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1. Basic Steps For Running An E-Pledge Campaign
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2. Andar Set Up
2.1. System Preferences

E-Community – General

System > Preferences > System Preferences > e-Community > e-Community – General

· Base Web Address

Default e-Mail Addresses Section

· Web Sender e-Mail Address
Special Accounts Section

· Tailoring Account

· Mobile Tailoring Account
E-Mail – General

System > Preferences > System Preferences > e-Mail > e-Mail – General

E-Mail Delivery Section

· Delay Between Sending e-Mails XX Milliseconds

· Number Of E-Mails Per Batch XX
· Delay Between Batches xx Seconds

· Always Send E-Mail From A Job Queue

SMTP Server Settings Section

· SMTP Server

· SMTP Port

· Enable TLS Security
· Requires SSL Authentication
· Requires Authentication

· Username

· Password

Notifications

System > Preferences > System Preferences > e-Community > Notifications

Error Notifications Section

· Error Notification

· Notification e-Mail

· Unable To Validate Template

· Unexpected Error Template

Security Notifications

System > Preferences > System Preferences > e-Community > Security Notifications

· Web Security Notification

2.2. Credit Card And ACH Processor (CCAP) Module

The CCAP module will allow credit card and e-check (ACH) transactions to be automatically processed electronically (whether the transactions are being entered via e-Pledge or manually inside Andar).

In order to use / set up Andar so that the CCAP features are available (ACH, Credit Card and PayPal Express payments), one of the following must be true:

· Your Andar system is not PCI Compliant, and you have a Payflow Pro Account with PayPal.  You might be using the PayPal Express Checkout feature (which connects the user directly to PayPal for the credit card entry, and does not store credit card information in Andar), or you might be using their regular credit card and/or ACH processing (in which case, credit card and ACH information may be stored in Andar).

· Your Andar system is PCI Compliant, and you have a CyberSource account (with their Simple Order API product and their Secure Acceptance SOP product).

See Andar Help for more information.

2.2.1. Andar System Is Not PCI-Compliant

System > Preferences > System Preferences > Finance > PCI Compliance

If you hold a license for the CCAP module, and your system preference indicates PCI Compliance is disabled, then you should have purchased the Payflow Pro software from PayPal.

If you use Andar to process ACH payments through PayPal, then Andar needs to know how to connect to PayPal to process the ACH payments.  That information would exist in the ACH Validation Settings screen:

Finance > Accounts Receivable > ACH / Credit Card Management > ACH Validation Settings

If you use Andar to process Credit Card payments through PayPal, then Andar needs to know how to connect to PayPal to process the Credit Card payments.  That information would exist in the Credit Card Validation Settings screen:

Finance > Accounts Receivable > ACH / Credit Card Management > Credit Card Validation Settings

If you use Andar to process Credit Card payments through the PayPal Express Checkout feature (without CyberSource involvement), then Andar needs to know how to connect to PayPal Express to process the Credit Card payments.  That information would exist in the PayPal Express Checkout Settings screen:

Finance > Accounts Receivable > ACH / Credit Card Management > PayPal Express Checkout Settings

2.2.2. Andar System Is PCI-Compliant

System > Preferences > System Preferences > Finance > PCI Compliance

If you hold a license for the CCAP module, and your system preference indicates PCI Compliance is Enabled or Enabled (Pending Verification), then you should have purchased the Simple Order API and Secure Acceptance SOP from CyberSource.

If you use Andar to process ACH payments or Credit Card payments or to use PayPal Express Checkout through CyberSource, then Andar needs to know how to connect to CyberSource to process the payments.  That information would exist in the CyberSource Settings screen:

Finance > Accounts Receivable > ACH / Credit Card Management > CyberSource Settings

See Andar Help for more information about the CCAP module and CyberSource and PCI Compliance.

2.3. Campaign Rollover

When using Andar e-Pledge you must stop and restart AndarWeb services after Rollover is completed and before using e-Pledge for the new Campaign Year.

2.4. Employee Lists
It is recommended that you obtain an electronic list of Employees from companies that will be participating in e-Pledge.  This Employee list can be Imported into Andar and used to assign User IDs and Passwords so the Employees can then make their Pledges online.

Requested information for each Employee would be their Name, e-Mail Address and Employee ID (if they have one).  Additional information you might ask for would be Address and Phone Number.  

Import The Employee List
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2.4.1. Special Employee Information

For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  

The Employee Information feature allows you to set up various categories / classifications for the Employees of a given organization.  Those categories / classifications may be different for each different Organization Account.  For example, the e-Pledge Administrator at SuperStore might want to differentiate his Employees based on their Departments (Sales vs. Management vs. Administrative, etc.); while the e-Pledge Administrator at Kroger might want to differentiate his Employees based on their Employment Status (Permanent Salaried Employees vs. Part-time Hourly Employees).  With this feature in use, both Administrators would be able to select specific categories / classifications of Employees when they run various e-Pledge reports online.  Additionally, they would be able to sort their reports by these categories / classifications.

Using the Employee Information feature, you can tell Andar that the field that is generically named Sort Field 1 should be labeled something different (and meaningful).  For example, Sort Field 1 could be called Department for the Employees of SuperStore, but could be called Employment Status for the Employees of Kroger.  You would set up the possible values inside the Organization Account (Organization Account Profile > e-Community Tab > Employee Info Sub Tab), but you would use these values inside the Employee Relationships to identify the Department for each SuperStore Employee (Individual / Organization Account Profile > Relationships Tab > Employment Sub Tab > Employee Info Sub Tab), and the Employee Type for each Kroger Employee (Individual / Organization Account Profile > Relationships Tab > Employment Sub Tab).
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Import User Defined Fields For Each Employee
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View / Update Employee Info In An Account Profile

Individual / Organization Account Profile > Relationships Tab > Employment Sub Tab > User Defined Sub Tab

Transaction Sort Fields
When using Employee Sort Fields and a Transaction is created through e-Pledge, those Sort Field values will be saved on the Transaction itself.  

Sort Field values can be captured within Transaction records at the time Pledges are made.  If an Employee subsequently moves to another department, the Sort Field values can be changed on the Employee Relationship, but they won’t change on the Transaction.  When running reports using the Sort Field values on the Transaction instead of the ones on the Employee Relationship), Transactions from these Employees will be included.  

The Sort Field values saved on each Transaction will also be displayed and editable for Replicated Pledges.  The Donor will see it on the Pledge Verification Page and will be able to change it for the new Gift.  If a defined field is no longer enabled for the Current Campaign Year, the value would not be Replicated for that field.

Rollover Employee Information

Organization Account Profile > e-Pledge Tab > Employee Information Sub Tab > Rollover

Andar Main Menu > e-Pledge > Administration > Employee Information > Rollover

Additional Employee Information

Individual / Organization Account Profile > Relationships Tab > Employment Sub Tab > Salary Sub Tab

2.4.2. E-Pledge Administrator Contact Relationships

For e-Pledge Administrators / e-Pledge Coordinators.  

Assign Contact Relationships

Individual / Organization Account Profile > Relationships Tab > Contacts Sub Tab

Create Mailing List And Mail List Usage

2.4.3. Workplace Coordinators

For e-Pledge Administrators / e-Pledge Coordinators.  

Manually Assigning One Coordinator To The Coordinator Tree
Organization Account Profile > e-Community Tab > Coordinators Sub Tab

Mass Assigning Coordinators To The Coordinator Tree
Organization Account Profile > e-Community Tab > Coordinators Sub Tab > Import Coordinators

Manually Assigning An Employee To A Coordinator 
Organization Account Profile > e-Community Tab > Coordinators Sub-tab > highlight a Coordinator > Assign Employees

Mass Assigning Employees To Coordinators

Organization Account Profile > e-Community Tab > Coordinators Sub Tab > Import Assignments

2.5. Web Envelopes

For Individual Donors / Employee Donors.  

2.5.1. Create A New Web Envelope

Andar Main Menu > e-Community > Administration > Web Envelopes > Create

2.5.2. Miscellaneous Web Envelopes For Single Page Registration And Pledge Donors
Andar Main Menu > e-Community > Administration > Web Envelopes > Create

For Individual Donors.  For Single Page Registration and Pledge only.  

Step 1.  Create The Envelope With An Envelope Key
Step 2.  Update The Envelope And Copy The Envelope Key
Andar Main Menu > e-Community > Administration > Web Envelopes > highlight desired Envelope > Update > Envelope Encrypted Key > Copy to Clipboard. > URL for Single Registration & Pledge Page
Step 3.  Create A Link To The Single Page Registration And Pledge Website Including The Envelope Key (Copied In Step 2).
2.5.3. Detaching Envelopes

Andar Main Menu > e-Community > e-Community > Administration > Web Envelopes > highlight desired Envelope > Detach

2.5.4. Replacing Cash And / Or Electronic Envelopes
Andar Main Menu > e-Community > e-Community > Administration > Web Envelopes > highlight desired Envelope > Replace

2.5.5. Transaction Maintenance

While the Envelope is still attached you cannot edit most Transaction information.  You can, however, update some fields, which do not conflict with a web user inputting on the web:  

2.5.6. Re-Attaching Envelopes

Andar Main Menu > e-Community > e-Community > Administration > Web Envelopes > highlight desired Envelope > Attach

2.5.7. Job Scheduler

When the user submits a job to Create, Attach or Detach a Web Envelope they will get a Job Scheduler window.  This will allow the job to be scheduled at any time such as overnight when the activity will be minimal.  If errors are found when the job runs a report will be generated and listed in the User’s System > My Output.

2.5.8. Creating Envelopes On The Fly

Rules For Creating An Envelope On The Fly

The Organization’s Employee Campaign MUST NOT have a Status of Final (Organization Account Profile > Campaign Tab > Tracking Parameters Sub Tab).  

The Current Date (Organization Account Profile > Campaign Tab > Campaign Dates Sub Tab) must be within the Campaign Start and End Date, if a Campaign Start and End Date are defined.

The Campaign Account that will be placed on the newly created Envelope (and the Transactions in the Envelope) will be the Default Campaign defined in System Preferences (System > Preferences > System Preferences > Campaign > Campaign – General > Default Campaign Account).  

A Pecking Order will be used to determine the Campaign Account that will be placed on the newly created Envelope (and the Transactions in the Envelope).  
· If the Combined Campaign Relationship Required for Organizations System Preference (System > Preferences > System Preferences > Finance > Transactions > Combined Campaign Relationships Section > Required for Organizations) is not set, Andar will use the Campaign from the most recent Workplace Envelope for the Current Campaign Year and the last 2 Campaign Years.

· If the Combined Campaign Relationship Required for Organizations System Preference is not set (System > Preferences > System Preferences > Finance > Transactions > Combined Campaign Relationships Section > Required for Organizations), and there are no Workplace Envelopes for the Current Campaign Year and the last 2 Campaign Years, Andar will use the Default Campaign defined in System Preferences (System > Preferences > System Preferences > Campaign > Campaign – General > Default Campaign Account).  

· If the Combined Campaign Relationships Required for Organizations System Preference is set (System > Preferences > System Preferences > Finance > Transactions > Combined Campaign Relationships Section > Required for Organizations), Andar look at the Campaign from the current Campaign Relationship (Organization Account Profile > Relationships Tab > Run Campaigns Sub Tab).  

· If there is only one Run Campaign Relationship (Organization Account Profile > Relationships Tab > Run Campaigns Sub Tab), Andar will use that Campaign.

· If there is no Run Campaign Relationship (Organization Account Profile > Relationships Tab > Run Campaigns Sub Tab) for the Current Campaign Year, Andar will use the most recent Run Campaign Relationship from the past 2 Campaign Years.  

· If there is no Run Campaign Relationship (Organization Account Profile > Relationships Tab > Run Campaigns Sub Tab) for the Current Campaign Year or the past 2 Campaign Years, Andar will use the Campaign from the most recent Workplace Envelope.

· If there is no Run Campaign Relationship (Organization Account Profile > Relationships Tab > Run Campaigns Sub Tab) for the Current Campaign Year or the past 2 Campaign Years and there is no Workplace Envelope, Andar will use the Default Campaign defined in System Preferences (System > Preferences > System Preferences > Campaign > Campaign – General > Default Campaign Account).  

· If there are multiple Run Campaign Relationships (Organization Account Profile > Relationships Tab > Run Campaigns Sub Tab), Andar will use the Campaign from the Relationship that was most recently updated / created.

2.5.9. Web Options

Best Practice

Use the Role of Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options - e-Pledge > General - Pledge
· Employee Envelopes - Create On The Fly*** For Employee Donors / Corporate Donors.  
· Employee Envelopes - Do Not Create Match Envelopes When Created on the Fly.  For Employee Donors.  
2.5.10. Processing / Closing Envelopes

Once an e-Pledge Envelope has been Detached it will be available in Envelope Retrieval and should be treated like any other Envelope.  

2.5.11. Moving Transactions To Another Envelope

Andar Main Menu > Finance > Envelopes and Transactions > Processing > Envelopes > highlight desired Envelope > Options > Move Transactions

Andar Main Menu > Finance > Envelopes and Transactions > Processing > Envelopes > Update Transactions > Options > Move

Payment Verification

Andar Main Menu > Finance > Envelopes and Transactions > Processing > Envelopes > highlight desired Envelope > Options > Payment Verification

Close Envelope

Andar Main Menu > Finance > Envelopes and Transactions > Processing > Envelopes > highlight desired Envelope > Close Envelope

Summary

Andar Main Menu > Finance > Envelopes and Transactions > Processing > Envelopes > highlight desired Envelope > Summary

Update Transactions

Andar Main Menu > Finance > Envelopes and Transactions > Processing > Envelopes > highlight desired Envelope > Update Transactions

Negative Transactions

Occasionally e-Pledge might create Negative Transaction Numbers.  Before Closing the Envelope check to see if there are any of these Transactions in it.  If you find them, please contact the Helix Help Desk for resolution.

