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Create a Donation Form

Here’s what you now get right out of the box =
when you click the Donation Form box

Donation Form

on Create a New Form:

2. Donation Tools
Editable Donation Buttons
One-time or Monthly Giving
Tribute Donations w

4. Donor Fields

First & Last Name
Single-line entry address”*
Email fields with validation
Tribute Donations

YOUR LOGO HERE

Donation Information

$25 $50 $100 $250 Other

@Onetime EAMonthly

[0 15 this a tribute donation?

Donor Information

Unit#
Show Detalls

Payment Information

FHCredit Card il Electronic Check

el - [ )

(1 Is your billing info different?

Give $50 One time

1. Your logo

3. Tributes

Dynamic tribute button

Dynamic fields for gathering
mailing address, email address, or
Don’t Send for acknowledgements

5. Billing Tools

Credit Card & ACH Billing
PayPal option *
Option for different billing address
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Here are the
=

Post Transaction Capabilities

Process credit card donations

that will also be created right out of the box:

Auto-Created Success Auto-created
& Decline Transaction Pages Acknowledgement Email

Dear Charles,
YOUR LOGO HERE
Thank you for your contribution of $50.00
received on 11/5/2018 5:06:19 PM.

Your donation has been processed successfully. ) ) )
) No goods or services were provided in
Your Information

Name: ~*TRANSACTION_FIRSTNAME~* #~TRANSACTION_LASTNAME* return for the gift.
Address: “*"TRANSACTION_ADDRESSLINE1** A~ TRANSACTION_ADDRESSLINE2~~
AATRANSACTION_CITYAA, A TRANSACTION_STATEAA AMTRANSACTION _ZIPAn
AATRANSACTION_COUNTRYA# Here is your official receipt:
Email: ~ATRANSACTION_EMAIL_ADDRESSA*
Phone: **TRANSACTION_PHONE**

Your Information
Gift Information

Payment ID: **TRANSACTION_ID** Name: Charles Harrison
Payment Date: * “TRANSACTION_DATETIME~~ EST Address: 8200 GREENSBORO DR
Donation Amount: ** TRANSACTION_AMOUNT"” L.

MC LEAN, Virginia 22102-3892
United States
Email: charrison@charityengine.net
Phone:

Gift Information
Payment ID: 53044192

Payment Date: 11/5/2018 5:06:19 PM EST
Donation Amount: $50.00




Pro Tip 1! Rename your form!

© back Form — Form-2018-10-29_115218 — 10943

General Pages ayout Emai SEO Mobile Cards Advanced

Great! we have created your form. Click here to customize how
Name | Form-2018-10-29_115218 FO rm for G |V| ng Tuesd ay

Type | Donation

Url web.charityengine.net/Default.aspx?tsid=10943

Active yes

When you create the form, it will automatically name it based on the date it was created. Before
you do anything else, rename it to something that’s easier for you to remember in the
future. This name is not seen on the outside. This is only for your internal form management.
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Pro Tip 2! Edit the SEO tab!

Genera Pages Layout Emai SEO Mobile Cards Advanced

Meta Title = Giving Tuesday - 1 Day Event!

Meta Description  Our Organization participates in Giving Tuesday, bringing our mission and the work we do, to
this ane-day event, held on the Tuesday after Thanksgiving, to encourage Philanthropy.

Meta Keywords = Giving Tuesday Thanksgiving Danatians Charity Philanthropy Specific Mission

N

Meta Tags are the names that appear on the browser Tab. Adding a Description
and Keywords will help with Search Optimization.
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Pro Tip 3! Add PayPal- if heeded!

If you also want to have PayPal® as a
payment option on the form, check the box
on the Advanced>Payments>General Tab.

Enable PayPal

General Pages Layout Email SEO Mobile Cards Advanced
Payments Security Promos Data Regions Pledges Sustainers
General Processors

Enable Payment Processing
Enable One Click Giving
Enable PayPal

~worce Minimum Amount 0.00 (optional, 0 = use default account settings)

Min. Amount Message (optional - overrides d
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Pro Tip 4! Add Tags, Groups or Lists

You can automatically add attributions like Tags, Groups or put people on Lists by virtue
of the form they filled out. Go To Advanced>Data> and then select the Data point to add.

In the sample below, since this is a GivingTuesday focused form, we are adding the tags

“GivingTuesday Giver” and “Holiday Giver” so that we can easily communicate to them
around those events in the future!

