Active Giving Solutions

GETTING STARTED

How to create your Active Giving Campaign
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1. Go to www.activegiving.com
2. Click on “GO!” next to Get Started in the center yellow text box

STEP ONE:
If you have an existing account, log in with your username and password. If you do not have an
account, select an option under “First Time Users” to setup an Active.com user account.
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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.

Setup Beneficiary Information

( Organization Information

This is the organization for which you're collecting denations. If you include a Federal Tax NMumber, it will b2 included in
the doner's printable receipt.

“Organization Name: | |

Federal Tax Number: | |

Website: [ntto |

( Accounting Information
The following information will tell us where Active.com will send your donation chedes to. Enter your beneficiary
information here.

“Make checks payable to: |
“Address 1: |
Address 2: |
“City: |
“State: PravinceIOtherl:l
“ZipiPostal Code: [
“Country:

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 t 0 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).
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CUSTOMIZE MY WEBPAGE

active
tparmf activentTwomr
adit profile | log out

Ml. (i G TrCH GG | Send Emails | View Reports | Track Offine Donations | Fundraising Tips
“ Edit Campaign Details Change Layout Design Set Color Schemes

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.

Customize your donation form below and click on 'save & finish® at the bottom.

" Campaign Details

MOTE: “ou are only required to fill out Title and Web Address.

“Title: |Actiue6i\ring Fundraising Sample |
ie. Jor's Race for 3 Cauvse, Team Rul Riders, eto...

Tagline: |Ths Utimate Campaign |

ie. Racimg to s3ue Hues...

Welcome Meﬁage: This iz a sample fundraising campaign P
page established to demonstrate the
functionalities of the ActiveGiving site.

Wite hope the many compaign tools suit —
your fundraizing needs. Enjoy! NG

TIF: Here's your chance to introduce your cause, give detailz on
wuhy you're raising money and how it will benefit your cause.

“Create your web address: hnp:ﬂwww_active.comfdonate/1ultimatesamme | tno spaces)

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.

( Add an Image

Personalize yourwelcome page with 2 lago, phote, or any online image. Images must be in *.JPG o1 .GIF farmat.

Select an

i | ActivesivingLagn.jpg
image:

3 i
[ Upload images | [ Share images | a l e

i e

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.
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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 Sugqest Donation Amounts

hlake giving easy by suggesting donation

amounts for wour contributors! Label Amount

(SHuer - 25, Gold - B50, Platires - $100) white (§zo00 [ delete |
blue \flesoo | delete |
gold (10000 | delete |

Donation amount: $i

[ Mew Suggested Amount J

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.

[ Seta Goal

Setting a goal will allow wou and wour supporters to easily tradk wour progress with each contribution. This will also place a
goal thermometer on your donation page to track your progress!

Goal Amount: $
0 76% $3,000.00
Goal Date:

tmmdd dinnngd

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.

{ Ative Fundraising

| AptiwaGiving allose people by ot aba fundiasing pepes Ihiough pear seb paga and 1350 MOeney o oul Bahall, Vg 2a8

| #nable ac disabis thisdeatars, Tou can alee 80 cvstomized masmags thatwil appear s foe batom o 2 puch
| TundiaEing pages

Allow Fundralsers: & ves O Mo

Email me wehen fundraisers join: 51 Yes O Mo
Fundrakelng Text: | A

| Meta - I lundiaging pages hava alivady bean cadbad, you may pievan aediional lundising pagas iem Baing aealed,
| but canned Selaterdizable yaur came vt fundises
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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.

[ Display Options
| @hee poar ceabibutors the recagnilion Say dererds by pefing yaur top desars and findralses on yourvish sie! Fundraisen
| raipa fands o8 Bahall o youl cameaign, whis ceabibule danale mesdy 18 pewd Sbeda.

| Standard Display Fermats

Show Total Donations Collected: & Yes (O Mo
Show Top 5§ Contributars: & Yes (2 No
Showe Fundrakger Links: &) Yes O Mo

Showr Top 5 Fundraisers & Yes (2 No
Enhanced Display Formats

Al meralling list dieplayr ars limded ba the top 20 cossabulor. fundraissns, orfsame
Display Bl Coniribuions as a Scrolling List O Yes (3 Mo
Cirder By [zelect onel:
Amauri (£
Mame
Hida Anonymeus Listings ©) Yes & Mo
Display ANl Fundralsars a8 a Scrolling List O ves &) Mo
Cirdar By [select one):
Amnounl &
Mame )
Display Teams as a Scralling List (0 Yes (3 No

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.
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edit profile | log out

My ActiveGning Home | UV e B | Send Emails | View Reports | Track Offline Donations | Fundraising Tips
Edit Campaign Details " Change Layout Design Set Color Schemes

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.
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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

active

edit profile | log out

My ActiveGiving Home | Customizae M idlabnana
- Edit Campaign Details  Change Layout Design Set Color Schemes

Send Emails | View Reports | Track Offline Donations | Fundraising Tips

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

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