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STEP ONE:

If you have an existing account, log in with your username and password. If you do not have an account,
click “I do not have a username or password” to setup an Active.com user account.

STEP TWO:

Setup Beneficiary Information - this page is used to collect and store all contact and payment
information. Please enter your Organization, Accounting, and Contact Information and click Continue.

Note: This information is extremely important because it determines where your checks get sent and the
information communicated in all donation receipts. The check must be payable to a non-profit or
organization.



STEP THREE:
Design Your Campaign Web Page - here you will create your web page’s title and web address.
This page is also where you acknowledge the Service Agreement. Please enter your Campaign

Details and consent to the Service Agreement then click Continue.

STEP FOUR:

Customize Your Campaign Web Page - on this page you can begin to customize your online campaign
page, though you are not required to input any information. We strongly encourage you to take
advantage of the available tools either now or at a later date.

Some of the available tools include setting your color scheme, entering a welcome message, creating a
fundraising goal and date, etc. Enter as much information as you desire and click Save & Finish at the
bottom of the page.

Note: You will be able to return to this page at any time to further take advantage of these customization
tools. There are additional instructions at the end of this help document.

Congratulations! You now have an Active Giving Sol utions campaign and are ready to start
collecting donations online! You can return to your campaign center at any time by visiting
www.activegiving.com _ and logging in with you username and password.




If you need further assistance please contact our s upport team at
clientsupport@activenetwork.com _ or call 888.620.8717 (option 2).

CUSTOMIZE MY WEBPAGE

Edit Campaign Details allows you to customize your webpage with as much detail as you would like.
These details provide basic structure for your page.

1. Campaign Details

" Tagline: slogan for your campaign or organization.
" Welcome Message: description of your cause, information about your organization, and a personal
note to your fundraisers and contributors.

2. Add an Image



" Upload Images: a logo or image to personalize your campaign webpage, which will appear on all
subsequent fundraising pages tied to this campaign.
" Share Images: ability to upload multiple images for your fundraisers to choose from.

Note: Image distorted in preview pane — will not affect webpage image. The image must be in a *.JPG or
*.GIF format and cannot exceed 800 pixels in width.

3. Suggest Donation Amounts

" Donation Amount: to offer suggested donation amounts, click New Suggested Amount and enter
the label and amount you want your donors to see. You can create as many options as you would
like.



4. Set a Goal

" Goal Amount: a dollar amount you would like to raise as a campaign.
" Goal Date: the end date to your campaign program.

5. Active Fundraising

" Allow Fundraisers: click yes to add a link to your page for individuals and groups to set up
fundraising pages on behalf of your campaign.

" Email Me when Fundraisers Join: click yes to receive an email each time a new fundraiser joins
your campaign.

" Fundraising Text: a message you would like to appear on all fundraising pages associated with
your campaign.

6. Display Options

Standard Display Formats ~

" Show Total Donations Collected: click yes to show the total dollar amount raised by your campaign
" Show Top 5 Contributors: click yes to show name and amount of top 5 contributors on your
campaign webpage.



" Show Fundraiser Links: click yes to provide a dropdown box of all fundraiser pages involved in

your campaign.
" Show Top 5 Fundraisers: click yes to show the name and amount of the top 5 fundraisers on your

campaign webpage.

Enhanced Display Formats ~ (All scrolling list displays are limited to the top 50 contributors, fundraisers,
or teams. This feature will also only display on the main campaign page, not each fundraiser’s page)

" Display All Contributors as a Scrolling List: click yes to show all your contributors; in which you can
then order by Amount or Name. This supersedes the “yes” answer for showing 5 contributors.

" Display All Fundraisers as a Scrolling List: click yes to show all your fundraisers; in which you can
then order by Amount or Name.

" Display Teams as a Scrolling List: click yes to display all your fundraising teams.

Note: Click Save & Finish at the bottom of the page to ensure all your changes are stored. You can also
click Preview to see how your modifications have affected your campaign page.



Change Layout Design shows you a screenshot of each web page layout option. Click the radio button
above the screenshot that best matches your web page needs and preferences.

Note: Click Save & Finish at the bottom of the page to ensure all your changes are stored. You can also
click Preview to see how your modifications have affected your campaign page.

Set Color Schemes



Set Campaign Colors gives you complete control over the colors and fonts shown on your campaign
page. Select a color tile and the palette will show up. If you know the hexadecimal color code you desire,
enter the code in the space provided.

" Color Schemes: ready prepared color themes for your whole webpage (ex. America, Boot Camp,
etc).

Preview: a real time preview of your modifications, but the updates will not be permanent until you
save the changes.

Note: Click Save & Finish at the bottom of the page to ensure all your changes are stored.

If you need further assistance please contact our s  upport team at
clientsupport@activenetwork.com _ or call 888.620.8717 (option 2).