O back Form — ORT - Giving Tuesday - Basic — 11020

Advanced

Data

CRM Tags

Available Tags  3rd Party - 501¢3 - m CREATE

NAME

CREATED ACTIONS
GivingTuesday Giver 11/5/2018 DELETE
Holiday Giver 11/5/2018 DELETE
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Next: Using emaill

autoresponders

When you create a form, a “Thank You”
email will be included automatically.

e includes all of the tokens from the form
e includes tax information

* ability to add personalization and branding

Return To Table of Contents

Dear Charles,

Thank you for your contribution of $50.00
received on 11/5/2018 5:06:19 PM.

No goods or services were provided in
return for the gift.

Here is your official receipt:

Dear AMMTRANSACTION_FIRSTNAMEAA,

On behalf of Gerry and everyone at the Giraffe sanctuar
thank you for making Giving Tuesday 2018 a success
with your gift of AMATRANSACTION_AMOUNTAA,

Your Information
Name: Charles Harrison |

Address: 8200 GREENSBOR( o ciaurc
MC LEAN, Virginia 22102-38¢ |
United States |
Email: charrison@charityengir <A
Phone: oo

Gift Information
Payment ID: 53044192 |
Payment Date: 11/5/2018 5:0f  “mmasicron smues

Address: “*TRANSACTION_ADDRESSLINE12*
™ S . AMATRANSACTION ADDRESS! INE2AA

Here is your information for your personal records.



Option 1. Use the Out-of-the-box responders

If you want to use out-of-the-box auto-responders... you’re done!

© Template — Form-2018-10-29_115218 Thank You Email — 3477 CANCEL UPDATE  ~

Genera HTML Email Centent ext Email Content

File Edit View Insert Format Table

= Paragraph
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L © ® @ 2 & InsertMedia

Dear ~~TRANSACTION_FIRSTNAME*~,

Thank yaou for your ~“recurringFrequencyFriendly~~ contribution of A~ATRANSACTION_AMQUNTA " received on _

AN TRANSACTION_DATETIME” 7.

No goods or scrvices were provided in return for the gift. Dear Charles,

Here Is your official receipt:

Thank you for your contribution of $50.00
Your Information i ‘0AR"

Name: AATRANSACTION_FIRSTNAMEAA AATRANSACTION_LASTNAVEAA recenved on 11/5/2018 5:06:19 P,
Address: "MMTRANSACTION_ADDRESSLINE1AMN AATRANSACTION_ADDRESSLINE2AA
AATRANSACTION_CITYA A, AATRANSACTION_STATEAA AATRANSACTION_ZIPA A : ; ;
AATRANSACTION COLUNTRYAA No goods or se.rV|ces were provided in
Email: ~ATRANSACTION_EMAIL_ADDRESSA~ return for the gift.

Phone: ~~TRANSACTION_PHONE~A~

Gift Information Here is your official receipt:
Payment ID: AATRANSACTION_IDAA

Payment Date: *"TRANSACTION_DATETIMEAA EST
Donat'on Amount; *~TRANSACTION AMOUNT~" ~“recurringFrequencyFriendly~* Your Information

Name: Charles Harrison
Address: 8200 GREENSBORO DR

The Standard Donation Email MC LEAN, Virginia 22102-3892
- . United States
The form will include a basic auto-responder called Email: charrison@charityengine.net
Standard Donation Email. It will be automatically triggered Phone:

after donations are made, even if you don’t do a thing! Gift Information

Payment Date: 11/5/2018 5:06:19 PM EST

I DAanatinrn Armaiinte 0 NN (-




Option 2. Use a favorite

If you already have a favorite auto-responder...Select it from the drop down.

© back Form — Form for Giving Tuesday — 10943

General Pages Layout Email SEO Mobile Cards Advanced

¥ Donor or Constituent Auto-Responder

Send Confirmation (send message to constituent upon successfultransaction)

Email Message

-

Email Message Standard Donation Email v

Subject ' Thank you

Display Name | Your Organization Name

Reply To | name@email.com (optional email if recipient clicks reply)

both

Log ° receipt acknowledgment none

(both will log as receipt and mark transaction as do not acknowledge)

I QUICK LINKS
iy
Pledges

Sustainers

Accounting

Where do you find the Message Templates?