2.6. Pledge Alerts

Individual / Organization Account Profile > Communications Tab > Alerts Sub Tab

Andar Main Menu > Communications – e-Mail > e-Mail Alerts

For Individual Donors / Employee Donors.  

2.6.1. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > e-Mail > e-Mail Note Variables

· e-Mail Note Variables – Donor Account 

· e-Mail Note Variables – Donor Name 

2.6.2. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Pledge
	Notification – e-Pledge Alert 



	Pledge
	Notification – Pledge Alert




3. Menus
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Step 1.  Define The Menu Items

Andar Main Menu > e-Community > Administration > Menus > Menu Items > Add

· Account History.  For Employee Donors / Individual Donors.
· Campaign Status.  For e-Pledge Administrators / e-Pledge Coordinators.
· Coordinator Tree.  For e-Pledge Administrators / e-Pledge Coordinators.  
· Custom Page 1

· Custom Page 2

· Custom Page 3

· Custom Page 4

· Documents - <Document Category>.  For e-Pledge Administrators.
· Employee Assignments.  For e-Pledge Administrators / e-Pledge Coordinators.  
· Employees – List.  For e-Pledge Administrators / e-Pledge Coordinators.  
· Home Page – e-Pledge

· Interests
· Logoff

· Organization Contacts.  For e-Pledge Administrators.
· Organization e-Pledge Setup.  For e-Pledge Administrators.
· Pledge.  For Employee Donors / Individual Donors.
· Profile – Individual
· Profile – Organization.  For e-Pledge Administrators.
· Report – Campaign Level Detail.  For e-Pledge Administrator / e-Pledge Coordinator.  

· Report – Campaign Level Summary.  For e-Pledge Administrator / e-Pledge Coordinator.  

· Report – Cash.  For e-Pledge Administrators / e-Pledge Coordinators.
· Report – Daily Status.  For e-Pledge Administrator / e-Pledge Coordinator.  

· Report – DC Detail.  For e-Pledge Administrators / e-Pledge Coordinators.
· Report - DC Summary.  For e-Pledge Administrators / e-Pledge Coordinators.
· Report – Employee Assignments.  For e-Pledge Administrators / e-Pledge Coordinators.
· Report – Employee Status.  For e-Pledge Administrators / e-Pledge Coordinators.
· Report – List.  For e-Pledge Administrators / e-Pledge Coordinators. 
· Report - My Outputs.  For e-Pledge Administrators / e-Pledge Coordinators.  
· Report – No Response.  For e-Pledge Administrators / e-Pledge Coordinators.
· Report – Response.  For e-Pledge Administrator / e-Pledge Coordinator.
· Report – Summary 1.  For e-Pledge Administrator / e-Pledge Coordinator.
· Report – Summary 2.  For e-Pledge Administrator / e-Pledge Coordinator.
· Report – Transaction.  For e-Pledge Administrator / e-Pledge Coordinator.
· Report – Transaction Payment.  For e-Pledge Administrator / e-Pledge Coordinator.  

· Send e-Mail – e-Pledge.  For e-Pledge Administrators / e-Pledge Coordinators.
· Send e-Mail – e-Pledge – Scheduled Jobs.  For e-Pledge Administrators / e-Pledge Coordinators.
· Subscriptions – List.  Requires a MIG license.
· Transactions List.  For e-Pledge Administrators / e-Pledge Coordinators.  
Menu Item Usage

Andar Main Menu > e-Community > Administration > Menus > Menu Items > Highlight a Menu Item > Usage

Step 2.  Create The Menu Structure

Andar Main Menu > e-Community > Administration > Menus > Menu Structures

Add A New Menu Structure

Andar Main Menu > e-Community > Administration > Menus > Menu Structures > Add

Add Menu Items To A Menu Structure

Andar Main Menu > e-Community > Administration > Menus > Menu Structures > highlight desired Menu > Details

System Default Menus

Typical Menu for Non-Workplace Donors

· Home Page – e-Pledge
· Profile - Individual
· Pledge

· Account History (Optional)
· Interests (Optional)

· Logoff

Typical Menu for Workplace Donors

· Home Page – e-Pledge

· Profile - Individual

· Pledge

· Account History (Optional)
· Interests (Optional)

· Logoff

Typical Menu for e-Pledge Administrators with Pre-Defined Reports

· Home Page – e-Pledge

· Profile - Individual

· Profile - Organization

· Organization Contacts

· Organization e-Pledge Setup (Optional)
· Campaign Status

· Documents (Optional)
· Employees - List or Transactions List

· Send e-Mail – e-Pledge

· Send e-Mail – e-Pledge – Scheduled Jobs

· Reports - List

· Logoff

Typical Menu for e-Pledge Administrator without Pre-Defined Reports

· Home Page – e-Pledge

· Profile - Individual

· Profile - Organization

· Organization Contacts

· Organization e-Pledge Setup (Optional)
· Campaign Status

· Documents (Optional)
· Employees List or Transactions List

· Send e-Mail – e-Pledge

· Send e-Mail – e-Pledge – Scheduled Jobs

· Reports (No Link or one of the Custom Pages)

· Report - No Response 

· Report - Response 

· Report - Daily Status 

· Report - Cash 

· Report – DC Detail 

· Report - DC Summary 

· Report - Employee Status 

· Report - Summary 1

· Report - Summary 2

· Report - Campaign Level Summary 

· Report - Transaction 

· Report - Transaction Payment 

· My Outputs
· Logoff

Typical Menu for Workplace Coordinators with Pre-Defined Reports
· Home Page – e-Pledge

· Profile - Individual

· Campaign Status

· Employees (No Link or one of the Custom Pages)

· Coordinator Tree

· Employee Assignments

· Transactions List

· Send e-Mail – e-Pledge

· Send e-Mail – e-Pledge – Scheduled Jobs

· Report - List

· Logoff


Typical Menu for Workplace Coordinators without Pre-Defined Reports

· Home Page – e-Pledge

· Profile - Individual

· Campaign Status

· Employees (No Link or one of the Custom Pages)

· Coordinator Tree

· Employee Assignments

· Transactions List

· Send e-Mail – e-Pledge

· Send e-Mail – e-Pledge – Scheduled Jobs

· Reports (No Link or one of the Custom Pages)

· Report – Employee Assignments

· Report - No Response 

· Report - Response 

· Report - Daily Status 

· Report - Cash 

· Report – DC Detail 

· Report - DC Summary 

· Report - Employee Status 

· Report - Summary 1

· Report - Summary 2

· Report - Campaign Level Summary 

· Report - My Outputs

· Logoff

Step 3.  Assign The Menu To A Role

Best Practice

Use the Role of Individual Donor, Employee Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Framework > Menus Section

· Bottom > Your Menus

· Left > Your Menus

· Right > Your Menus

· Top > Your Menus

3.1. Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Framework > Menus Section

· Do Not Override Left Menu With Top Menu*** 
Andar Main Menu > e-Community > Administration > Web Customization > General > Options - General > Miscellaneous > General Section

· Use CSS (Instead of Table Layout) for Vertical Menus

4. User IDs And Passwords

Employee Donors
Known Employee Donors

Unknown Employee Donors

Individual Non-Workplace Donors
Unknown Individual Donors

Known Individual Donors

4.1. System Preferences

System > Preferences > System Preferences > e-Community > User IDs and Passwords

User IDs Section

· Minimum / Maximum User ID Length
Passwords Section

· Minimum / Maximum Password Length
· Special Password Characters
· Include At Least One Special Character

· Include At Least One Number
· Make Passwords Case Sensitive

· Must Be Mixed Case
· No Duplicate Characters
4.2. Add A Single User ID And Password

Andar Main Menu > e-Community > Administration > Web Users > Add
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Add

Add / Update And Send e-Mail
Andar Main Menu > e-Community > Administration > Web Users > Add / Update

4.3. Mass Add User IDs And Passwords

Andar Main Menu > e-Community > Administration > Web Users > Generate
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4.4. Managing User IDs

Update A User ID And Password

Andar Main Menu > e-Community > Administration > Web Users > Update

View Someone’s User ID

Andar Main Menu > e-Community > Administration > Web Users > right click > Find

Individual / Organization Account Profile > e-Community Tab > Web Access Sub Tab > Web User Info

4.5. E-Mail User IDs
4.5.1. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

4.5.2. Sending User ID e-Mails 

Andar Main Menu > Communications > e-Mail > Send e-Mail

Andar Main Menu > e-Community > Administration > Web Users > highlight the desired Web User > e-Mail

Andar Main Menu > e-Community > Administration > Web Users > highlight the desired Web User > Update > Update and Send e-Mail Button

Individual / Organization Account Profile > e-Community Tab > Web Access Sub Tab > Web User Info > Update and Send e-Mail Button

4.5.3. Include A Link In An E-Mail

Example Link To The Login Page

<A HREF=https://myorganization.org/Begin.jsp>
Example Link To Login Page With Organization Already Identified
<A HREF=https://myorganization.org/Begin.jsp?accountNumber=1234>
Example Link To Home Page Bypassing Login Page With User Already Logged In

<A HREF=https://myorganization.org/Begin.jsp?HR=<HexUserId>&HD= <HexPassword>”>.  

Example Link With The Designated Agency Defined

<A HREF=https://myorganization.org/Begin.jsp?DA=1234>

Example Link With Source Code 

<A HREF=https://myorganization.org/Begin.jsp?SC=1234>

5. Logins, Registrations And Home Page
5.1. Accessing The Web Page
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Employee Donors

Known Employee Donors

https://myorganization.org/Begin.jsp.

Unknown Employee Donors

https://myorganization.org/Begin.jsp.

Individual Non-Workplace Donors

Unknown Individual Donors

https://myorganization.org/UserRegistrationNE.jsp.
Known Individual Donors

https://myorganization.org/Begin.jsp.

Single Page Registration And Pledge Individual Donors

https://myorganization.org/comm/SinglePageRegPledge.jsp
5.2. Login Page

5.2.1. Registration
5.2.2. Web Options

Best Practice

Typically Andar doesn’t know who the Web User is at this point so these Web Options should be assigned to the Tailoring Account with the Role of All.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Login > Main Page Section

· Enable Login Information Reminders***  

· Password Autocomplete Off
· User ID Autocomplete Off
5.2.3. Web Notes

Best Practice

Typically Andar doesn’t know who the Web User is at this point so these Web Notes should be assigned to the Tailoring Account with the Role of All.
Andar Main Menu > e-Community > Administration > Web Customization > General > Login / Logoff > Login

· Login - Bottom 

· Login – Create Account Button

· Login – Facebook Login

· Login – Facebook Login Display Text

· Login – Facebook Setup Dialog Text

· Login – Failed

· Login – Forgot Password Button

· Login – Login Button

· Login - Maximum Incorrect Attempts Reached***

· Login - Password 

· Login - Password Hint - Invalid User ID  

· Login - Password Hint - No Hint 

· Login - Password Hint - No User ID 

· Login – Password Hint Button

· Login - Security Logout 

· Login – Top***
· Login - Unexpected Error 

· Login - User ID 

5.2.4. System Preferences

System > Preferences > System Preferences > e-Community > User IDs and Passwords
· Maximum Number Of Login Attempts Allowed
5.2.5. Unlocking Users When They’ve Tried To Login Too Many Times
Andar Main Menu > e-Community > Administration > Web Users > right click > Find > highlight desired User > Update

Individual / Organization Account Profile > e-Community Tab > Web Access Sub Tab > Web User Info

5.3. Password Hint

5.3.1. Critical Web Option

Best Practice

Typically Andar doesn’t know who the Web User is at this point so these Web Options should be assigned to the Tailoring Account with the Role of All unless the Web Option details here tell you to be Role specific.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > General > General – Options > Login > Main Page Section

· Enable Password Hint
5.4. Information Reminder Page

Menu Item:  Login Page > Forgot Password Button

5.4.1. Web Options

Best Practice

Typically Andar doesn’t know who the Web User is at this point so these Web Options should be assigned to the Tailoring Account with the Role of All.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Login > Information Reminder Page Section

· Hide User ID Field
5.4.2. Web Notes

Best Practice

Typically Andar doesn’t know who the Web User is at this point so these Web Notes should be assigned to the Tailoring Account with the Role of All.
Andar Main Menu > e-Community > Administration > Web Customization > General > Login / Logoff > Login – Information Reminder

· Login - Information Reminder - Bottom
· Login - Information Reminder - e-Mail Address 

· Login - Information Reminder - e-Mail Button 

· Login – Information Reminder – e-Mail User ID Not Matched

· Login - Information Reminder – Failed***
· Login - Information Reminder - Security Verification 

· Login - Information Reminder - Security Verification - Above 

· Login - Information Reminder - Sent 

· Login - Information Reminder - Title 

· Login - Information Reminder - Top 

· Login - Information Reminder - User ID

· Login - Information Reminder - Verification Code Incorrect 

· Login - Information Reminder - Verification Code Required 

5.4.3. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Web Notification


	To Web User – Information Reminder 

	Web Notification
	To Web User – Information Reminder – Multiple 




5.5. Password Reset Page

5.5.1. Web Options

Best Practice

These Web Options should be assigned to the Tailoring Account with the Role of All.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Login > Password Reset Page Section

