Step-By-Step AER Guide to Reporting 2022
Table of Contents
Navigating to and Opening the AER Portal
Landing Page
Creating a new Fund Impact Questionnaire (FIQ)
FIQ – General Section
FIQ – Signature Block
FIQ – Scholarships
FIQ – Programs & Research
FIQ – Faculty
FIQ – Save or Submit
FIQ – Opening a Saved FIQ
FIQ – Export
FIQ – Statuses
FIQ – Export Fund List
FIQ – Dashboard
AER Packet Contents
Writing tips
Central Donor Relations Contacts

Office of Donor Relations
University Advancement
University of Florida
2022

1
3
6
6
7
7
9
9
10
10
11
11
12
12
13
13
13

Step-By-Step AER Portal Guide 2022
AER Reporting Portal Purpose:
•

Enhance efficiency and quality of the AER reporting process

•

One central reporting location for all C/U’s

•

Increased transparency around AER reporting process

1. Navigating to and Opening the AER Portal
a. The AER reporting portal is a feature within AdvancementHub- https://intranet.uff.ufl.edu

b. There are three types of users within the portal
i. Fund Administrator/Faculty/Staff
•

Role: Complete FIQ reports for funds to which they are assigned.

ii. AER Reps
•

Role: Edit and approve all FIQ reports for their unit.

•

Ensure all FIQ reports for their unit are complete.

iii. Central Donor Relations
•

Role: Second edit and approval.
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c. Fund Admin/Faculty/Staff can get to the portal by using the above link which will grant limited access to
AdvancementHub.
•

Note- If you were granted access to the portal in 2020 your access is still open.

AER Tile
i. Once you click on the link you
will be taken to your profile

Landing Page

page which looks like the
above screen shot.
ii. Click on the AER Portal tile.
iii. Land on AER Landing Page.
d. AER Reps
i. Travel to AdvancementHub
and click on the carrot in the top left corner to open the HUBWay side menu.
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ii. On the HUBWay side menu click on myHUB.

iii. This will take you to your profile. Click on the AER Portal tile.
iv. Land on AER Landing Page.

If you are unable to access the AER Portal:
1. Submit your Gator Link credentials on the portal login page
2. E-Mail mhyle@uff.ufl.edu notifying you have provided your credentials
3. You will then receive a confirmation that your access to the portal has been
granted and follow instructions 1.c.

2. Landing Page
a. The AER landing page is the home page of the portal.
b. This page has many helpful features including the ability to:
i. filter list
ii. search for a specific fund
iii. see the current status of each fund
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Filter
c. Filtering on the Landing Page

i. Once you click on the filtering icon a pop-up window will appear with multiple filters.

ii. Choose your filters and click Apply.
iii. The landing page list will filter to your specifications.
iv. Click save to save this filter for the next time you work in the portal.

v. To save you will be prompted to
name the filtered list.
vi. From the landing page you can sort
and open saved filters.
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d. Searching on the Landing Page
i. Search is located at the top right as an eye glass icon.
ii. Click the eye glass and a text box will appear.

Search
Export

iii. Type in the fund name or the fund ID to use this function.

e. Information Icon on the Landing Page

Dashboard
Information

i. Clicking on the information icon will give brief instructions for the current page.
f.

Dashboard Icon on the Landing Page
i. The dashboard icon will open the AER FIQ Dashboard.
ii. The AER FIQ Dashboard shows the completion of required FIQs for the whole university and for
each college or unit.

g. Export Icon on the landing Page
i. Clicking on the Export icon will create a excel document of your current filtered list.
ii. The excel document will include the fund number, fund name, fund admin., FIQ type, tier, unit
and FIQ status.
h. Fund Details on the Landing Page
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3. Creating a new Fund Impact Questionnaire (FIQ)
a. Once you click on a fund the fund pop-up window will appear.
b. This is a snap shot of the fund, donors, and FIQ reporting status.
c. Click the (+) icon to create a new report.

4. FIQ – General Section
a. The general section of the FIQ provides the:
i. Fund Name
ii. Fund Admin Name
iii. Fund Purpose
iv. Donor Name i.e.
recipient of the FIQ
b. If more than one donor is listed, you will need to deselect any donor you do not want to receive the
current FIQ.
i. You will need to complete another FIQ for those deselected donor/s to ensure all donors receive
a FIQ with their AER packet.
ii. This function is designed to allow fund holders to write personalized reports for donors.

6

5. FIQ – Signature Block
a. The FIQ signature block should be completed by the person who is best equipped to report gift impact.
b. Include either your pre or post-nominal title(s) with your first and last name.
c. If you hold a named position, include the entire title in the second field after your position.
d. Use the format “Department of” when writing out your department name.
i. No abbreviated names
ii. Deans should use “Office of the Dean”
e. Select your college/unit’s name from the drop down list.
f.

