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Edit Offline Donations

1. Go to www.active.com/donations
2. Enter your username and password, click Continue
3. Select the campaign from the drop down menu at the top of the page
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change campaign here --> | Campaign - Running Them Streets for Chicago Freedom School

Click on the View Reports tab at the top of the page

Click on Donation Report

Search for the name of the offline donor in question under the Filter Report area.
Select Use All Dates

Click Get Report

. Click Edit next to the donor’s name and make any necessary changes

10. Click Save
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Donation Report

October 21, 2011

Campaign - Running Them Streets for Chicago Freedom School
http: éfweanir. active. comsdonatesiberunning

* This report reflects donations that were received before T0:21/11 1:30:00 PV PDT . it may not include your most recent
transactions

(" Donation Summary (" Filter Report

Online Donations  Offline Donations Total . L
# Donations a o a Eljter“the search "crlterla in one ar all fields below and then
click "Get Report™

Direct Donations FO.00 FO.00  FO.00

Raised By Fundraisers $0.00 $0.00 $0.00 ™ Date Range is required

fefunds SO0 = S * If you enter anything into the Contributor First or Last name
Total F0.00 $0.00 $0.00 fields, both fields becorne reguired to run the report.
Searching for a specific donation # First Mame: | |
Flease enter as much criteria as you would like and click "Get Last Hame: | |
Report”

anation Amount:

* Date Range is reguired.

Confirmation Number: | |

Searching for a full donation report? .
Email Address: | |

Flease enter only the date range and click "Get Report” Start Date: 10212011 =
End Date: 10212011 lﬂ

Use Al Dates: [ G —

Donation Types: all ht

Diownload Data I et Report

For additional questions, contact customer support at
888.620.8717 or ClientSupport@ActiveNetwork.com
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