· Do Not Send Notification When Password Is Changed 

5.5.2. Web Notes

Best Practice

Typically Andar doesn’t know who the Web User is at this point so these Web Notes should be assigned to the Tailoring Account with the Role of All.
Andar Main Menu > e-Community > Administration > Web Customization > General > Login / Logoff > Login – Password Reset

· Login – Password Reset – Bottom

· Login – Password Reset – Cancel Button

· Login – Password Reset – Confirm New Password

· Login – Password Reset – Continue Button

· Login – Password Reset – Error – Incorrect Length

· Login – Password Reset – Error – Mixed Case Required

· Login – Password Reset – Error – No Duplicate Characters Allowed

· Login – Password Reset – Error – Not Entered

· Login – Password Reset – Error – Number Required

· Login – Password Reset – Error – Passwords Don’t Match

· Login – Password Reset – Error – Passwords Don’t Match – Case Sensitive

· Login – Password Reset – Error – Spaces or Apostrophes

· Login – Password Reset – Error – Special Character Required

· Login – Password Reset – Error – Verification Not Entered

· Login – Password Reset – Failed

· Login – Password Reset – Forgot Password Button

· Login – Password Reset – Hint

· Login – Password Reset – Hint – Above

· Login – Password Reset – Hint – Matches Password

· Login – Password Reset – Link Accepted

· Login – Password Reset – Link Expired

· Login – Password Reset – Link Incorrect

· Login – Password Reset – Link Invalid

· Login – Password Reset – Link Used

· Login – Password Reset – Logoff Button

· Login – Password Reset – New Password

· Login – Password Reset – Save Button

· Login – Password Reset – Success

· Login – Password Reset – Title

· Login – Password Reset – Top
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > e-Mail > e-Mail Note Variables

· e-Mail Note Variables – Reset Link – Web User ID Not Defined

· e-Mail Note Variables – Web User ID Not Defined

5.6. Login With Facebook
5.6.1. Set Up Facebook Login
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Step 1. Set Up The App ID

https://developers.facebook.com > My Apps > Register as a Developer > Add a New App > type in the Name of your new App > Create New Facebook App ID > Create App ID

Step 1a. Tell Us About Your Website Section

Step 1b. Retrieve The New App ID.  
My Apps > select your new App

Step 2. Enter The App ID Into Andar System Preferences

System > Preferences > System Preferences > e-Community > User IDs and Passwords > Login Section

Step 3. Stop And Restart AndarWeb On Your Web Server.
5.6.2. Critical Web Options
Best Practice

These Web Options should be assigned to the Tailoring Account with the Role of All.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options - General > Login > Main Page Section

· Enable Facebook Login
· Facebook Login By e-Mail Address
5.6.3. Web Notes
Best Practice

Typically Andar doesn’t know who the Web User is at this point so these Web Notes should be assigned to the Tailoring Account with the Role of All.
Andar Main Menu > e-Community > Administration > Web Customization > General > Login / Logoff > Login

· Login – Facebook Login

· Login – Facebook Login Display Text

· Login – Facebook Setup Dialog Text

5.6.4. Create A Link Between Andar And Facebook
Facebook > Login > Andar Login Page (while still logged in to Facebook)

Andar Login Page > Facebook Icon

5.6.5. Remove A Link Between Andar And Facebook

Menu Item:  Individual Profile Page 

5.7. E-Pledge Home Page

Menu Item:  Home Page - e-Pledge

5.7.1. Thermometers
Organization Account Profile > Campaign Tab > Tracking Parameters Sub Tab

5.7.2. Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Home Page > Thermometer 1 Options Section

· Show Thermometer 1*** 
· Include Corporate Gifts

· Include Special Events
· Include Unprocessed Corporate Memo Gifts (Must Have Corporate Gifts Included). For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  
· Show A Static Image (Instead Of An Animated Applet).  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  
· Show All Campaigns.  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  
· Show The Parent Thermometer (Instead Of Current Organization Only).  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  
· Thermometer Type.  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.
· Dollar To Goal
· Number Of Donors
· Percent Of Goal
· Percent Of Participation
· Percent Of Response
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Home Page > Thermometer 2 Options Section

· Show Thermometer 2*** For Employee Donors/ e-Pledge Administrators / e-Pledge Coordinators.  

· Include Corporate Gifts.  For Employee Donors/ e-Pledge Administrators / e-Pledge Coordinators. 

· Include Special Events.  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  

· Include Unprocessed Corporate Memo Gifts (Must Have Corporate Gifts Included).  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  
· Show A Static Image (Instead Of An Animated Applet).  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  
· Show All Campaigns.  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  

· Show The Parent Thermometer (Instead Of Current Organization Only).  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  
· Thermometer Type
· Dollar To Goal

· Number Of Donors

· Percent Of Goal

· Percent Of Participation.  For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  

· Percent Of Response
5.7.3. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Home Page – e-Pledge

· Home Page – e-Pledge – Body***
· Home Page - e-Pledge - Thermometer 1 - Above

· Home Page - e-Pledge - Thermometer 1 - Below

· Home Page - e-Pledge - Thermometer 2 - Above
· Home Page - e-Pledge - Thermometer 2 - Below

· Home Page – e-Pledge – Title***
6. Pledging
For Individual Donors / Employee Donors.  D
Steps To Making A Pledge And Optional Designation
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6.1. Pledge Initiation Page
Menu Item:  Pledge
6.1.1. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Selection Of Type – No Initial Selection Made
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Initialize > General Section

· Allow Switching From Employee To Individual – Always.  For Employee Donors.  

· Allow Switching From Employee To Individual - Only When Cannot Pledge As Employee.  For Employee Donors.  

· Allow Switching From Individual To Employee.  For Individual Donors.  
6.1.2. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Initialize

· Pledge – Initialize 

· Pledge – Initialize – Create Workplace Envelope Error 

· Pledge – Initialize – Create Workplace Envelope Error – Campaign Not Running 

· Pledge – Initialize – Cutoff Date Has Passed***
· Pledge – Initialize – Entry – Designate Account (DA) Disallow Designation

· Pledge – Initialize – Entry – Designate Account (DA) Ineligible

· Pledge – Initialize – Entry – Designate Account (DA) Invalid

· Pledge – Initialize – Entry – Designate Account (DA) Invalid Attribute

· Pledge – Initialize – Entry – Designate Account (DA) No Book Number

· Pledge – Initialize – Entry – Designate Account (DA) Not Exist

· Pledge – Initialize – Entry – Designate Account (DA) Not Structured

· Pledge – Initialize – No Envelope***
· Pledge – Initialize – No Valid Employee Relationship

· Pledge - Initialize - Personal Time Off Hours Previously Given

· Pledge – Initialize - Previously Given 

· Pledge – Initialize - Previously Given – Continue 

· Pledge – Initialize – Previously Given – Corporate

· Pledge – Initialize – Previously Given – Corporate – Continue

· Pledge – Initialize – Previously Given – Workplace Special Event

· Pledge – Initialize – Previously Given – Workplace Special Event – Continue

· Pledge – Initialize – Security Verification Error 

· Pledge - Initialize - Switch Organization Radio Option

· Pledge – Initialize – Switch Organization to Pledge Question 

· Pledge - Initialize - Switch to Individual Radio Option

· Pledge – Initialize - Switch to Individual to Pledge Question 

· Pledge – Initialize – Unable to Switch to Individual 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Selection of Type - Standard
· Selection of Type – Bill Me Pledge Type Options Suppressed
· Selection of Type – Bottom

· Selection of Type - No Gift

· Selection of Type – Not Available 

· Selection of Type – Pledge Types 
· Selection of Type – Selection Required

· Selection of Type – Top 

6.2. Automated Clearing House (ACH) Pledge

Menu Item:  Pledge > Automated Clearing House
Without CyberSource

With CyberSource

6.2.1. Critical Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods > Automated Clearing House*** 
6.2.2. Web Options
Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – ACH > General Section

· Minimum Pledge Amount
· Transaction User Defined Fields > 01 - 10
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > CyberSource > General Section

· Add E-Payment Suffix To Reference Number Sent To Cybersource
· Number Of Attempts Allowed 
6.2.3. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – ACH***
· Pledge – Bank Account Name

· Pledge – Bank Account Number

· Pledge – Bank Account Type

· Pledge – Bank Transit ABA Number

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge - Entry – ACH

· Pledge – Entry – ACH – Bottom

· Pledge – Entry – ACH – Designate 

· Pledge – Entry – ACH – Designate Question

· Pledge – Entry – ACH – Error – Alert – Bank Account Name Length 

· Pledge – Entry – ACH – Error – Alert – Bank Account Number Length

· Pledge – Entry – ACH – Error – Alert – Bank Transit Number Missing 

· Pledge – Entry – ACH – Error – Alert – Bank Account Number Not Numeric 

· Pledge – Entry – ACH – Error – Alert – Bank Transit Number Length 

· Pledge – Entry – ACH – Error – Alert - Bank Account Number Missing 

· Pledge – Entry – ACH – Error – Bank Account Name Length

· Pledge – Entry – ACH – Error – Bank Account Number Length 

· Pledge – Entry – ACH – Error – Bank Account Number Missing 

· Pledge – Entry – ACH – Error – Bank Transit Number Length 

· Pledge – Entry – ACH – Error – Bank Transit Number Missing 

· Pledge – Entry – ACH – Error – Bank Transit Number Not Numeric

· Pledge – Entry – ACH – Pledge Amount

· Pledge – Entry – ACH – Pledge Amount Error 

· Pledge – Entry – ACH – Pledge Less Than Minimum 

· Pledge – Entry – ACH – Top 

· Pledge – Entry – ACH – Transaction User Defined Field 01

· Pledge – Entry – ACH – Transaction User Defined Field 02

· Pledge – Entry – ACH – Transaction User Defined Field 03

· Pledge – Entry – ACH – Transaction User Defined Field 04

· Pledge – Entry – ACH – Transaction User Defined Field 05

· Pledge – Entry – ACH – Transaction User Defined Field 06

· Pledge – Entry – ACH – Transaction User Defined Field 07

· Pledge – Entry – ACH – Transaction User Defined Field 08

· Pledge – Entry – ACH – Transaction User Defined Field 09

· Pledge – Entry – ACH – Transaction User Defined Field 10

Andar Main Menu > e-Community > Administration > Web Customization > General > Miscellaneous > Error

· Error – ABA Bank Transit Number Invalid

· Error – ACH Bank Account Number Invalid

6.3. Automated Clearing House (ACH) – Pre-Authorized Payment Pledge

Menu Item:  Pledge > Pre-Authorized Automated Clearing House
Without CyberSource

With CyberSource

6.3.1. Critical Web Options
Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods > Automated Clearing House – Pre-Authorized Payment*** 
6.3.2. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – ACH > General Section

· Minimum Pledge Amount
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – ACH – Pre-Authorized Payment > General Section
· Payment Frequency > Your Billing Frequencies (Table 808)*** 
· Start Date
· Allow Back-Dating
· Changeable (Year, Month, And Day)*** 
· Day Not Changeable***  

· Payment Start Date Options
· Use Pecking To Find Default

· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Exact Rounding Enabled For The Following Pledge Types Automated Clearinghouse – Pre-Authorized Payment
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > CyberSource > General Section

· Add E-Payment Suffix To Reference Number Sent To Cybersource
· Number Of Attempts Allowed

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Subsequent Gifts Cannot Change Existing Billing Schedule
6.3.3. Web Notes 

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Bank Account Name

· Pledge - Bank Account Number

· Pledge – Bank Account Type
· Pledge – Pre-authorized ACH Payment***
· Pledge – Bank Transit ABA Number

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Pre-Authorized ACH Payment

· Pledge – Entry – Pre-Authorized ACH Payment – Billing Frequency – <Your Billing Frequencies>***.  
· Pledge – Entry – Pre-Authorized ACH Payment – Bottom***
· Pledge – Entry – Pre-Authorized ACH Payment – Designate 

· Pledge – Entry – Pre-Authorized ACH Payment – Designate Question 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Alert – Bank Account Name Length 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Alert – Bank Account Number Length 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Alert – Bank Account Number Missing 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Alert – Bank Account Number Not Numeric 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Alert - Bank Transit Number Length 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Bank Transit Number Missing 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Bank Account Name Length 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Bank Account Number Length 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Bank Account Number Missing 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Bank Transit Number Length 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Bank Transit Number Missing 

· Pledge – Entry – Pre-Authorized ACH Payment – Error – Bank Transit Number Not Numeric 

· Pledge – Entry – Pre-Authorized ACH Payment – Payment Frequency 

· Pledge – Entry – Pre-Authorized ACH Payment – Payment Start Date 

· Pledge – Entry – Pre-Authorized ACH Payment – Payment Start Date Error

· Pledge – Entry – Pre-Authorized ACH Payment – Pledge Amount 

· Pledge – Entry – Pre-Authorized ACH Payment – Pledge Amount Error 

· Pledge – Entry – Pre-Authorized ACH Payment – Pledge Less Than Minimum***
· Pledge - Entry - Pre-Authorized ACH Payment - Pledge Percent Error

· Pledge – Entry – Pre-Authorized ACH Payment – Rounding – Notification

· Pledge – Entry – Pre-Authorized ACH Payment – Top 

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 01

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 02

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 03

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 04

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 05

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 06

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 07

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 08

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 09

· Pledge – Entry – Pre-Authorized ACH Payment – Transaction User Defined Field 10

