HOW CAN MAIN EVENT/CAMPAIGN OWNER ADD OFFLINE DONATIONS?
-If you receive cash, check or other types of donation, you can input those as offline donations by:  

1. Click the dropdown beside the Publish/Unpublish button
2. Click Offline Donations
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3. Click Add New Donation
4. A pop up window will show up wherein you can fill out the necessary fields for the offline donation.
5. Once you’re done filling out, click Save & Add New or Save & Close
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*Notes: 
1. Email is used as unique identifier so if same email is used for two or more offline donations then they would copy the same first and last name of the last offline donation you entered which again has the same email address as the others. 
2. If an email is added, then an acknowledgement will be sent to the donor.
3. To track additional information, click on “More”.

Do you want your offline donations reflected in the goal thermometer? If so, you can do this by going to:

1. Click the dropdown beside Publish/Unpublish
2. Click Event Configuration
3. Toggle on “Include offline donations on goal thermometer”
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HOW CAN FUNDRASIERS (NONPROFITS/TEAMS/INDIVIDUALS) ADD OFFLINE DONATIONS?
-If you receive cash, check or other types of donation, you can input those as offline donations by:  

1. Click the Offline Donation button found on the upper right side
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2. Click Add Offline Donation
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3. A pop up window will show up wherein you should fill out the fields for the offline donation.
4. Once you’re done filling out, click Save & Add New or Save & Close
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*Notes: 
1. Email is used as unique identifier so if same email is used for two or more offline donations then they would copy the same first and last name of the last offline donation you entered which again has the same email address as the others. 
2. If an email is added, then an acknowledgement will be sent to the donor.
3. To track additional information, click on “More”.

Do you want your offline donations reflected in the goal thermometer? If so, you can do this by going to:

1. Event/Campaign Overview tab
2. Toggle on “Include offline donations on goal thermometer”
3. Click Save
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*Note: Your menu items may look slightly different depending on your login (i.e. Event/Campaign fundraiser will have more options than others). 

HOW TO VOID OR REMOVE AN OFFLINE DONATION?
To void donations:

1. Click the dropdown beside the Publish/Unpublish button
2. Click Offline Donations
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3. Click the void icon (beside edit) for the offline donation you want to remove. 
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4. A pop up box will show up to make sure if you really want to void the offline transaction. Click OK if you are sure. 
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*Note: Once void, your donations will show up in a different color.

HOW CAN ADMIN SEE THE LOGS FOR RESET PASSWORD AND RESEND IF NECESSARY?
· Only the main campaign/event owner and the nonprofit fundraisers have this feature. They can see all the fundraisers under them who have reset their password, the temporary password given to them and resend the email if needed. 

1. Click the Global Configuration gear
2. Click Show Reset Password Log
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3. You will see the history of all the fundraisers who have reset their password along with their other information like the username and the newly generated temporary password that was sent to them. The status is shown as: 
· “Pending” if they have not changed their temporary password yet 
· “Success” if they have logged in to their account and changed their password to replace the temporary password.
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*Note: If you wanted to resend the email for temporary password, click on the RESEND PASSWORD button. 

HOW TO INCLUDE SPONSORHIP RAISED IN GOAL METER?
-Sponsorships, along with donations can be included in the goal meter on the public site so people can see how close you are to your goal. Donation and sponsorship will be displayed in separate colors on the goal thermometer. 

[image: https://nonprofiteasy.zendesk.com/attachments/token/Vn8oTr9ucD5nTEIWHf6j7TzGv/?name=inline-815837243.png]

1. Click the drop down beside the Publish/Unpublish button
2. Click Event Configuration
3. Enable “Include Sponsorship amount in fundraising meter”
4. Click Save
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HOW TO RESEND EMAIL Notifications (such as donation acknowledgement, event registration details, fundraiser’s sign-up details and more)
-Resending an email notification sometimes is needed especially when someone has not received it. You can resend these emails to the same email address or put a different one.

1. Once you are in the event/campaign, hover your mouse over the box and click the edit (pencil) icon.
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2. Got to Email Notifications tab
3. Click the drop down beside Edit
4. Click View email log
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5. Click the resend icon
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6. A pop up window will appear where you can see the content of the email. Scroll down to the bottom. You will see the receiver’s email, you can leave it as is or enter a different email address in case the person has another email address which he/she prefers to receive the email.
7. Click Resend Email
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HOW TO EDIT UPLOADED PICTURES IN MEDIA

1. Once you are in the event/campaign, hover your mouse over the box and click the edit (pencil) icon.
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2. Go to the Media tab
3. Choose the picture you want to edit from the Banner or Photo Gallery
4. Hover your mouse over the picture
5. Click Edit (pencil) icon
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6. A pop up window will show up where you can edit the pictures like resizing it, cropping, adjusting the brightness, put stickers, add frames, etc…
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7. Click Apply once you’re done editing the image. 
8. Click Save