Look in Configuration under Design & Message > Templates

Campaigns

Events

Advocacy

Online

Design & Messages

Templates

Mobile Pay

p
Donation Tribute Acknowledgement

v Standard Donation Email
Fundraising Portal Registration

Standard Thank You for Old Rag Trust

TY Volunteer Submission

© back Design Templates Sz : E c B8 S
ACTIVE FILTERS | Active

Search Class Type Dates

Old Rag * custom X)) system Al B All

Sort by Name |3 Viewing Summary X

NAME CLASS  TYPE FORMS ACTIVE CREATED  ACTIONS
0ld Rag - GivingTuesday Thank you - From Eleanor Custom  Receipt or Acknowledgment Message 1 Yes 11/5/2018
0ld Rag - GivingTuesday Thank you - From Eleanor-With Conditional Content Custom  Receipt or Acknowledgment Message 1 Yes 11/6/2018
0ld Rag Trust - General Acknowledgement Custom  Receipt or Acknowledgment Message 0 Yes 11/5/2018
0ld Rag Trust - General Acknowledgement from Word Custom  Receipt or Acknowledgment Message 0 Yes 11/5/2018
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Option 3. Design branded responders

To create a new auto-responder...roll over the Grey Gears next to Email Message

Click the Copy icon to start a new Message.
This will copy over the Tokens from your new form
so you don’t have to design from Scratch.

@

Email Message @ Standard Donation Email -

© back Form — Form for Giving Tugsday — 10943 ‘
Copy the Email Message Template

You cannot edit the Standard Donation Email
that comes with the form. Instead, just click the
copy icon. This will automatically bring up a copy to
work from where you can make any edits.

¥ Donor or Constituent Auto-Responder

Send Confirmation (send message to constituent upon successful transaction)

Email Message

Subject

Display Name

Reply To

Log

Standard Donation Email
Thank you
Your Organization Name

name@email.com

° receipt

acknowledgment both

(both will log as receipt and mark transaction as do not acknowledge)

(optional email if recipient clicks reply)

none

)

Edit the Email Message Template

Once you’ve copied the Standard Donation Email to
create a new one, this icon will allow you to make
any edits in the future.

Create a new Email Message from Scratch

This button means Create a New Message. However, it’s probably easiest to copy email
messages you’ve already created since they will be pre-populated with the right fields for
this form. That said, you can do whatever you want so if you want to create an entirely

new one, go ahead!
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Next: Using the
WYSIWYG editor for

Forms & Emaills

WYSIWYG refers to “What You See Is What You
Get” and refers to designing emails and forms.
It means the window in which you are laying out
the design will look like what the final design will
look like.

In this section, we will highlight tips on adding
images and text design to your forms and emails.

Return To Table of Contents

This Tuesday,

The
0Id Rag Trust

#givingtuesday @oldragtrust

Invest in a world where access to
the diamond of the Blue Ridge is forever.

How much can we count on you for?

$25 $50 $100 $250 {

®Onetime #Monthly

Is this a tribute donation?

Donor Information

Charles

—

Thank you George

Eleanor Franklin, Old Rag Trust
to gwashington ~

'ﬂi’na;.ﬁ-un

Dear George,

On behalf of everyone at the Qld Rag Trust,
thank you for your contribution of $25.00
that we received taday.

Because of vour aenerosity. kids like Jonah.



Designing with the WYSIWYG.

In this sample, we copied the Standard Donation Email and added our own language
and an email to create a branded email for The Old Rag Trust that is more personalized
and includes more targeted language. This was created entirely in the WYSIWYG.

File Edit View Insert Format Table
4 # B 7 S \Verdana 11pt A A F M EEEE IS = = = Paragraph
I o @ 2i InsertMedia & &
Thank you George
The Eleanor Franklin, Old Rag Trust
WRIQ Trust to gwashington ~
mmgﬁnn
Dear George,
On behalf of everyone at the Old Rag Trust,
thank you for your contribution of $25.00
Dear MTRANSAGTION_FIRSTNAMEA, et e recaved tocay.
Because of your generosity, kids like Jonah,
On behalf of everyone at the Old Rag Trust, ‘":I:' ! "‘i's sanmer °:1:’::‘° up C’I'dfﬂag' .
thank you for your MRECURRINGFREQUENCYFRIENDLY contribution of ATRANSACTION_AMOUNTAA iibegin  lfelang lave vih s Jewe of the Blue Ridge!
that we received today. Thank you and have a wancerful holiday season.
Because of your generasity, kids like Jonah, Sincoraly,
who | met this summer on a hike up Old Rag,
will begin a lifelong love with this jewsl of the Blue Ridge! ks
Thanlk vmi e lhavin o simmdadod halldao caneanae Elaanor Frankiin
CEO
Old Rag Trust
’ .
- Added Old Rag Trust logo - Inserted CEOQO'’s signature from .png
- Changed the font size and color - Used the Transaction Tokens
- Inserted images including the First Name in the

inserted horizontal lines Subject Line.
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Tips for using the WYSIWYG.