Andar Main Menu > e-Community > Administration > Web Customization > General > Miscellaneous > Error

· Error – ABA Bank Transit Number Invalid

· Error – ACH Bank Account Number Invalid

6.3.4. Find / Process Future Pre-Authorized ACH Transactions
Pre-Authorized ACH Payment Report

Andar Main Menu > Finance > Accounts Receivable > ACH / Credit Card Management > Pre-Authorized ACH Payment Report

Pre-Authorized ACH Payment Generation

Andar Main Menu > Finance > Accounts Receivable > ACH / Credit Card Management > Pre-Authorized ACH Payment Generation

Next Steps
· Accounts Receivable Envelope
· Deposit
· Close The Envelope

6.4. Bill Me Pledge

Menu Item:  Pledge > Bill Me
6.4.1. Critical Web Options
Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods > Bill Me*** 
6.4.2. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Bill Me > General Section

· Billing Frequency > Your Billing Frequencies (Table 793)*** 
· Minimum Pledge Amount*** 
· Start Date
· Allow Back-Dating
· Changeable (Month And Year Only)*** 
· Day Also Available To Change (If Changeable)
· Hide Non-Changeable Start Date*** 

· Use Pecking To Find Default
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Exact Rounding Enabled For The Following Pledge Types > Bill Me
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Subsequent Gifts Cannot Change Existing Billing Schedule

6.4.3. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Bill Me***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge - Entry – Bill Me

· Pledge – Entry – Bill Me – Bill Me Amount Less Than Minimum 

· Pledge – Entry – Bill Me – Billing Frequency – <Your Billing Frequencies>***

· Pledge – Entry – Bill Me – Billing Frequency

· Pledge – Entry – Bill Me – Billing Schedule Not Found

· Pledge – Entry – Bill Me – Billing Start Date

· Pledge – Entry – Bill Me – Billing Start Date Invalid 

· Pledge – Entry – Bill Me – Bottom***
· Pledge – Entry – Bill Me – Designate 

· Pledge – Entry – Bill Me – Designate Question 

· Pledge – Entry – Bill Me – Pledge Amount Error 

· Pledge – Entry – Bill Me – Rounding – Notification

· Pledge – Entry – Bill Me – Top 

· Pledge – Entry – Bill Me – Transaction User Defined Field 01

· Pledge – Entry – Bill Me – Transaction User Defined Field 02

· Pledge – Entry – Bill Me – Transaction User Defined Field 03

· Pledge – Entry – Bill Me – Transaction User Defined Field 04

· Pledge – Entry – Bill Me – Transaction User Defined Field 05

· Pledge – Entry – Bill Me – Transaction User Defined Field 06

· Pledge – Entry – Bill Me – Transaction User Defined Field 07

· Pledge – Entry – Bill Me – Transaction User Defined Field 08

· Pledge – Entry – Bill Me – Transaction User Defined Field 09

· Pledge – Entry – Bill Me – Transaction User Defined Field 10

6.5. Cash Pledge

Menu Item:  Pledge > Cash
6.5.1. Critical Web Options
Best Practice

Use the Role of Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods > Cash*** 
6.5.2. Web Options
Best Practice

Use the Role of Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Cash > General Section

· Map To Employee Cash Transaction Type
· Minimum Pledge Amount
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
6.5.3. Web Notes

Best Practice

Use the Role of Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Cash***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry - Cash

· Pledge – Entry – Cash – Amount Less Than Minimum 

· Pledge – Entry – Cash – Bottom***
· Pledge – Entry – Cash – Designate 

· Pledge – Entry – Cash – Designate Question

· Pledge – Entry – Cash – Payment Received 

· Pledge – Entry – Cash – Pledge Amount Error 

· Pledge – Entry – Cash – Pledge Percent Error

· Pledge – Entry – Cash – Top 

· Pledge – Entry – Cash – Transaction User Defined Field 01

· Pledge – Entry – Cash – Transaction User Defined Field 02
· Pledge – Entry – Cash – Transaction User Defined Field 03
· Pledge – Entry – Cash – Transaction User Defined Field 04
· Pledge – Entry – Cash – Transaction User Defined Field 05
· Pledge – Entry – Cash – Transaction User Defined Field 06
· Pledge – Entry – Cash – Transaction User Defined Field 07
· Pledge – Entry – Cash – Transaction User Defined Field 08
· Pledge – Entry – Cash – Transaction User Defined Field 09
· Pledge – Entry – Cash – Transaction User Defined Field 10
6.6. Check Pledge

Menu Item:  Pledge > Check
6.6.1. Critical Web Options
Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable To Follow Donation Methods > Check*** 
6.6.2. Web Options
Best Practice

Use the Role of Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Check > General Section

· Map To Employee Check Transaction Type
· Minimum Pledge Amount
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
6.6.3. Web Notes
Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Check***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry - Check

· Pledge – Entry – Check – Amount Less Than Minimum 

· Pledge – Entry – Check – Bottom***
· Pledge – Entry – Check – Date 

· Pledge – Entry – Check – Date – Invalid 

· Pledge – Entry – Check – Designate 

· Pledge – Entry – Check – Designate Question 

· Pledge – Entry – Check – Number 

· Pledge – Entry – Check – Number Missing 

· Pledge – Entry – Check – Payment Received 

· Pledge – Entry – Check – Pledge Amount Error 

· Pledge – Entry – Check – Pledge Percent Error

· Pledge – Entry – Check – Top 

· Pledge – Entry – Check – Transaction User Defined Field 01

· Pledge – Entry – Check – Transaction User Defined Field 02

· Pledge – Entry – Check – Transaction User Defined Field 03

· Pledge – Entry – Check – Transaction User Defined Field 04

· Pledge – Entry – Check – Transaction User Defined Field 05

· Pledge – Entry – Check – Transaction User Defined Field 06

· Pledge – Entry – Check – Transaction User Defined Field 07

· Pledge – Entry – Check – Transaction User Defined Field 08

· Pledge – Entry – Check – Transaction User Defined Field 09

· Pledge – Entry – Check – Transaction User Defined Field 10

6.7. Credit Card Pledge

Menu Item:  Pledge > Credit Card
Without CyberSource

With CyberSource

6.7.1. Critical Web Options
Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods > Credit Card*** 
6.7.2. System Preferences
System > Preferences > System Preferences > Finance > Finance – General > Credit Cards / ACH Section

· Enable Expired Credit Card / Invalid Card Information on Pre-Authorized Payment Schedule
6.7.3. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Credit Card > General Section

· Minimum Pledge Amount
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options - e-Pledge > Verification > Address Section

· Address Required for Credit Card Pledges

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > CyberSource > General Section

· Add e-Payment Suffix to Reference Number Sent to CyberSource

· Number of Attempts Allowed

6.7.4. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Credit Card***

Andar Main Menu > e-Community > Administration Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Credit Card

· Pledge – Entry – Credit Card – Amount Less Than Minimum 

· Pledge – Entry – Credit Card – Bottom 

· Pledge – Entry – Credit Card – Credit Card Number 

· Pledge – Entry – Credit Card – Designate 

· Pledge – Entry – Credit Card – Designate Question 

· Pledge – Entry – Credit Card – Error – Check Digit

· Pledge – Entry – Credit Card – Error – Expired 

· Pledge – Entry – Credit Card – Error – Name Missing 

· Pledge – Entry – Credit Card – Error – Number Length

· Pledge – Entry – Credit Card – Error – Number Length (1)

· Pledge – Entry – Credit Card – Error - Number Missing 

· Pledge – Entry – Credit Card – Error – Number Start Digit

· Pledge – Entry – Credit Card – Error - Type Missing 

· Pledge – Entry – Credit Card – Expiry Date 

· Pledge – Entry – Credit Card – Name on Card 

· Pledge – Entry – Credit Card – Pledge Amount Error 

· Pledge – Entry – Credit Card – Pledge Percent Error

· Pledge – Entry – Credit Card – Top 

· Pledge – Entry – Credit Card – Type 

· Pledge – Entry – Credit Card – Transaction User Defined Field 01

· Pledge – Entry – Credit Card – Transaction User Defined Field 02

· Pledge – Entry – Credit Card – Transaction User Defined Field 03

· Pledge – Entry –Credit Card – Transaction User Defined Field 04

· Pledge – Entry – Credit Card – Transaction User Defined Field 05

· Pledge – Entry – Credit Card – Transaction User Defined Field 06

· Pledge – Entry – Credit Card – Transaction User Defined Field 07

· Pledge – Entry – Credit Card – Transaction User Defined Field 08

· Pledge – Entry – Credit Card – Transaction User Defined Field 09

· Pledge – Entry – Credit Card – Transaction User Defined Field 10

Andar Main Menu > e-Community > Administration Web Customization > General > Miscellaneous > Error

· Error – Invalid Credit Card Name

· Error – Invalid Credit Card Number

6.8. Pre-Authorized Credit Card Pledge

Menu Item:  Pledge > Pre-Authorized Credit Card
Without CyberSource

With CyberSource

6.8.1. Critical Web Options
Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable To Follow Donation Methods > Credit Card – Pre-Authorized Payment*** 
6.8.2. System Preferences
System > Preferences > System Preferences > Finance > Finance – General > Credit Cards / ACH Section

· Enable Expired Credit Card / Invalid Card Information on Pre-Authorized Payment Schedule
6.8.3. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Credit Card – Pre-Authorized Payment > General Section

· E-Receipt Available Only If Fully Paid
· Payment Frequency > Your Billing Frequencies (Table 793)*** 
· Payment Start Date Table of Options
· Start Date 
· Allow Back-Dating
· Changeable (Year, Month and Day)*** 
· Day Cannot Be Changed (If Changeable)*** 
· Use Pecking to Find Default
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Credit Card > General Section

· Minimum Pledge Amount
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options - e-Pledge > Verification > Address Section

· Address Required for Credit Card Pledges
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Exact Rounding Enabled for the Following Pledge Types > Credit Card - Pre-Authorized Payment
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > CyberSource > General Section

· Add e-Payment Suffix to Reference Number Sent to CyberSource
· Number Of Attempts Allowed
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Subsequent Gifts Cannot Change Existing Billing Schedule
6.8.4. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Credit Card Pre-Authorized Payment***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Pre-Authorized Credit Card

· Pledge – Entry – Pre-Authorized Credit Card Payment – Amount Less Than Minimum 
· Pledge – Entry – Pre-Authorized Credit Card Payment – Billing Frequency – <Your Billing Frequencies>***  

· Pledge – Entry – Pre-Authorized Credit Card Payment – Bottom***
· Pledge – Entry – Pre-Authorized Credit Card Payment – Credit Card Number 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Designate 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Designate Question 

· Pledge - Entry - Pre-Authorized Credit Card Payment - Error - Check Digit

· Pledge – Entry – Pre-Authorized Credit Card Payment – Error – Expired 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Error – Name Missing 

· Pledge - Entry - Pre-Authorized Credit Card Payment - Error - Number Length

· Pledge - Entry - Pre-Authorized Credit Card Payment - Error - Number Length (1)

· Pledge – Entry – Pre-Authorized Credit Card Payment – Error – Number Missing 

· Pledge - Entry - Pre-Authorized Credit Card Payment - Error - Number Start Digit

· Pledge – Entry – Pre-Authorized Credit Card Payment – Error - Type Missing 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Expiry Date 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Name on Card

· Pledge – Entry – Pre-Authorized Credit Card Payment – Payment Frequency 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Payment Start Date 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Pledge Amount Error 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Pledge Percent Error

· Pledge – Entry – Pre-Authorized Credit Card Payment – Rounding – Notification

· Pledge – Entry – Pre-Authorized Credit Card Payment – Start Date Invalid 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Top 

· Pledge – Entry – Pre-Authorized Credit Card Payment – Type 

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 01

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 02

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 03

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 04

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 05

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 06

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 07

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 08

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 09

· Pledge – Entry – Pre-Authorized Credit Card – Transaction User Defined Field 10

Andar Main Menu > e-Community > Administration Web Customization > General > Miscellaneous > Error

· Error – Invalid Credit Card Name

· Error – Invalid Credit Card Number

6.8.5. Find / Process Future Pre-Authorized Credit Card Transactions
Pre-Authorized Credit Card Payment Report

Andar Main Menu > Finance > ACH / Credit Card Management > ACH / Credit Card Reports > Pre-Authorized Credit Card Payment Report

Pre-Authorized Credit Card Payment Generation

Andar Main Menu > Finance > Accounts Receivable > ACH / Credit Card Management > Pre-Authorized Credit Card Payment Generation

Next Steps
· Accounts Receivable Envelope
· Deposit
· Close the Envelope

System Preferences

System > Preferences > System Preferences > Finance > Accounts Receivable > Credit Cards / ACH Section

· Enable Expired Credit Card / Invalid Card Information On Pre-Authorized Payment Schedule
6.9. Incentive Compensation Pledge

Menu Item:  Pledge > Incentive Compensation
6.9.1. Critical Web Options
Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods > Incentive Compensation
6.9.2. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.