HOW TO HYPERLINK A TEXT

1. Highlight the text of your choosing
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1. Click the "link" icon (inverted 8)
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1. Paste the URL of the site you want to link with the text
1. Click Ok
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1. You can go to the next tab (Target tab). Click the drop down and choose New Window if you want the link to open in a new window.
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1. Click Ok
1. Lastly don’t forget to click Save & Exit or Save & Next so the changes you’ve made won’t be lost.
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HOW TO EXPORT A DONATION REPORT

1. Once you are in the event/campaign, hover your mouse over the box and click the edit (pencil) icon.
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2. [bookmark: _GoBack]Go to the Reports tab
3. Click the Donations tab
4. Click Export to only get the report of a certain page or filtered dates
5. Click Export All if you want to get all the results of the online donations since the event/campaign started
6. Toggle on the “Show Offline Donations” then click Search to export only the offline donations.
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*Note: Your menu items may look slightly different depending on your login (i.e. Event/Campaign owner will have more options than others). 





image5.png
ADD OFFLINE DONATION

e




image6.png
ADD OFFLINE DONATION HERE @

ADD OFFLINE DI CReDITTO

NONPROFIT

Select Nonprofit v
TEAM

Select Team v
INDIVIDUAL

Select Individual v

DONATION DATE

Donation Date (]

) I




image7.png
EVENT METAL FOR TEENS

body p >

Include offline Donations on Goal No 0 Yes Include Donations + processing No Yes
thermometer? fees on Goal thermometer?

CANCEL — 3 m




image8.png
AADD NEW DONATION ‘ search Donation Q| [_] Do not show void transactions SEARCH ‘

1 Color denotes the synchronized transactions | Color denotes the void transactions

TOM BOMBADIL $65.00 RefNo:
[ TOM@EXAMPLECOM [ ON3/4/15 AND Credied EDIT O

$0.00 FEES





image9.png
fundlyenterprisedemo.com says:

Are you sure you want to Void the transaction. Click OK if you want to
Void the transaction else click Cancel

] Prevent this page from creating additional dialogs.





image10.png
dd/Upload Contacts

Image Gallery

Donation Levels
Agreements

Discount/Promo Code

sync

Custom Dataset

Form Configuration
Reconciliation Report

Show Reset Password Log




image11.png
GLOBAL CONFIGURATIONS - FORGOT PASSWORD HISTORY

Search UserName

Hardik
Pithadiya

ab

test test.

test test.

test test.

test test.

cpcind1

individualtoagency3

nonprofitt

nonprofitt

nonprofitt

nonprofitt

Individual

Individual

NonProfit

NonProfit

NonProfit

NonProfit

Lg:Ivakt:mw:+

mogI60Ravx-190

YKWOV:#4A(E/0y

(61*A33WJAUH_

hLx&cpepsz@reN

Success.

pending

pending

Success.

pending

pending

2017/04/21
10:04:06

2017/04/12
19:55:02

2017/04/05
07:01:51

2017/04/04
17:32:42

2017/04/04
17:29:19

2017/04/04
17:25:24

hardik pithadiya@nonprofiteasy.nef

jassy.suarez@fundly.com

narcisojassy@yahoo.com

narcisojassy@yahoo.com

narcisojassy@yahoo.com

narcisojassy@yahoo.com

RESET PASSWORD

RESET PASSWORD

RESET PASSWORD

RESET PASSWORD

RESET PASSWORD

RESET PASSWORD




image12.png
S, Ryl Ao nns o

Funds P ey




image13.png
EVENT - METAL FOR TEENS

Allow Agency Signup

Allow Individual Signup

Include sponsorship amount in fundraising meter

Include offline Donations on Goal thermometer?

Allow Multiple Registration

No

No

No

No

Yes

CUSTOM DOMAIN SETTINGS PREVIEW UNPUBLISH

Alow 1eam signup | offine Donations

-
) e

o) . Confizurstion

Display Sponsor Tab First

-
Include Donations » processing fees on Goal thermometer?  No Yes
Include supporters' offine donation amount in fundraising  No Yes
meter

