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Create New Forms in Quick Actions. 
Once your form is created, find it in 

Web Forms > Search & Manage



1. Your logo

2. Donation Tools 
Editable Donation Buttons


One-time or Monthly Giving

Tribute Donations w

Create a Donation Form  
Here’s what you now get right out of the box


when you click the Donation Form box 

on Create a New Form:

4. Donor Fields 
First & Last Name


Single-line entry address*

Email fields with validation


Tribute Donations
5. Billing Tools 
Credit Card & ACH Billing

PayPal option *

Option for different billing address

3. Tributes 
Dynamic tribute button

Dynamic fields for gathering 
mailing address, email address, or 
Don’t Send for acknowledgements
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Here are the   
Post Transaction Capabilities 
that will also be created right out of the box:

Auto-created  
Acknowledgement Email

Auto-Created Success  
& Decline Transaction Pages
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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.

Pro Tip 1! Rename your form!

Return To Table of Contents



Meta Tags are the names that appear on the browser Tab. Adding a Description 
and Keywords will help with Search Optimization.

Pro Tip 2! Edit the SEO tab!
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If you also want to have PayPal® as a 
payment option on the form, check the box 
on the Advanced>Payments>General Tab.


Pro Tip 3! Add PayPal® if needed!
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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!

Pro Tip 4! Add Tags, Groups or Lists
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Next: Using email 
autoresponders

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

• includes all of the tokens from the form 

• includes tax information

• ability to add personalization and branding
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If you want to use out-of-the-box auto-responders… you’re done!

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

The Standard Donation Email 
The form will include a basic auto-responder called 

Standard Donation Email. It will be automatically triggered 
after donations are made, even if you don’t do a thing!
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Option 2. Use a favorite

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

In this example, we already have a favorite Email 
Message, called Standard Thank You for Old Rag 
Trust. So, just select it and click update!
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Where do you find the Message Templates? 
Look in Configuration under Design & Message > Templates



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

Option 3. Design branded responders

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. 

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!

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.

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.
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Next: Using the 
WYSIWYG editor for 

Forms & Emails
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. 
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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. 

• Added Old Rag Trust logo 
• Changed the font size and color 
• Inserted images  
• inserted horizontal lines 

• Inserted CEO’s signature from .png 
• Used the Transaction Tokens 

including the First Name in the 
Subject Line.

Designing with the WYSIWYG.

Return To Table of Contents



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

Tips for using the WYSIWYG.

Insert Menu 

Use this dropdown for 
adding design elements:


• Images

• Tables

• Media

• Horizontal Lines


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.


Layout Bar 

If you’ve ever created a word document, you’ll know how 
to use this for layouts! 
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If you want to include images, here are some tips on adding and editing:

Working with Images

You can either use a 
URL of that image:

Edit Image 

Once you’ve inserted the 
image, you can edit it using the 
Image icon in the Layout bar. 


You can also use the Left, Center, and 
Right Justification icons to place the 
image in the email window.

Insert Image 

The first time you insert an image, 
do it from the Insert Menu.

Or upload from your 

desktop.

Important! 
To ensure that the image fits properly in the email, 
make sure that the dimensions of the image, when you 
upload, are configured to no more than 700 pixels wide.
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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.

FORMS: Adding Images & Text
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To make changes to Section or Field Labels:

FORMS: Editing Section & Field Labels

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


Click the Manage button.

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?”

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. 

1. Go to Layout Tab on the form.
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To make changes to Donation Amounts

FORMS: Editing Donation Amounts
You can change donation amounts or other items 
that have multiple selections/data inputs.

1. Select the Value to Change 

On Data Options, Click Manage 
next to the value you want to edit.

2. Change the Amounts


If you want to change the amount on the 
button, i.e. instead of $25, you want the 
first amount to be $18, change both 
the Option Value and Option Value 
fields to $18 and click Update.  

To find Donation Amount Options, 

from the Form Screen: 


1. Go to Layout 
2. Select field Donation Amount 
3. Click Display > Data Options

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. :)
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Saying Thank You is easy. It’s also the best part.

Send Acknowledgements
A CharityEngine Training Document

Don’t Forget to Check Out…
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