[image: image179.png]


 Inherit

[image: image180.png]


 Turn On

[image: image181.png]


 Turn On For Users With A Web Permission Directly To This Account
[image: image182.png]


 Required

[image: image183.png]


 Required For Users With A Web Permission Directly To This Account
[image: image184.png]


 Turn Off
[image: image185.png]


 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Intended Gift > General Section

· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
6.9.3. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Incentive Compensation***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Incentive Compensation

· Pledge – Entry – Incentive Compensation – Bottom 

· Pledge – Entry – Incentive Compensation – Designate

· Pledge – Entry – Incentive Compensation – Designate Question 

· Pledge – Entry – Incentive Compensation – Dollar Amount 

· Pledge – Entry – Incentive Compensation – Percent Amount 

· Pledge – Entry – Incentive Compensation – Pledge Amount Error 

· Pledge – Entry – Incentive Compensation – Pledge Percent Error 

· Pledge – Entry – Incentive Compensation – Top***
· Pledge – Entry – Incentive Compensation – Type Missing

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 01

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 02

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 03

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 04

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 05

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 06

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 07

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 08

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 09

· Pledge – Entry – Incentive Compensation – Transaction User Defined Field 10

6.10. Intended Gift Pledge

Menu Item:  Pledge > Intended Gift
6.10.1. Critical Web Options
Best Practice

Use the Role of Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods > Intended Gift
6.10.2. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Intended Gift > General Section

· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
6.10.3. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Intended Gift***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Intended Gift

· Pledge – Entry – Intended Gift – Bottom

· Pledge – Entry – Intended Gift – Comments

· Pledge – Entry – Intended Gift – Top***
· Pledge – Entry – Intended Gift – Transaction User Defined Field 01

· Pledge – Entry – Intended Gift – Transaction User Defined Field 02

· Pledge – Entry – Intended Gift – Transaction User Defined Field 03

· Pledge – Entry – Intended Gift – Transaction User Defined Field 04

· Pledge – Entry – Intended Gift – Transaction User Defined Field 05

· Pledge – Entry – Intended Gift – Transaction User Defined Field 06

· Pledge – Entry – Intended Gift – Transaction User Defined Field 07

· Pledge – Entry – Intended Gift – Transaction User Defined Field 08

· Pledge – Entry – Intended Gift – Transaction User Defined Field 09

· Pledge – Entry – Intended Gift – Transaction User Defined Field 10

6.11. Partner Withdrawal Pledge

Menu Item:  Pledge > Partner Withdrawal
6.11.1. Critical Web Options
Best Practice

Use the Role of Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable To Follow Donation Methods > Partner Withdrawal
6.11.2. Web Options

Best Practice

Use the Role of Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Partner Withdrawal > General Section

· Frequency > Your Billing Frequencies (Table 793)
· Minimum Pledge Amount
· Start Date 
· Allow Back-Dating
· Changeable (Month and Year Only)
· Day Also Available To Change (If Changeable)
· Use Pecking To Find Default
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > General Section

· Exact Rounding Enabled For The Following Pledge Types > Partner Withdrawal

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Subsequent Gifts Cannot Change Existing Billing Schedule
6.11.3. Web Notes

Best Practice

Use the Role of Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Partner Withdrawal***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge - Entry – Partner Withdrawal
· Pledge – Entry – Partner Withdrawal – Amount Less Than Minimum 

· Pledge – Entry – Partner Withdrawal – Billing Frequency

· Pledge – Entry – Partner Withdrawal – Billing Frequency – <Your Billing Frequencies>*** 

· Pledge - Entry - Partner Withdrawal - Billing Schedule Not Found

· Pledge – Entry – Partner Withdrawal – Billing Start Date 

· Pledge – Entry – Partner Withdrawal – Billing Start Date Invalid 

· Pledge – Entry – Partner Withdrawal – Bottom***
· Pledge – Entry – Partner Withdrawal – Designate 

· Pledge – Entry – Partner Withdrawal – Designate Question 

· Pledge - Entry - Partner Withdrawal - Pledge Amount Error

· Pledge – Entry – Partner Withdrawal – Pledge Percent Error

· Pledge – Entry – Partner Withdrawal – Rounding – Notification

· Pledge – Entry – Partner Withdrawal – Top 

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 01

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 02

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 03

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 04

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 05

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 06

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 07

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 08

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 09

· Pledge – Entry – Partner Withdrawal – Transaction User Defined Field 10

6.12. PayPal Express Checkout

Menu Item:  Pledge > PayPal Express Checkout

6.12.1. Critical Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable To Follow Donation Methods > Paypal Express Checkout
6.12.2. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Paypal Express > General Section

· Minimum Pledge Amount
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
6.12.3. System Preferences

System > Preferences > System Preferences > Finance > Accounts Receivable > Paypal Express Checkout Section 

· Payment Currency

6.12.4. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Paypal Express Checkout***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Paypal Express Checkout

· Pledge – Entry – Paypal Express Checkout – Bottom 

· Pledge – Entry – Paypal Express Checkout – Designate 

· Pledge – Entry – Paypal Express Checkout – Designate Question

· Pledge – Entry – Paypal Express Checkout – Pledge Amount Error 

· Pledge – Entry – Paypal Express Checkout – Pledge Percent Error

· Pledge – Entry – Paypal Express Checkout – Pledge Less Than Minimum 

· Pledge – Entry – Paypal Express Checkout – Top 

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 01

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 02

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 03

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 04

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 05

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 06

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 07

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 08

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 09

· Pledge – Entry – Paypal Express Checkout – Transaction User Defined Field 10

6.13. Payroll Deduction Pledge

Menu Item:  Pledge > Payroll Deduction
6.13.1. Critical Web Options
Best Practice

Use the Role of Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods > Payroll Deduction*** 
6.13.2. Web Options

Best Practice

Use the Role of Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Payroll Deduction > General Section

· Add Shortcut to Personal Time Off Pledge

· Deductions
· Number Of Deductions Changeable
· Number Of Possible Deductions
· Minimum Pledge Amount – Per Deduction
· Minimum Pledge Amount - Total
· Pay Periods
· Hide Number Of Pay Periods
· Number Of Possible Pay Periods
· Start Date
· Hide Non-Changeable Start Dates***  

· Start Date Changeable
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Exact Rounding Enabled For The Following Pledge Types > Payroll Deduction
6.13.3. Web Notes 
Best Practice

Use the Role of Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Payroll Deduction***

· Pledge – Payroll Deduction – Deduction Per Pay

· Pledge – Payroll Deduction – Deduction Start Date 

· Pledge – Payroll Deduction – Number of Deductions

· Pledge – Payroll Deduction – Pay Periods

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Payroll Deduction

· Pledge – Entry – Payroll Deduction – Annual Pledge Invalid 

· Pledge – Entry – Payroll Deduction – Bottom 

· Pledge – Entry – Payroll Deduction – Deduction Amount Less Than Minimum 

· Pledge – Entry – Payroll Deduction – Deduction Amount Negative 

· Pledge – Entry – Payroll Deduction – Designate 

· Pledge – Entry – Payroll Deduction – Designate Question 

· Pledge – Entry – Payroll Deduction – Dollar Option 

· Pledge – Entry – Payroll Deduction – Not Enough Pay Periods Left 

· Pledge – Entry – Payroll Deduction – Number of Deductions Exceeds Pay Periods 

· Pledge – Entry – Payroll Deduction – Number of Deductions Invalid 

· Pledge – Entry – Payroll Deduction – Number of Pay Periods Cannot Change 

· Pledge – Entry – Payroll Deduction – Number of Pay Periods Invalid 

· Pledge – Entry – Payroll Deduction – One Deduction 

· Pledge – Entry – Payroll Deduction – Percent Amount 

· Pledge – Entry – Payroll Deduction – Percent of Salary Option 

· Pledge – Entry – Payroll Deduction – Pledge Amount Error 

· Pledge – Entry – Payroll Deduction – Pledge Percent Error 

· Pledge – Entry – Payroll Deduction – Rounding – Notification

· Pledge – Entry – Payroll Deduction – Start Date Invalid 

· Pledge – Entry – Payroll Deduction – Top 

· Pledge – Entry – Payroll Deduction – Total Amount Less Than Minimum

· Pledge – Entry – Payroll Deduction – Total Annual Pledge 

· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 01

· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 02

· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 03

· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 04

· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 05
· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 06

· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 07
· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 08

· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 09

· Pledge – Entry – Payroll Deduction – Transaction User Defined Field 10

6.14. Personal Time Off Pledge

Menu Item:  Pledge > Personal Time Off
For Employee Donors.  
6.14.1. Critical Web Options
Best Practice

Use the Role of Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable To Follow Donation Methods > Personal Time-Off
6.14.2. Web Options
Best Practice

Use the Role of Employee Donor for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Personal Time Off > General Section

· Add Shortcut To Payroll Deduction Pledge

· Hours Must Be Whole Numbers
· Maximum – Hours Per Campaign Year

· Minimum – Number Of Hours
· Minimum Pledge Amount
· Pledge Amount
· Time Off Hours

· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
· Updating Pledge Amount Allowed
6.14.3. Web Notes 

Best Practice

Use the Role of Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Personal Time Off***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Personal Time Off

· Pledge - Entry - Personal Time Off - Amount Less Than Minimum

· Pledge - Entry - Personal Time Off - Asterisk Items Required

· Pledge – Entry – Personal Time Off – Bottom 

· Pledge - Entry - Personal Time Off - Designate

· Pledge - Entry - Personal Time Off - Designate Question

· Pledge - Entry - Personal Time Off - Either Hours or Amount is Required
· Pledge – Entry – Personal Time Off – Hours 

· Pledge – Entry – Personal Time Off – Hours Invalid

· Pledge – Entry – Personal Time Off – Hours Less Than Minimum 

· Pledge - Entry - Personal Time Off - Pledge Amount Invalid

· Pledge – Entry – Personal Time Off – Top***
· Pledge – Entry – Personal Time Off – Transaction User Defined Field 01

· Pledge – Entry – Personal Time Off – Transaction User Defined Field 02

· Pledge – Entry – Personal Time Off – Transaction User Defined Field 03

· Pledge – Entry – Personal Time Off – Transaction User Defined Field 04

· Pledge – Entry – Personal Time Off – Transaction User Defined Field 05

· Pledge – Entry – Personal Time Off – Transaction User Defined Field 06

· Pledge – Entry – Personal Time Off – Transaction User Defined Field 07

· Pledge – Entry – Personal Time Off – Transaction User Defined Field 08

· Pledge – Entry – Personal Time Off – Transaction User Defined Field 09

· Pledge – Entry – Personal Time Off – Transaction User Defined Field 10

· Pledge - Entry - Personal Time Off - YTD Hours

· Pledge - Entry - Personal Time Off - YTD Hours More Than Maximum

6.15. Stock Pledge

Menu Item:  Pledge > Securities
For Individual Donors / Employee Donors.  
6.15.1. Critical Web Options
Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods > Securities*** 
6.15.2. System Preferences
System > Preferences >System Preferences > e-Pledge > e-Pledge – General > Stock Gifts Section

· Default Issuing Entity
6.15.3. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Stock > General Section

· Minimum Pledge Amount
· Reminder Frequency > Your Billing Frequencies (Table 798)
· Start Date
· Allow Back-Dating
· Changeable (Month And Year Only)
· Day Also Available To Change (If Changeable)
· Hide Non-Changeable Start Date*** 
· Use Pecking To Find Default
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Exact Rounding Enabled For The Following Pledge Types > Securities
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Subsequent Gifts Cannot Change Existing Billing Schedule
6.15.4. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Securities***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry - Stock

· Pledge – Entry – Stock – Bottom***
· Pledge – Entry – Stock – Billing Frequency – Your Billing Frequencies (Table 798)***  

· Pledge – Entry – Stock – Designate  

· Pledge – Entry – Stock – Designate Question  

· Pledge – Entry –Stock – Pledge Amount Error 

· Pledge – Entry – Stock – Pledge Percent Error

· Pledge – Entry – Stock – Pledge Less Than Minimum  

· Pledge – Entry – Stock – Reminder Frequency 

· Pledge – Entry – Stock – Reminder Start Date 

· Pledge – Entry – Stock – Reminder Start Date Invalid 

· Pledge - Entry - Stock - Rounding - Notification

· Pledge – Entry – Stock – Top 

· Pledge – Entry – Stock – Transaction User Defined Field 01

· Pledge – Entry – Stock – Transaction User Defined Field 02

· Pledge – Entry – Stock – Transaction User Defined Field 03

· Pledge – Entry – Stock – Transaction User Defined Field 04

· Pledge – Entry – Stock – Transaction User Defined Field 05

· Pledge – Entry – Stock – Transaction User Defined Field 06

· Pledge – Entry – Stock – Transaction User Defined Field 07
· Pledge – Entry – Stock – Transaction User Defined Field 08
· Pledge – Entry – Stock – Transaction User Defined Field 09

· Pledge – Entry – Stock – Transaction User Defined Field 10

6.16. Generic Bill Me Pledge 1, 2, 3
6.16.1. Critical Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable The Following Donation Methods

· Generic Bill Me 01***  

· Generic Bill Me 02***  
· Generic Bill Me 03***  

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Generic Bill Me 01 > General Section

· Transaction Type> Select Transaction Type*** 
· Employee Event Participation No Designation Non-Renewable

· Employee Event Participation No Designation Non-Renewable (Non-Campaign)

· Employee Event Participation Non -Renewable (Non-Campaign)

· Employee Event Participation Non-Renewable

· Employee Sponsorship (Bill / Designation)

· Employee Sponsorship (Bill / Designation) (Non-Campaign)

· Employee to Be Billed Multi-Year Payment

· Employee To Be Billed Non-Renewable

· Individual Event Participation No Designation Non-Renewable

· Individual Event Participation No Designation Non-Renewable (Non-Campaign)