The WYSIWYG editor works relatively similarly for emails and forms. This slide shows Emails.

Insert Menu

Use this dropdown for
adding design elements:

Images

Tables

Media
Horizontal Lines

Insert Format Table

[ad Image

& Link

BB Media

4 Template

{s} Code sample

HH Table »

() Special character

— Horizontal line

= Page break

Nonbreaking space
[ Anchor
Table of Contents

Date/time »
 —————————

File Edit Insert Format Table

4 # B 7 S—|:/Brdana

View

| >
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B
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I
Il
il
I
i
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lil

11pt

I © @lxllnsenwledia s =

Paragraph

Dear MTRANSACTION_FIRSTNAME®,

On behalf of everyone at the Old Rag Trust,
thank yau for your MAECURRINGFREQUENCYFRIENDLYA* contribution of ATRANSACTION_AMOUNTAA

that we received today.

Because of your generaosity, kids like Jonah,
who | met this summer on a hike up Old Rag,
will begin a lifelong love with this jewsl of the Blue Ridge!

mrsimndaddod halidag cnnaan

Theanb cime cned b

Table

File Edit Insert Format
4 # B 7 S Verdana

L o =

View

e emn e s | (e

Paragraph

3
]
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b
|
i
i
lil
il

11pt A - B - £

2%  Insert Media =

@

Layout Bar

If you’ve ever created a word document, you’ll know how
to use this for layouts!

Insert Merge Tokens

Use this dropdown for
adding dynamic tokens
that will fill in based on the
transaction data:

Select the fields you want
to add. Fields highlighted
in green will be Inserted.
Then click Insert Selected.

You can continue to add
merge tokens as needed.

Date

CURRENT DATL

CURRENT DATE (MMM _D, Y¥YY)
CURRENT DATETEXT

CURRENT DATETEXT (MMM _D, YYYY)
CURRENT DATETIME

CURRENT DATETIME (N 3cotle clce to add

CLOSE
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Working with Images

If you want to include images, here are some tips on adding and editing:

File Edit View Insert Format Table

Insert Image 0 2 BT S Va1
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The first time you insert an image,
do it from the Insert Menu.

The
0T Rag Trust

Insert Format Table

[ad Image
You can either use a Or upload from your
URL of that image: desktop.
Dear MTRANSAGTION_FIRSTNAMEA”?,
Insert/edit image Insert/edit image * On behalf of everyone at the Old Rag Trust,
Gawenl | plsed General | Upond thank you for your MRECURRINGFREQUENCYFRIENDLY#* cantribution of A TRANSACTION_AMOUNTA»
- PP— that we received today.
Tags GessTpton s Because of your generasity, kids like Jonah,
Dwmemsicns * ¥ Constran propericns E ) I who | met this summer on a hike up Old Rag,
AR A MAGEHERS ; will begin a lifelong love with this jewel of the Blue Ridge!
7777777777777777777777777777777777 Thanb vm mnd bhacin - Anctid bhalicda..
[ o« [ X - —*

Insert/edit image

Ed it Image General | Upload

Important! Source |hnps://mediaz,charityengine.net/WF/ transactionS

To ensure that the image fits properly in the email,

make sure that the dimensions of the image, when you Once you’ve inserted the e desspion R
upload, are configured to no more than 700 pixels wide. image, you can edit it using the pimensions 50  |x|[2#1 |l|Constrain proportions
Image icon in the Layout bar.
Dimensions 650 X 241 + Constrain proportions
You can also use the Left, Center, and R conee

Right Justification icons to place the
image in the email window.
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FORMS: Adding Images & Text

To add images or text to the form, go to the Pages Tab.

You can add images and text to the Landing, Decline and Receipt Success Pages.

As you can see in the image, the editing for the Top part of the form was done in the Top Content Section. You can also add
content on the bottom of the form and that will go in Bottom Content.

When done designing, Click UPDATE.

 nace Form — ORT - Glving Tuesday - Baslc — 11020

The
- . , . o I Rag Trust

Tite

url web,charzyanginenetiUefault aspxitsid="1" G20

Terglate OFT-Sandard Fo'mVZ 5. <

Top Content | Flle Zan View nser “ormat Table

B /4 & ‘e 1 A B F K E ®E S - = 8B gy L o = 22

This Tuesday,
Invest in a world where access to
the diamond of the Blue Ridge is forever.

