts.  This CD-ROM leads the way to over one million tax exempt organizations.  Tax Exempt Opportunities data starts with 990 tax return filings and is appended with data from the National Center for Charitable Strategies and from a national business database.  Tax Exempt Opportunities includes information on charitable foundations, endowment funds, private universities and hospitals, religious institutions and other philanthropic causes.  

The latest Tax Exempt Opportunities CD Summer 2001 Version 2.1 was released in July 2001.  with the majority of the 990 filings from 12/99 through 12/00.

Please note the user guide in the front of the plastic case that contained the CD.  This is a five-page fold out that includes introductory, installation, basic operations and search information.

To run Tax Exempt Opportunities, keep in mind that you need to have the CD inserted in the CD-ROM drive at all times.  After completing the CD-Rom installation instructions you can open the program by clicking on the Start button on the bottom Windows taskbar of your screen.  Scroll up to Programs and over to the Larkspur folder.  From there, select Tax Exempt Opportunities.  When opening the program for the first time, you will come to the Limited Non-Exclusive License.  Once you confirm that you are licensed to use this product, simply remove it by clicking on the check mark next to “Show this dialog on startup” and then click Close.

There are a couple of terms I will be using during this walk-through that you might need to get familiar with.  Similar to Microsoft programs, the farthest top left menu bar has pop-down tables starting with File.  Also, there are square “Buttons” on the Tool Bar across the top with icons representing each of the different program functions.  Finally, within several buttons there are different sets of “Tabs”.

The Search Criteria Selection Screen is always your starting point.  Search criteria are grouped under four tabs.  This includes 28 different criteria fields to narrow your market focus by.  We will not be able to cover the descriptions on all 28 of these criteria fields in this walk-through but will discuss some of those most commonly used.  

To continue with the walkthrough for Searching and Help, press 3.

SEARCH & HELP / Prompt 6.3

To repeat this message at any time press #.

Let’s begin in the Tax Exempt Opportunities program with the first tab, which is Contact.  The first criteria field here is Organization Name for when you want to search for an individual organization.  Then there’s the address field to find all of those organizations on a particular street or in a particular building.  For broader geographical searching, use the next four criteria fields which are city, state, zip code and phone number for searching by area code.

Now let’s start doing an example search to help with hands on practice for the remainder of the walk-through.  Click on the Clear All button in the bottom right hand corner to empty any criteria fields you may have previously inserted, so that you will start with a new search.  Put your cursor in the white field next to State and type in the abbreviation of the state you are in.  Note the bottom Search Suggestion box will give you directions and examples for each criteria field, such as using the abbreviation of the state versus typing the full name.  Click on the Find button in the bottom left hand corner of the search screen, or press the enter key on your keyboard.  Now note the numeric total in the bottom white total box located next to the Clear Line and Clear All buttons.

Another criteria field here in the Contact tab is Activity Codes.  There is a complete listing of all of these IRS Activity Codes included in the Help Menu.  Let’s go now to Tax Exempt Opportunities Help to review a couple of these help sheets available.  Click on the big yellow ? Help button on the top right of the toolbar.  Then click on the Contents button in the top left hand corner of this Tax Exempt Opportunities Help pop-up window for a complete listing of help sheets available.  As you scroll through all the help sheets, notice Activity Codes fourth from the top for future reference.  You can click on the print button to the right of the Contents button to have a quick hard-copy reference of any of these help sheets.  One of the most useful help sheets we suggest you print-out is the Search Terms listing.  Search Terms is a complete listing of the different symbols or what we call operators you can use doing custom searching.  

For now, let’s close the help pop-up window to continue with our example search.  

To continue with the walkthrough for more Searching, press 4.

Cont. SEARCH / Prompt 6.4

To repeat this message at any time, press #.

Now, back in the Search Criteria Selection Screen, click on the third tab, which is Organization.  Many search criteria have pop-up windows displaying lists of possible entries associated with the field chosen.  Access pop-up windows by clicking on the gray button with the description of the search criteria.  For example, notice the first criteria field here which is Organization Type.  This is to find organizations by 501(c) category under which the organization is exempt.  Click on the Organization Type gray bar to view a list of options starting with (501(D)).  Note the directions which say to select more than one entry, hold down the control or shift key and Click on the entries to highlight them blue and then click OK.  For example, highlight charitable organization blue and then click OK.  This will insert the option Charitable Organizations in quotes in the Organization Type field.  Now click on Find to update your total.  Notice the gray boxes to the right of each criteria field, these represent a nationwide count for that field alone.  But the bottom white total box will show how many organizations meet all of the search criteria you have entered so far.  Each time you enter a new criteria and click Find this will narrow your Search and your total results in this box will decrease.  As of now, the bottom white total box should represent all the organizations in your state listed with charitable organization Activity Code.  Also note your search selections are posted in the skinny white bar above the Search tabs.  Another quick review of these can be found by clicking on the Summ (as in Summary) button which is fourth from the left on the top tool bar.  After reviewing, click on OK to close this pop-up window.