Allow individuals fundralsers to change agencies/team No 0 Yes

_bm




image14.png




image15.png
Email Notifications

X Events

EVENT - METAL FOR TEENS

EMAIL NOTIFICATION

Attendee Registration

Donation Received

Donation Acknowledgement

Individual Registration

Attendee Registration

Donation Received

Donation
Acknowledgement

Welcome to Fundly
Enterprise

erikmetzler@non;

ofiteasy.com

erik.metzler@nonprofiteasy.com

erik.metzler@nonprofiteasy.com

erikmetzler@nor

MetalCraft Society

MetalCraft Society NonProfit DT
Preview
MetalCraft Society Donor
Send Test Email
View email log
MetalCraft Society Individu




image16.png
EMAL FROM

erikmetzler@nonprofiteasy.com

erikmetzler@nonprofiteasy.com

erikmetzler@nonprofiteasy.com

erikmetzler@nonprofiteasy.com

EMALTO

erikmetzler@nonprofiteasy.com

erikmetzler@nonprofiteasy.com

erikmetzler@nonprofiteasy.com

erikmetzler@nonprofiteasy.com

0412772017

0411172017

03/16/2017

03/16/2017

saTus RESEND EMAL
Rejected )
Rejected )
sent )
sent =

-




image17.png
El DATE

03/16/2017
EMAIL ADDRESS
hardik p@npedonation.com
PHONE NUMBER
BENEFITING
fitd
METALCRAFT SOCIETY
fitd $46.25
fitd
fitd

© COPYRIGHT 2017. IGNITE FUND AL RIGHTS RESERVED.

EMAILTO

erikmetzler@nonprofiteasy.com

”~ e





image18.png
# Events N Campaigns

EVENT - METAL FOR TEENS

@ Transparent () Opaque () Fixed Height





image19.png
Photo Editor [x)

7w 0200 00s 1§ »

Enhance  Eflects  Frames  Stckers  Crop  Resize Orlenfaon  Focus  Brightness Contrast Saturaon  Warmih

o,

-~ Powered by Aulary.




image20.png
cus

OM DOMAIN SETTINGS PREVIEW UNPUBLISH -
FUNDRAISER DEFAULT CONTENT.

® G « - by

2u




image21.png
body p 4




image22.png
Link

Linkinfo  Targst Upload  Advanced

LinkType 3c
URL

. x
Profocol  URL by
i fundlyenterprise.com

2

Browse Server
e mal

- =0




image23.png
Link

Linkinfo  Target Upload  Advanced

Target
New Window (_blank)
e
”
2





image24.png
EVENT STORY
[THIS T

WILL BE DISPLAYED ON EVENT PAGE]

Shles - Nomal - Fot - Sz - A- @ 3 4 ?

Metal for Teens




image25.png
Menu items

EVENT - METAL FOR TEENS

\ddry

Denotes sp

yload Contacts

Color denotes the synchronized transactions

Donation Donation Date To Show Offline Donatio:
$672.74 10:46 On Beh, ONLINE
$2,018.24 10:46 On Beh, ONLINE

Color denotes the void transactions




image1.png
Offline Donations

Agencies
Attendees

Event Configuration




image2.png
EVENT - METAL FOR TEENS

ADD NEW DONATION

TOM BOMBADIL
TOM@EXAMPLE.COM

ARJUN METZLER
ARJUN@EXAMPLE.COM

ARJUN METZLER
ARJUN@EXAMPLE.COM

BACK

Search Donation

[[] po not show void tran

Color

$65.00
ON 3/4/15 AND
$0.00 FEES

$0.00 FEES.

$2,000.00
ON 3/9/15 AND
$0.00 FEES

ADD OFFLINE DONATION HERE

CREDITTO

NONPROFIT

Select Nonprofit

TEAM

Select Team

INDIVIDUAL

Select Individual

DONATION DATE

Donation Date (]

o——) VYR




image3.png
EVENT - METAL FOR TEENS

Allow Individual Signup

Include sponsorship amount in fundraising meter

Include offline Donations on Goal thermometer?

Yes

Noo

Yes

es

CUSTOM DOMAIN SETTINGS PREVIE\

UNPUBLISH

‘Offline Donations

Display Sponsor Tab First Agencies
Attendees
» Event Configuration

Include Donations + processing fees on Goal No
thermometer?

Yes
Include supporters' offline donation amountin ~ No
fundraising meter

Yes

3




image4.png





HOW CAN MAIN EVENT/CAMPAIGN


 


OWNER ADD


 


OFFLINE DONATION


S?


 


-


If you receive cash


, 


check 


or other types of 


donation


, you can input those as 


offline donation


s 


by: 


 


 


 


1.


 


Click the dropdown beside the Publish/Unpublish button


 


2.


 


Click Offline Donations


 


 


 


 


3.


 


Click Add 


New Donation


 


4.


 


A pop up window will show up wherein you 


can


 


fill out the


 


necessary


 


fields for the 


offline donation.


 


5.


 


Once you’re done filling out, click Save & Add New or Save & Close


 


 




HOW CAN MAIN EVENT/CAMPAIGN   OWNER ADD   OFFLINE DONATION S?   - If you receive cash ,  check  or other types of  donation , you can input those as  offline donation s  by:        1.   Click the dropdown beside the Publish/Unpublish button   2.   Click Offline Donations         3.   Click Add  New Donation   4.   A pop up window will show up wherein you  can   fill out the   necessary   fields for the  offline donation.   5.   Once you’re done filling out, click Save & Add New or Save & Close    