This Tuesday,
Invest in a world where access to
- - . 4
the diamond of the Blue Ridge is forever. How much can we count on you for?
$25 $50 $100 $250 Other
@Onetime 3 Monthly
tctom Lantent | Filc - Sdi-  Viow wert - Fonmat - Toble Is this a tribute donation?

Donor Information

Charles Harrison
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FORMS: Editing Section & Field Labels

Out of the box, the labels on the form match the
labels in the sections and on the fields. However,
you can edit them yourself.

In this example, we changed the label of the section
Donation Information to “How much can we count
on you for?”

The
OMd Rag Trust

This Tuesday,
Invest in a world where access to
the diamond of the Blue Ridge is forever.

How much can we count on you for?

$25 $50 $100 $250 Other

@Onetime £AMonthiy

Donor Information

Charles ‘ ‘ Harrison

How much can we count on you for?

$25 $50 $100 $250 Other

®One time #Monthly

To make changes to Section or Field Labels:

2 back Form — DRT - Giving Tuesday - Basic — 11020

[

CREATE NEWY SECTION CREATE NEW FIELD

CREATE NEW SECTION CREATE NEW FIELD

v Donation Information
Add Fleld
Donation Amount Manage
Delete
B Frequency

© back Form Section — Donation Information — 17135

Genera

* Name  Donation Information
* Label | How much can we count on you

* Display Order 1

Display Header
Display Landing Page

Display Confirmation Page

1. Go to Layout Tab on the form.

2. Go to the Section or Field that you
want to Edit or Remove.

Click the Manage button.

2. Change the Label and Click Update.
In our sample, we changed the default
label, Donation Information to “How much
can we count you for?

Note, we did not change the name of the
section.

Return To Table of Contents



FORMS: Editing Donation Amounts

You can change donation amounts or other items
that have multiple selections/data inputs.

To make changes to Donation Amounts

How much can we count on you for?

$25 $50 $100 $250 Other

1. Select the Value to Change ) _ [ new |
OOnetime EMonthly On Data Options, Click Manage . . c ——
next to the value you want to edit.
= = = 50 50 1 Manage | Remove
To find Donation Amount Options,
Manag»:- l Remove 100 100 T Manege | Remrove

from the Form Screen:
1. Go to Layout
2. Select field Donation Amount
3. Click Display > Data Options

250 250 e Manage | Remove

2- Change the Amounts © back Manage Form Field Option
Display If you want to change the amount on the |«
button, i.e. instead of $25, you want the
Data Options first amount to be $18, change both Fied DA
the Option Value and Option Value Option Label 75
© back Form Field — Donatio ou c UPDATE - fields tO $18 and CliCk Update.
Fleld Donation Amecunt : Default Option

Dynarnic Increment Value  0.00 ioptioral - supplemeris bsse Incrament)
Option Label 18

OnQick

Option Value 18

R EEEREREREREREREREREREPE L h§P—§P>5P5—~SPAaA—a—mmmaaamm——
If you want it to be the default selection,
click Default Option.

(Note: You can only have 1 default. The standard forms
are defaulted to $50, the second amount option)
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You’re done! Enjoy your Coffee. :)

Th
01 Rag T?'ust

#givingtuesday @oldragtrust

This Tuesday,
Invest in a world where access to
the diamond of the Blue Ridge is forever.

How much can we count on you for?

$25 $50 $100 $250 Other
®Onetime #Monthly

Is this a tribute donation?

Donor Information

Charles Harrison

Thank you George

Eleanor Franklin, Old Rag Trust
to gwashington ~

The
T Rag Trust

Dear George,

On behalf of everyone at the Old Rag Trust,

thank you for your contribution of $25.00

that we received taday.

Because of your generosity, kids like Jonah,

who | met this summer on a hike up Old Rag,

will begin a lifelang lave with this jewel of the Blue Ridge!

Thank you and have a wanderful holiday scason.

Sincerely,

% 'Lt,ﬁoth

Eleanor Frankiin
CEO
Qld Rag Trust

Return To Table of Contents




Send Acknowledgements

A CharityEngine Training Document
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Saying Thank You is easy. It’s also the best part.



https://media3.charityengine.net/WF/_transactionServerFiles/1/2018/11/7/AcknowledgementsFall2018.pdf
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https://media3.charityengine.net/WF/_transactionServerFiles/1/2018/11/7/AcknowledgementsFall2018.pdf
https://media3.charityengine.net/WF/_transactionServerFiles/1/2018/11/7/AcknowledgementsFall2018.pdf
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