Now, click on the second tab which is called Financial.  You can also narrow your search by an organization’s assets size in the first criteria field here, Total Assets.  Let’s use the example in the bottom Search Suggestion box to find organizations with at least 100,000 dollars in the assets.  Notice the directions say to omit dollar signs.  Put your cursor in the white field next to Total Assets and type the > sign which is over the period on your keyboard and then a one with five zeros for one hundred thousand.  Click on Find again to update your total.  Finally, the bottom white total box should represent all the organizations in your state listed as being a charitable organization with at least $100,000 in assets.  

Note that after creating and completing a search, you can save it as a query for future use.  Please refer to the Help Menu for detailed instructions on saving and loading queries.

After you have a total in the bottom white total box, you can view the results of your search in the List and Detail Formats.

To continue with a List and Detail Reports walkthrough, press 5.

LIST & DETAIL Reports / Prompt 6.5

To repeat this message at any time, press #.

Now that we have a total in the bottom white total box, click the List button to view the results of your search. There are three List reports to choose from.  The first tab, List of Organizations format is similar to the look of a spreadsheet with four columns of data.  Click on the second tab Contact Sheet to view more of a calling list format.  Click on the labels tab to view your ready made labels.  These labels are formatted for Avery 5161 labels using a laser printer only.  Other font/formats are available by exporting the mailing label information.

Now click the A-Z Sort button on the tool bar for a list of criteria options to sort by in Ascending or Descending order.  You would use these sort options when you want to view your results in a certain order.  For example, click on total assets to highlight it blue, put the black dot next to sort in descending (as in David) order on the bottom and click ok.  After a short process, this will pull up the organization with the highest total assets first.

Now for detailed information about a specific plan, click the Detail button.  Your detail report includes the organization contact information, a financial summary, and the balance sheet data that apply to each.  To move from organization to organization use the arrows at the bottom left of the screen where the record number is indicated.

To continue with a Printing and Exporting walkthrough, press 6.

PRINT & EXPORT / Prompt 6.6

To repeat this message at any time, press #.

Now click back on the List button on the toolbar.  From the List of Organizations tab, note that each record is numbered and has a red check mark to the left of the list.  These are for printing and exporting purposes.  Click on the print icon button on the tool bar to review your options.  Place a check mark next to the List or Detail Formats you want to print-out.  This will give you a hard copy of exactly what is viewed on screen.  Click the black dot next to one of four record options:  All is to print all of the organizations found from your search.  The red check mark is for printing reports on only those organizations you left a checkmark on.  Current is to print just the organization highlighted at the time.  Or Range is to print sections of the list like 1 to 50 records at a time.

To transfer information from the Tax Exempt Opportunities to your word-processing, contact manager, spreadsheet or other software, click the Export button.  Choose the range of records, the fields of information you wish to export, and the location (drive/directory/file) to which the information should be transferred.  The data will be exported in a comma delimited (text) format, which can then be imported into your other software program.  Please review the export help sheet in Tax Exempt Opportunities Help for detailed exporting directions.

For detailed instructions on importing into your other software program, please visit the technical support page of our website at www.larkspurdata.com, which you can access by clicking on the Internet button on the toolbar.  Here we have provided complimentary help sheets with step by step instructions for importing various Microsoft Office programs.

For more detailed information on any Tax Exempt Opportunities functions or features, please refer to the listing of help sheets under Contents in the Help Menu by clicking on the yellow ? button on the toolbar.

For help in getting more familiar with the criteria fields and how to use them to target your marketing niche, review Sample Searches to Get You Started starting on page 6 of your user guide.  Also visit the Larkspur Data website to find sales ideas and other resources to help with your marketing needs.  Again, you can reach the Larkspur Data website by simply clicking the Larkspur Data Internet button on of the toolbar.  To return to the Search Criteria Selection Screen, simply click back on the Search binocular button on the far left side of the toolbar.

This concludes the Tax Exempt Opportunities basic operations walk through.  To return to the main products menu press the star key.  If you need any further assistance and would like to leave a voice message or speak to a technical support representative, Monday through Friday 7:30 am to 4:00 pm, Pacific Standard Time, press 0.

Thanks again for choosing Larkspur Data, our business is helping increase your business!
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