· Individual Event Participation Non-Renewable

· Individual Event Participation Non-Renewable (Non-Campaign)

· Individual Multi-Year Payment

· Individual Non-Renewable

· Individual Sponsorship (Bill / Designation)

· Individual Sponsorship (Bill / Designation) (Non-Campaign)

· Individual Step-Up Match

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Generic Bill Me 02 > General Section

· Transaction Type> Select Transaction Type*** 
· Employee Event Participation No Designation Non-Renewable

· Employee Event Participation No Designation Non-Renewable (Non-Campaign)

· Employee Event Participation Non -Renewable (Non-Campaign)

· Employee Event Participation Non-Renewable

· Employee Sponsorship (Bill / Designation)

· Employee Sponsorship (Bill / Designation) (Non-Campaign)

· Employee to Be Billed Multi-Year Payment

· Employee To Be Billed Non-Renewable

· Individual Event Participation No Designation Non-Renewable

· Individual Event Participation No Designation Non-Renewable (Non-Campaign)

· Individual Event Participation Non-Renewable

· Individual Event Participation Non-Renewable (Non-Campaign)

· Individual Multi-Year Payment

· Individual Non-Renewable

· Individual Sponsorship (Bill / Designation)

· Individual Sponsorship (Bill / Designation) (Non-Campaign)

· Individual Step-Up Match

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Generic Bill Me 03 > General Section

· Transaction Type> Select Transaction Type*** 
· Employee Event Participation No Designation Non-Renewable

· Employee Event Participation No Designation Non-Renewable (Non-Campaign)

· Employee Event Participation Non -Renewable (Non-Campaign)

· Employee Event Participation Non-Renewable

· Employee Sponsorship (Bill / Designation)

· Employee Sponsorship (Bill / Designation) (Non-Campaign)

· Employee to Be Billed Multi-Year Payment

· Employee To Be Billed Non-Renewable

· Individual Event Participation No Designation Non-Renewable

· Individual Event Participation No Designation Non-Renewable (Non-Campaign)

· Individual Event Participation Non-Renewable

· Individual Event Participation Non-Renewable (Non-Campaign)

· Individual Multi-Year Payment

· Individual Non-Renewable

· Individual Sponsorship (Bill / Designation)

· Individual Sponsorship (Bill / Designation) (Non-Campaign)

· Individual Step-Up Match

6.16.2. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Generic Bill Me 01 > General Section

· Billing Frequency > Your Billing Frequencies (Table 793)
· Minimum Pledge Amount
· Start Date
· Allow Back-Dating
· Changeable (Month And Year Only)
· Day Also Available To Change (If Changeable)
· Hide Non-Changeable Start Date
· Use Pecking To Find Default
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Generic Bill Me 02 > General Section

· Minimum Pledge Amount
· Billing Frequency > Your Billing Frequencies (Table 793)
· Start Date
· Allow Back-Dating
· Changeable (Month And Year Only) 
· Day Also Available To Change (If Changeable) 
· Hide Non-Changeable Start Date
· Use Pecking To Find Default
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Generic Bill Me 03 > General Section

· Billing Frequency > Your Billing Frequencies (Table 793)
· Minimum Pledge Amount
· Start Date
· Allow Back-Dating
· Changeable (Month And Year Only)
· Day Also Available To Change (If Changeable) 
· Hide Non-Changeable Start Date
· Use Pecking To Find Default
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Exact Rounding Enabled For The Following Pledge Types > Generic Bill Me 01 - 03.  

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Subsequent Gifts Cannot Change Existing Billing Schedule
6.16.3. Web Notes

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Generic Bill Me - 01***

· Pledge – Generic Bill Me - 02***

· Pledge – Generic Bill Me - 03***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Generic Bill Me - 01

· Pledge – Entry – Generic Bill Me – 01 – Billing Frequency

· Pledge – Entry – Generic Bill Me - 01 – Billing Frequency – <Your Billing Frequencies>*** 

· Pledge – Entry – Generic Bill Me – 01 – Billing Start Date

· Pledge – Entry – Generic Bill Me – 01 – Billing Start Date Invalid

· Pledge – Entry – Generic Bill Me – 01 – Bottom

· Pledge – Entry – Generic Bill Me – 01 – Designate

· Pledge – Entry – Generic Bill Me – 01 – Designate Question

· Pledge – Entry – Generic Bill Me – 01 – Designations to be Removed

· Pledge – Entry – Generic Bill Me – 01 – Pledge Amount Error

· Pledge – Entry – Generic Bill Me – 01 – Pledge Percent Error

· Pledge – Entry – Generic Bill Me – 01 – Pledge Less Than Minimum

· Pledge – Entry – Generic Bill Me – 01 – Rounding – Notification

· Pledge – Entry – Generic Bill Me – 01 – Top

· Pledge – Entry – Generic Bill Me – 01 – Transaction User Defined Field 01

· Pledge – Entry – Generic Bill Me – 01 – Transaction User Defined Field 02

· Pledge – Entry – Generic Bill Me – 01 – Transaction User Defined Field 03

· Pledge – Entry – Generic Bill Me – 01 – Transaction User Defined Field 04

· Pledge – Entry – Generic Bill Me – 01 – Transaction User Defined Field 05

· Pledge – Entry – Generic Bill Me – 01– Transaction User Defined Field 06

· Pledge – Entry – Generic Bill Me – 01 – Transaction User Defined Field 07

· Pledge – Entry – Generic Bill Me – 01 – Transaction User Defined Field 08

· Pledge – Entry – Generic Bill Me – 01 – Transaction User Defined Field 09

· Pledge – Entry – Generic Bill Me – 01 – Transaction User Defined Field 10

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Generic Bill Me - 02

· Pledge – Entry – Generic Bill Me – 02 – Billing Frequency

· Pledge – Entry – Generic Bill Me - 02 – Billing Frequency – <Your Billing Frequencies>*** 

· Pledge – Entry – Generic Bill Me – 02 – Billing Start Date

· Pledge – Entry – Generic Bill Me – 02 – Billing Start Date Invalid

· Pledge – Entry – Generic Bill Me – 02 – Bottom

· Pledge – Entry – Generic Bill Me – 02 – Designate

· Pledge – Entry – Generic Bill Me – 02 – Designate Question

· Pledge – Entry – Generic Bill Me – 02 – Designations to be Removed

· Pledge – Entry – Generic Bill Me – 02 – Pledge Amount Error

· Pledge – Entry – Generic Bill Me – 02 – Pledge Percent Error

· Pledge – Entry – Generic Bill Me – 02 – Pledge Less Than Minimum

· Pledge – Entry – Generic Bill Me – 02 – Rounding – Notification

· Pledge – Entry – Generic Bill Me – 02 – Top
· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 01

· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 02

· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 03

· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 04

· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 05

· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 06

· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 07

· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 08

· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 09

· Pledge – Entry – Generic Bill Me – 02 – Transaction User Defined Field 10

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Generic Bill Me - 01

· Pledge – Entry – Generic Bill Me – 03 – Billing Frequency

· Pledge – Entry – Generic Bill Me - 03 – Billing Frequency – <Your Billing Frequencies>*** 

· Pledge – Entry – Generic Bill Me – 03 – Billing Start Date

· Pledge – Entry – Generic Bill Me – 03 – Billing Start Date Invalid

· Pledge – Entry – Generic Bill Me – 03 – Bottom

· Pledge – Entry – Generic Bill Me – 03 – Designate

· Pledge – Entry – Generic Bill Me – 03 – Designate Question

· Pledge – Entry – Generic Bill Me – 03 – Designations to be Removed

· Pledge – Entry – Generic Bill Me – 03 – Pledge Amount Error

· Pledge – Entry – Generic Bill Me – 03 – Pledge Percent Error

· Pledge – Entry – Generic Bill Me – 03 – Pledge Less Than Minimum

· Pledge – Entry – Generic Bill Me – 03 – Rounding – Notification

· Pledge – Entry – Generic Bill Me – 03 – Top

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 01

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 02

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 03

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 04

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 05

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 06

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 07

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 08

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 09

· Pledge – Entry – Generic Bill Me – 03 – Transaction User Defined Field 10

6.17. No Gift

Menu Item:  Pledge > No Gift
For Employee Donors
6.17.1. Critical Web Options
Best Practice

Use the Role of Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable To Follow Donation Methods > No Gift*** 
6.17.2. Web Options

Best Practice

Use the Role of Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – No Gift > General Section

· Show Flags 
· Acknowledgement.  N/A
· Anonymous

· Publish For Leader & Non-Leader.  N/A
· E-Mail***  

· E-Pledge 1

· E-Pledge 2

· E-Pledge 3

· E-Pledge 4

· E-Pledge 5

· E-Pledge 6

· E-Pledge 7

· E-Pledge 8

· E-Pledge 9

· E-Receipt.  N/A
· Information Request

· New Donor.  N/A
· Perpetual Pledge.  N/A
· Publish For Leaders Only.  N/A
· Release.  N/A
· Release Address.  N/A
· Release Amount.  N/A
· Release e-Mail.  N/A
· Volunteer

· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
6.17.3. Web Notes

Best Practice

Use the Role of Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Corporate***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – No Gift

· Pledge – Entry – No Gift – Address – City 

· Pledge – Entry – No Gift – Address – Country 

· Pledge – Entry – No Gift – Address – Line 1

· Pledge – Entry – No Gift – Address – Line 2  
· Pledge – Entry – No Gift – Address – Line 3 

· Pledge – Entry – No Gift – Address – Line 4 

· Pledge – Entry – No Gift – Address – State***
· Pledge – Entry – No Gift – Address – Zip Code***
· Pledge – Entry – No Gift – Asterisk Items Required 

· Pledge – Entry – No Gift – Confirm – Above 

· Pledge – Entry – No Gift – Last Name 

· Pledge – Entry – No Gift – Middle Name 

· Pledge – Entry – No Gift – Name 

· Pledge – Entry – No Gift – Phone – Area Code 

· Pledge – Entry – No Gift – Phone – Extension 

· Pledge – Entry – No Gift – Phone – Number 

· Pledge – Entry – No Gift – Prefix 

· Pledge – Entry – No Gift – Suffix 

· Pledge – Entry – No Gift – Top 

· Pledge – Entry – No Gift – Transaction User Defined Field 01 Required

· Pledge – Entry – No Gift – Transaction User Defined Field 02 Required

· Pledge – Entry – No Gift – Transaction User Defined Field 03 Required

· Pledge – Entry – No Gift – Transaction User Defined Field 04 Required

· Pledge – Entry – No Gift – Transaction User Defined Field 05 Required

· Pledge – Entry – No Gift – Transaction User Defined Field 06 Required

· Pledge – Entry – No Gift – Transaction User Defined Field 07 Required

· Pledge – Entry – No Gift – Transaction User Defined Field 08 Required

· Pledge – Entry – No Gift – Transaction User Defined Field 09 Required

· Pledge – Entry – No Gift – Transaction User Defined Field 10 Required

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge 

· Pledge – Flags – Anonymous

· Pledge – Flags – Custom 1

· Pledge – Flags – Custom 2

· Pledge – Flags – Custom 3

· Pledge – Flags – Custom 4

· Pledge – Flags – Custom 5

· Pledge – Flags – Custom 6

· Pledge – Flags – Custom 7

· Pledge – Flags – Custom 8

· Pledge – Flags – Custom 9

· Pledge – Flags – e-Mail

· Pledge – Flags – e-Receipt.  N/A

· Pledge – Flags – Information Request

· Pledge – Flags – New Donor.  N/A

· Pledge – Flags – Perpetual Pledge.  N/A

· Pledge – Flags – Publish.  N/A

· Pledge – Flags – Volunteer

6.17.4. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Pledge
	To Donor - No Gift Confirmation




6.18. Corporate Pledges 
Menu Item:  Pledge > Corporate 
For e-Pledge Administrators / Corporate Donors.  

6.18.1. Critical Web Options

Best Practice

Use the Role of e-Pledge Administrator or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable To Follow Donation Methods > Corporate*** 
6.18.2. Web Options

Best Practice

Use the Role of e-Pledge Administrator or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Corporate > General Section

· Billing Frequency > Your Billing Frequencies (Table 793)*** 
· Billing Start Date 
· Allow Back-Dating

· Changeable (Month And Year Only)
· Hide Non-Changeable Start Date
· Use Pecking To Find Default
· Minimum Pledge Amount

· No Multiple Gifts Allowed 

· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
· Warn if Multiple Corporate Gifts
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Exact Rounding Enabled For The Following Pledge Types > Corporate.  

