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Entering Offline Donations

Entering Specific Donation Information (donation amount, donor name etc)

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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4. Click on the Track Offline Donations tab at the top of the page
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5. Enter the donation information in the Offline Donation Details section

a. If this donation is for the general campaign, scroll down to the bottom and click save this
donation
b. If this donation should be assigned to a specific fundraiser or team, please enter the

fundraiser’'s name in the search area, click Search and then scroll down to the bottom
and click save this donation
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For additional questions, contact customer support at

888.620.8717 or ClientSupport@ActiveNetwork.com



http://www.active.com/donations
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Setup Process

Entering in Lump Sum (no name specifics)

1. Follow steps 1 — 4 as listed above

2. Click on the Undetailed Offline Donations tab, a pop up box will appear called Update
Undetailed Donations

a. Enter in the lump sum amount you would like to add to the campaign and the number of
undetailed donations

b. Click Submit

Update Undetailed Donations

( Undetailed Donations

Thiz feature allows you to trade "Offline" contributions without adding
individual donor details. For example, if wou have received $200 from 5
different contributors but don't wish to enter their individual information.
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NOTE:

e On this page you can enter in a lump sum amount

e This amount will be included in your total raised for this campaign, however no donor details will be
saved (only the amount is saved this way)

e You can edit this amount at any time by clicking on the Click to Modify link that is shows on the right

hand side of the screen in the Undetailed Donations box

" Undetailed Donations

Number of Donatons: 3

Amount Collected: $100.00
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For additional questions or issues, contact customer support at
888.620.8717 and ClientSupport@ActiveNetwork.com