Sample Signature:
Dr. Mary Smith
Professor and Alberta Gator Chair of Organic Chemistry
Department of Chemistry (for Deans- write “Office of the Dean”)
College of Liberal Arts and Sciences

6. FIQ - Scholarships
a. Two types of scholarships:
i. Scholarship
ii. Fellowship
b. Was the scholarship:
i. Awarded?
ii. Not awarded?
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c. If the scholarship or fellowship was awarded then write in the scholar’s name and major.
i. For more than one scholar click the add icon (+), and more fields will appear.
Additional
Awardees

ii. The name/s will populate in the viewer below, which includes the standard gratitude paragraph
with variable information.

d. If the scholarship or fellowship was not awarded then you will need to provide a brief explanation to the
donor as to why funds were held.
i. A text field will appear when you choose Not Awarded.
ii. Your brief explanation should be 1-3 sentences.
iii. The explanation will appear in the “narrative review” box below which includes the standard
gratitude paragraph with variable information.
iv. Tip: Read full narrative (3 paragraphs) to ensure word flow sounds appropriate.

v. Example Explanation
•

Unfortunately, the College was unable to award this past year as there were no eligible
recipients. The student body of UF is wide and diverse and we hope to work with you to
amend the awarding criteria this coming year.
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•

Due to the relative newness of your fund, the College has decided to let funds accrue in
order to make a significant impact on a student’s life. We look forward to reporting on
the power of your gift in next year’s report.

vi. Important Notes
•

If a scholarship report omits either the scholar name or the non-awarding reason, the
FIQ will be excluded from the full report packet to the donor.

•

If the non-awarding reason is not written in complete sentences, Donor Relations will
ask the Unit to please resubmit the FIQ.

•

Reminder- Mail out the student thank you letters in real time (do not wait to send them
at the same time that AERs are mailed).

•

Remember- Track your mailings of student notes as a contact report on the donor’s
Advance record.

7. FIQ – Programs & Research
a. P&R funds have 3 questions to answer.
b. If a question is not answered, the check box next to the question will need to be unchecked to exclude
any empty questions on the final report.

8. FIQ – Faculty
a. Faculty funds have 4 questions to answer.
b. If a question is not answered, the check box next to the question will need to be unchecked to exclude
any empty questions on the final report.
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9. FIQ – Save or Submit
a. Authors may save their work and come back to it at a later time by clicking “Saved as Draft” under the
Action section.
b. Clicking “Submit” will indicate the author’s completion of this FIQ.
c. Once submitted the author will be brought back to the portal landing page.
d. The next step is AER Rep approval.

10. Opening a Saved FIQ
a. Once an FIQ has been created and the status has been saved, the fund information on the landing page
will automatically update.
b. Click on the Fund Name to open the pop-up window.
c. Click on the Admin Name to open and edit the saved report.

Click on Fund Name

Click here to start a
new report

Click here to open
saved report
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11. FIQ – Export
a. Click the export icon

on the top right of the FIQ page to export a sample FIQ report.

12. FIQ – Statuses
a. Not Submitted
i. FIQ has not been started and/or FIQ is not required.
b. Fund Administrator Saved as Draft
c. Fund Administrator Submit
i. Submitting means the author has read and approves the report content.
d. AER Rep Save as Draft
e. AER Rep Approved
i. Only assigned AER Reps have this ability.
ii. Submitting means the AER Rep has read and approves the report content.
f.

Donor Relations Save as Draft

g. Donor Relations Approved
i. Only Central Donor Relations has this ability.
ii. All fund with this status are ready for printing.
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13. FIQ – Export Fund List

a. Click the export icon

on the Landing Page to export a custom excel fund list.

b. The list will export as it is filtered on the Landing Page.
c. The excel document will include the fund number, fund name, fund admin., FIQ type, tier, unit and FIQ
status.
14. FIQ – Dashboard
a. The AER FIQ Dashboard shows:
i. The overall completion of FIQs across the University, and
ii. Each college or unit’s FIQ completion progress.
b. Click on the college/unit name to be taken to the unit’s FIQ required Landing Page.
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15. AER Packet Contents
Tier A
VP Message

Tier B
VP Message

Tier C
VP Message

Dean's/Director's Message and
Unit Highlights

Dean's/Director's Message and
Unit Highlights

Dean's/Director's Message and
Unit Highlights

Personalized Fund Financial
Data

Personalized Fund Financial
Data

Personalized Fund Financial
Data

Endowment Performance
Booklet
Glossary of Terms
Donor Satisfaction Survey

Endowment Performance
Booklet
Glossary of Terms
Donor Satisfaction Survey
Personalized Fund Impact
Report (FIQ) SCHOLARSHIP
FUNDS ONLY

Endowment Performance
Booklet
Glossary of Terms
Donor Satisfaction Survey

Personalized Fund Impact
Report (FIQ)

16. AER Timeline
•
•
•
•

April: Portal opens to all users. FIQ reporting begins
Mid-June: Content for Dean’s message and C/U highlights must be e-mailed to Central Donor Relations
August 30: All narrative reports (fund impact questionnaires) for Tier A funds and Tier B scholarship funds
must be submitted through the portal.
September & October: Central collates, prints, and mails/emails all AER reports.
o Note: Notifications of the AER mailing will go through WIX

17. Writing tips
a. FIQ should be written by the person best equipped to report gift impact
b. Remember to recognize and show appreciation for donor support
c. Illustrate the impact of their giving through story telling
d. This is an opportunity to strengthen the relationship between UF and donors
e. Show return on the donor’s investment with examples of how the funds were used
f.

Make sure your narrative reflects the fund purpose. Fund purpose can be found on the General section
of the FIQ.

18. Central Donor Relations Contacts
Micah Hyle
Associate Director of Stewardship & Data
mhyle@uff.ufl.edu
352-392-8310
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