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Subsequent Gifts Cannot Change Existing Billing Schedule
6.18.3. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Corporate***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Corporate
· Pledge – Entry – Corporate – Billing Frequency
· Pledge – Entry – Corporate – Billing Frequency – Your Billing Frequencies*** 

· Pledge – Entry – Corporate – Billing Start Date

· Pledge – Entry – Corporate – Billing Start Date Invalid

· Pledge – Entry – Corporate – Bottom

· Pledge – Entry – Corporate – Designate

· Pledge – Entry – Corporate – Designate Question

· Pledge – Entry – Corporate – Pledge Amount Error

· Pledge – Entry – Corporate – Pledge Percent Error

· Pledge – Entry – Corporate – Pledge Less Than Minimum

· Pledge – Entry – Corporate – Rounding – Notification

· Pledge – Entry – Corporate - Top
· Pledge – Entry – Corporate – Transaction User Defined Field 01 Required

· Pledge – Entry – Corporate – Transaction User Defined Field 02 Required

· Pledge – Entry – Corporate – Transaction User Defined Field 03 Required

· Pledge – Entry – Corporate – Transaction User Defined Field 04 Required
· Pledge – Entry – Corporate – Transaction User Defined Field 05 Required

· Pledge – Entry – Corporate – Transaction User Defined Field 06 Required

· Pledge – Entry – Corporate – Transaction User Defined Field 07 Required

· Pledge – Entry – Corporate – Transaction User Defined Field 08 Required

· Pledge – Entry – Corporate – Transaction User Defined Field 09 Required

· Pledge – Entry – Corporate – Transaction User Defined Field 10 Required

6.19. Workplace Special Event Pledges

Menu Item:  Pledge > Workplace Special Event 

For e-Pledge Administrators / Corporate Donors.  

6.19.1. Critical Web Options

Best Practice

Use the Role of e-Pledge Administrator or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > Pledge Types Section

· Enable To Follow Donation Methods > Workplace Special Event*** 
6.19.2. Web Options

Best Practice

Use the Role of e-Pledge Administrator or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Workplace Special Event > General Section

· Billing Frequency > Your Billing Frequencies (Table 793)*** 
· Billing Start Dates 
· Allow Back-Dating
· Changeable (Month And Year Only)
· Hide Non-Changeable Start Date
· Use Pecking To Find Default
· Minimum Pledge Amount
· No Multiple Workplace Special Event Gifts Allowed
· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
· Warn If Multiple Workplace Special Event Gifts

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Exact Rounding Enabled For The Following Pledge Types > Workplace Special Event
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General Section

· Subsequent Gifts Cannot Change Existing Billing Schedule

6.19.3. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Workplace Special Event***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries > Pledge – Entry – Corporate

· Pledge – Entry – Workplace Special Event – Billing Frequency

· Pledge – Entry – Workplace Special Event – Billing Frequency – Your Billing Frequencies***  

· Pledge – Entry – Workplace Special Event – Billing Start Date

· Pledge – Entry – Workplace Special Event – Billing Start Date Invalid

· Pledge – Entry – Workplace Special Event – Bottom

· Pledge – Entry – Workplace Special Event – Designate

· Pledge – Entry – Workplace Special Event – Designate Question

· Pledge – Entry – Workplace Special Event – Pledge Amount Error

· Pledge – entry – Workplace Special Event – Pledge Percent Error

· Pledge – Entry – Workplace Special Event – Pledge Less Than Minimum

· Pledge – Entry – Workplace Special Event – Rounding – Notification

· Pledge – Entry – Workplace Special Event - Top

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 01 Required

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 02 Required

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 03 Required

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 04 Required

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 05 Required

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 06 Required

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 07 Required

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 08 Required

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 09 Required

· Pledge – Entry – Workplace Special Event – Transaction User Defined Field 10 Required

6.20. General Pledging Web Options And Web Notes
6.20.1. General Pledging Web Options

For Individual Donors / Employee Donors / Corporate Donors.  

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options - e-Pledge > General - Pledge > General Section
· Exclude Leader Memo Transactions From The Web***

· No Multiple Employee Gifts Within Company Allowed

· No Multiple Gifts Allowed*** 
· Percent Of Salary Calculator - Hide if Type is not Payroll

· Percent Of Salary Calculator - Show On Entry Page.  For Employee Donors.  

· Percent Of Salary Pledges - Enable For Donors Whose Salary Is Known.  For Employee Donors. 
· Selection Of Type - Combine On Same Page As Entry Information
· Warn If Multiple Gifts*** For Individual Donors and Employee Donors. 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > General- Pledge > General Section

· Hidden Fields Get Updated On Pledge Pages (When Included) 
· Minimum Receiptable Amount
· Navigation Buttons At The Top Of Each Page In Addition To Being At The Bottom
· Progress Images Hidden
· Hidden Fields Included On Pledge Pages

6.20.2. General Pledging Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries

· Pledge – Amount Entries – Confirm Salary 

· Pledge – Amount Entries – Percent of Salary 

· Pledge – Amount Entries – Pledge Amount 

· Pledge – Amount Entries – Pledge Less Than Designations

· Pledge – Amount Entries – Pledge Must Be Greater Than Zero 

· Pledge – Amount Entries – Salaries Do Not Match 

· Pledge – Amount Entries – Salary 

· Pledge – Amount Entries – Top

· Pledge – Amount Entries – Transaction User Defined Field 01 Required

· Pledge – Amount Entries – Transaction User Defined Field 02 Required

· Pledge – Amount Entries – Transaction User Defined Field 03 Required

· Pledge – Amount Entries – Transaction User Defined Field 04 Required

· Pledge – Amount Entries – Transaction User Defined Field 05 Required

· Pledge – Amount Entries – Transaction User Defined Field 06 Required

· Pledge – Amount Entries – Transaction User Defined Field 07 Required

· Pledge – Amount Entries – Transaction User Defined Field 08 Required

· Pledge – Amount Entries – Transaction User Defined Field 09 Required

· Pledge – Amount Entries – Transaction User Defined Field 10 Required

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Error

· Pledge – Error – Envelope Removed 

· Pledge – Error – Error Message 

· Pledge – Error – Frequency Required

· Pledge – Error – Invalid Envelope Status 

· Pledge – Error – No Envelope 

· Pledge – Error – Payment Type Not Allowed 

· Pledge – Error – Percentage Must Be Numeric 

· Pledge – Error – Pledge Amount Must Be Numeric 

· Pledge – Error – Pledge Type Invalid 

· Pledge – Error – Pledge Type Invalid for Employees 

· Pledge – Error – Total Pledge Less Than Total Designated 

· Pledge – Error – Transaction Failed 

· Pledge – Error – Transaction Information Missing 

· Pledge – Error – Unable to Proceed 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Selection of Type > Selection of Type - Standard
· Selection of Type – Bill Me Pledge Type Options Suppressed

6.21. Designations – Andar Set Up

For Individual Donors / Employee Donors.  
6.21.1. Publishing Agencies For Designations
From The Donor Choice Structure > Web Publish Button

Andar Main Menu > Donor Choice Management > DC Structure Management > DC Structures - Administrator > highlight desired Structure > Web Publish

From The Donor Choice Structure > Contract

Andar Main Menu > Donor Choice Management > DC Structure Management > DC Structures – Administrator >highlight desired Structure > Details > highlight Account to be Published > Update > Publish on the Web

6.21.2. Organization Contracts

Andar Main Menu > e-Community > e-Pledge > Administration > Donor Choice Copy Web Permissions

For Employee Donors.  A
Step 1.  Choose Donor Choice Structure And Organization Account

Step 2.  Define Accounts To Be Published

Organization Account Profile > Donor Choice Tab > Web Published Sub Tab > highlight desired Donor Choice Structure > Details > highlight Federation / Agency / Program to be Published > Update > Publish on the Web

6.21.3. Minimum Designation Amounts By Federation

Andar Main Menu > Donor Choice Management > DC Structure Management > DC Structures – Administrator > highlight desired Structure > Details > highlight desired Federation > Details > highlight the Node All contract > Parameters > Minimum Agency / Program Designation Amount  

6.21.4. System Preferences

System > Preferences > System Preferences > Donor Choice > Donor Choice – General

Designation Entry Section
· Disable Designations to Ineligible Agencies

Publish On The Web Section
· These Eligibility Code Settings Will Prevent The Setting Of Publish On The Web In DC Structures
6.22. Designations

6.22.1. Designations - Pledge Page

Menu Item:  Pledge

For Individual Donors / Employee Donors.  
6.22.2. First Designation Page

Menu Item:  Pledge > Pledge Selection Page > Pledge Entry Page > choose to Designate 

For Individual Donors / Employee Donors.  
6.22.3. Second Designation Page

Menu Item:  Pledge > Pledge Selection Page > Pledge Entry Page > choose to Designate > First Designation Page > choose to Designate to a specific Agency

For Individual Donors / Employee Donors.  

6.22.4. Agency Search Results / Designation Page

Pledge Menu Item > Pledge Selection Page > Pledge Entry Page > choose to Designate > First Designation Page > choose to Designate to a specific Agency > Search for Agency

For Individual Donors / Employee Donors.  
6.22.5. Designations - More Information Page

Pledge Menu Item > Pledge Selection Page > Pledge Entry Page > choose to Designate > First Designation Page > choose to Designate to a specific Agency > Search for Agency > click the More Information icon beside the Agency Name

For Individual Donors / Employee Donors.  

6.22.6. Critical Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor, or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designations - General > Enable Section

· Enable Designations*** 
· Enable The Following Designation Areas
· Agency Designations*** 
· Community Care Section
· Partner Agency Designations*** 
· Targeted Accounts I Section
· Targeted Accounts II Section
6.22.7. Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor, or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designations - Searches > General Section

· Display The Following Information

· Agency Keyword Search Label***  

· Agency Name For Programs – Always
· Agency Name For Programs – Only When Program Is Duplicated In Structure
· Book Number
· Contact Information
· Federation Name For Agencies - Only When Agency Is Duplicated In Structure*** 
· Partner Agency Keyword Search Label***  
· Enable The Following Types Of Searches
· All Agencies*** 
· All Partner Agencies*** 
· Book Number
· City
· State***  
· Zip Code***  
· Combine Agency And Partner Agency Search
· Observe Publish On The Web Contract From Parent Account
· Number Of Search Results Per Page
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designations - General > Enable Section

· Enable The Following Designation Areas
· Separate Agency Designation Page
· Write-Ins
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designations - General > General Section

· Allow Negative Designations*** 
· Always Display Designation Area
· Enter Designated Amount Per Payroll Deduction
· Include Agency Information On More Information Page*** 
· Increase Pledge Amount When Designation Exceeds Pledge
· Maximum Number Of Designations
· Percent Of Pledge Designations
· Show More Information Page As A Tool Tip***  

· Use A Single Designation Page
· Use Default Text Only On Designation Pages
· Use The Alternate Summary Totals
· Group All Agencies Designations
· Enable Grouping Of Agency Designations
· Move Grouping To The Bottom Of The Page
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options - e-Pledge > Pledge > General Section

· Pledge Amount Determined By Total Of Designations
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designations – Minimum Amounts > General Section

· Minimum Designation Amounts By Pledge Type*** 
· All

· Automated Clearing House

· Automated Clearing House – Pre-Authorized Payment

· Bill Me

· Cash

· Check

· Corporate

· Credit Card

· Credit Card – Pre-Authorized Payment

· Generic Bill Me 01

· Generic Bill Me 02

· Generic Bill Me 03

· Incentive Compensation

· Intended Gift

· Partner Withdrawal

· Paypal Express Checkout

· Payroll Deduction

· Personal Time Off

· Securities

· Workplace Special Event

· Limit The Enforcement Of Minimum Designation Amounts To The Following Account Types

· Agencies Only
· Agencies & Fundraisers Only
· Agencies & Programs Only
· Non-Fundraiser Agencies Only
· Hide Designation Page If Pledge Is Less Than The Minimum Designation Amount***  

6.22.8. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Amount Entries

· Pledge – Amount Entries – Pledge Less Than Designations

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry - ACH

· Pledge – Entry – ACH – Designate

· Pledge – Entry – ACH – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Bill Me

· Pledge – Entry – Bill Me – Designate

· Pledge – Entry – Bill Me – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Cash

· Pledge – Entry – Cash – Designate

· Pledge – Entry – Cash – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Check

· Pledge – Entry – Check – Designate

· Pledge – Entry – Check – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Bill Me

· Pledge – Entry – Bill Me – Designate

· Pledge – Entry – Bill Me – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Corporate

· Pledge – Entry – Corporate– Designate

· Pledge – Entry – Corporate – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Credit Card

· Pledge – Entry – Credit Card– Designate

· Pledge – Entry – Credit Card – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Generic Bill Me - 01

· Pledge – Entry – Generic Bill Me - 01– Designate

· Pledge – Entry – Generic Bill Me - 01 – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Generic Bill Me - 02

· Pledge – Entry – Generic Bill Me - 02– Designate

· Pledge – Entry – Generic Bill Me - 02 – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Generic Bill Me - 03

· Pledge – Entry – Generic Bill Me - 03– Designate

· Pledge – Entry – Generic Bill Me - 03 – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Partner Withdrawal

· Pledge – Entry – Partner Withdrawal– Designate

· Pledge – Entry – Partner Withdrawal – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Paypal Express Checkout

· Pledge – Entry – Paypal Express Checkout– Designate

· Pledge – Entry – Paypal Express Checkout – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Payroll Deduction

· Pledge – Entry – Payroll Deduction– Designate

· Pledge – Entry – Payroll Deduction – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Pre-Authorized ACH Payment

· Pledge – Entry – Pre-Authorized ACH Payment – Designate

· Pledge – Entry – Pre-Authorized ACH Payment – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Pre-Authorized Credit Card Payment

· Pledge – Entry – Pre-Authorized Credit Card Payment– Designate

· Pledge – Entry – Pre-Authorized Credit Card Payment – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Stock

· Pledge – Entry – Stock– Designate

· Pledge – Entry – Stock – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Entry – Workplace Special Event

· Pledge – Entry – Workplace Special Event – Designate

· Pledge – Entry – Workplace Special Event – Designate Question

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations

· Pledge – Designations – Agency Grouping – Title

· Pledge – Designations – Amount Per Deduction Less Than Minimum 

· Pledge – Designations – Amount Per Payroll Deduction

· Pledge – Designations – Annual Column

· Pledge – Designations - Designations Exceed Pledge

· Pledge – Designations – Designations Required

· Pledge – Designations – Increase Pledge Amount – Agreed

· Pledge – Designations – Increase Question

· Pledge – Designations – Minimum Designation Amount

· Pledge – Designations – Minimum Designation Amount Under Federation Level
· Pledge – Designations – Negative Designation

· Pledge – Designations – No Write-In – Maximum Designations Reached

· Pledge – Designations – One Write-In Maximum

· Pledge – Designations – Per Deduction Column

· Pledge – Designations – Popup Dialog Text When New Designation Added

· Pledge – Designations – Total Designated

· Pledge – Designations – Total Impact

· Pledge – Designations – Total Pledge

· Pledge – Designations – Total To Specific Agencies

· Pledge – Designations – Total Undesignated

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Main Page(s)

· Designation – Main Page – Agencies***

· Designation – Main Page – Agency – Above***

· Designation – Main Page – Agency Button***

· Designation – Main Page – Agency Grouping – Above

· Designation – Main Page – Agency Grouping – Below

· Designation – Main Page – Agency Keyword 

· Designation – Main Page – Agency Search***

· Designation – Main Page – Agency Search Button – Beside 

· Designation – Main Page – Book Number Search 

· Designation – Main Page – City Search 

· Designation – Main Page – Community Care***

· Designation – Main Page – Community Care – Designation Amount Column

· Designation – Main Page – Community Care Description***

· Designation – Main Page – Designation Less Than Minimum 

· Designation – Main Page – Designation Summary – Below 

· Designation – Main Page – Error – No Designation Catalog 

· Designation – Main Page – Error – Write-In Already Removed

· Designation – Main Page - Federations

· Designation – Main Page – Increase Pledge 

· Designation – Main Page – Maximum Number of Designations Exceeded 

· Designation – Main Page – Maximum Number of Designations Reached 

· Designation – Main Page – Multiple Write-In Designations Removed

· Designation – Main Page – No Agencies***

· Designation – Main Page – No Community Care 

· Designation – Main Page – No Federations

· Designation – Main Page – No Service Categories 

· Designation – Main Page – Partner Agencies***

· Designation – Main Page – Partner Agencies Only***

· Designation – Main Page – Partner Agency***

· Designation – Main Page – Re-enter Designations After $ to % Switch 

· Designation – Main Page – Re-enter Designations After % to $ Switch 

· Designation – Main Page – Re-enter PTO Designations After Amount to Hours Switch

· Designation – Main Page – Re-enter PTO Designations After Hours to Amount Switch

· Designation – Main Page – Review Write-In Button

· Designation – Main Page – Second Page – Agencies Heading – Below***

· Designation – Main Page – Second Page – Agency Grouping – Above

· Designation – Main Page – Second Page – Agency Grouping – Below

· Designation – Main Page – Second Page – Bottom 

· Designation – Main Page – Second Page – Partner Agencies Heading – Below

· Designation – Main Page – Second Page – Top 

· Designation – Main Page – Second Page – Write-In Heading – Below

· Designation – Main Page – State***

· Designation – Main Page – Targeted Accounts I

· Designation – Main Page – Targeted Accounts I – Above Entry Fields

· Designation – Main Page – Targeted Accounts I – Designation Amount Column

· Designation – Main Page – Targeted Accounts I – Name Column
· Designation – Main Page – Targeted Accounts II

· Designation – Main Page – Targeted Accounts II – Above Entry Fields

· Designation – Main Page – Targeted Accounts II – Book Number Column

· Designation – Main Page – Targeted Accounts II – Designation Amount Column

· Designation – Main Page – Targeted Accounts II – Name Column

· Designation – Main Page – Top 

· Designation – Main Page – Write-In

· Designation – Main Page – Write-In – Above

· Designation – Main Page – Write-In Button

· Designation – Main Page – Write-In Removed

· Designation – Main Page – Zip Code***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Agency Search Results List

· Designation – Agency Search Results List – Book Number Column 

· Designation – Agency Search Results List – Bottom 

· Designation – Agency Search Results List – Designation Amount Column 

· Designation – Agency Search Results List – Contact – Address

· Designation – Agency Search Results List – Contact – Phone

· Designation – Agency Search Results List – Contact – Website

· Designation – Agency Search Results List – Contact Column 
· Designation – Agency Search Results List – Designation Amount Column

· Designation – Agency Search Results List – Give Nothing Button 

· Designation – Agency Search Results List – Increase Pledge 

· Designation – Agency Search Results List – Maximum Number of Designations Exceeded 

· Designation – Agency Search Results List – Name Column 

· Designation – Agency Search Results List – Next Button 

· Designation – Agency Search Results List – Nothing Column 

· Designation – Agency Search Results List – Previous Button

· Designation – Agency Search Results List – Results 

· Designation – Agency Search Results List – Results – Above 

· Designation – Agency Search Results List – Top 

· Designation – Agency Search Results List – Write-In – Above

· Designation – Agency Search Results List – Write-In Button

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – More Information

· Designation – More Information – Agency Address 

· Designation – More Information – Agency Phone 

· Designation – More Information – Agency Website 

· Designation – More Information – Community Care – Information 

· Designation – More Information - Community Care – Title 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge 

· Pledge - Designations – Flags – Acknowledgement

· Pledge – Designations – Flags – Release Address

· Pledge – Designations – Flags – Release Amount

· Pledge – Designations – Flags – Release e-Mail

· Pledge – Designations – Flags – Release Phone

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Error

· Pledge – Error – Catalogue Designation Failed

· Pledge – Error – Designation Failed

· Pledge – Error – Designation Information Invalid

· Pledge – Error – Designation Information Missing

· Pledge – Error – Invalid Designated Account

· Pledge – Error – Missing Designation Information

· Pledge – Error – Total Pledge Less Than Total Designation

· Pledge – Error – Undesignated Failed

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Change Gift Amount

· Change Gift Amount – Designation Details

· Change Gift Amount – Radio Button For Undesignate

· Change Gift Amount – Total Designated

· Change Gift Amount – Total Undesignated

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Confirm Removal

· Designation – Confirm Removal 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Confirm - Details

· Pledge – Confirm – Details – Designated To Column

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Completed

· Pledge – Completed – Designated To Column

· Pledge – Completed – Incorrect Designation Summary

6.23. Federation Listing Page

Menu Item:  Pledge > Pledge Selection Page > Pledge Entry Page > choose to Designate 

For Individual Donors / Employee Donors.  
6.23.1. Critical Web Options
Best Practice

Use the Role of Individual Donor, Employee Donor, or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designations - General > Enable Section

· Enable The Following Designation Areas > Federation Listing***  
6.23.2. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Federation Agency List

· Designation – Federation Agency List – Designation Amount Column 

· Designation – Federation Agency List – Federation Agencies 

· Designation – Federation Agency List – Give Nothing Button 

· Designation – Federation Agency List – Maximum Number of Designations Exceeded 

· Designation – Federation Agency List – Name Column 

· Designation – Federation Agency List – Next Button 

· Designation – Federation Agency List – No Agencies 

· Designation – Federation Agency List – Nothing Column 

· Designation – Federation Agency List – Previous Button 

· Designation – Federation Agency List – Write-In – Above

· Designation – Federation Agency List – Write-In Button

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Main Page(s)

· Designation – Main Page – Federations
· Designation – Main Page – No Federations 

6.24. Designation Account Descriptions

Organization Account Profile > Descriptions Tab

For Individual Donors / Employee Donors / Corporate Donors.  
6.25. Agency Logos

Organization Account Profile > Documents Tab

For Individual Donors / Employee Donors / Corporate Donors.  
6.26. Write-Ins

For Individual Donors / Employee Donors.  
6.26.1. Critical Web Options
Best Practice

Use the Role of Individual Donor, Employee Donor, or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designations - General > Enable Section

· Enable The Following Designation Areas > Write-Ins*** 
6.26.2. Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor, or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designations - General > Group All Agency Designations Section

· Show Grouping On The Write-In Entry Page

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designations - General > Write-Ins Section

· Multiple Write-Ins For Out Of Area Pledge

· Show Write-Ins On Agency Search Results Page
· Show Write-Ins On First Designation Page
6.26.3. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Write-In - Entry

· Designation – Write-In – Entry – Add Button 

· Designation – Write-In – Entry – Address 

· Designation – Write-In – Entry – Address – City 

· Designation – Write-In – Entry – Address – Country 

· Designation – Write-In – Entry – Address – State***
· Designation – Write-In – Entry – Address – Zip Code***
· Designation - Write-In - Entry - Agency Grouping – Above
· Designation - Write-In - Entry - Agency Grouping – Below
· Designation – Write-In – Entry – Amount 

· Designation – Write-In – Entry – Amount Missing 

· Designation – Write-In – Entry – Bottom 

· Designation – Write-In – Entry – Cancel Button 

· Designation – Write-In – Entry – Name 

· Designation – Write-In – Entry – Name Missing 

· Designation – Write-In – Entry – Notes 

· Designation – Write-In – Entry – Summary – Below 

· Designation – Write-In – Entry – Title***
· Designation – Write-In – Entry – Top 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Write-In - Update

· Designation – Write-In – Update – Address 

· Designation – Write-In – Update – Address- City 

· Designation – Write-In – Update – Address – Country 

· Designation – Write-In – Update – Address – State***
· Designation – Write-In – Update – Address - Zip Code***
· Designation – Write-In – Update – Amount 

· Designation – Write-In – Update – Bottom 

· Designation – Write-In – Update – Cancel Button 

· Designation – Write-In – Update – Name 

· Designation – Write-In – Update – Name Missing 

· Designation – Write-In – Update – Notes 

· Designation – Write-In – Update – Summary - Below 

· Designation – Write-In – Update – Title***
· Designation – Write-In – Update – Top 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Main Page(s)

· Designation – Main Page – Error – Write-In Already Removed 

· Designation – Main Page – Multiple Write-In Designations Removed 

· Designation – Main Page – Review Write-In Button 

· Designation – Main Page – Second Page – Write-In Heading – Below 

· Designation – Main Page – Write-In 

· Designation – Main Page – Write-In – Above ***
· Designation – Main Page – Write-In Button 

· Designation – Main Page – Write-In Removed 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations

· Pledge – Designations – No Write-In – Maximum Designations Reached

· Pledge – Designations – One Write-In Maximum 

Andar Main Menu > e-Community – Administration > Web Customization > e-Pledge > Pledge > Pledge – Error

· Pledge – Error – Write-In Failed 

Andar Main Menu > e-Community – Administration > Web Customization > General > Miscellaneous > Error

· Error – Invalid Write-In Parameter

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Agency Search Results List

· Designation – Agency Search Results List – Write-In – Above 

· Designation – Agency Search Results List – Write-In Button 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Designations > Designation – Federation Agency List

· Designation – Federation Agency List – Write-In – Above 

· Designation – Federation Agency List – Write-In Button 

6.27. Pledge Verification Page

Menu Item:  Pledge > Pledge Selection Page > Pledge Entry Page > choose to Designate (optional) > First Designation Page (optional) > Second Designation Page (optional) > Pledge Verification Page

For Individual Donors / Employee Donors / Corporate Donors.  
6.27.1. Transaction User Defined Fields

Requires a MIG license.  
Set Up A Transaction User Defined Field

Andar Main Menu > System Administration > Table Maintenance > right click > Find > by Table Number > Table 1688 > Maintain Table > Add

6.27.2. Web Options
Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Verification > Address Section

· Address Always Available - Regardless Of Pledge Type Or Designations
· Address Never Available – Regardless Of Pledge Type Or Designations
· Address Required For Credit Card Pledges***
· Address Required For All Pledge Types When The Pledge Amount Is Greater Than The Minimum Receiptable
· Address Type For Individual / Employee Pledges
· Address Type For Organization / Corporate Pledges 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Verification > e-Mail Section

· Do Not Send Notification E-Mail When E-Mail Address Is Changed

· E-Mail Type For Individual / Employee Pledges

· E-Mail Type For Organization / Corporate Pledges

· Secure E-Mail Update (Require Password To Be Re-Entered)
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Verification > Flags Section
· Show Flags
· Acknowledgement*** 
· Anonymous For All Levels

· Anonymous Only for Leaders
· E-Mail
· E-Pledge 1 – 9
· E-Receipt
· Information Request 

· New Donor
· Perpetual Pledge.  For Employee Donors.  

· Publish for Leader & Non-Leader
· Publish For Leaders Only
· Release
· Release Address
· Release Amount
· Release e-Mail
· Volunteer
· Threshold 

· Set Flag Default To True
· Acknowledgement

· Anonymous for All Levels
· Anoymous Only for Leaders

· e-Mail
· e-Pledge 1
· e-Pledge 2
· e-Pledge 3
· e-Pledge 4
· e-Pledge 5
· e-Pledge 6
· e-Pledge 7
· e-Pledge 8
· e-Pledge 9
· e-Receipt
· Information Request
· New Donor
· Perpetual Pledge
· Publish for Leader & Non-Leader

· Publish for Leaders Only
· Volunteer
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Verification > General Section

· Hide Note For Required Fields
· Show Interests
· Show The Following Employee Relationship Fields

· Sort Field 1

· Sort Field 2

· Sort Field 3

· Sort Field 4

· Sort Field 5

· Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge > General - Section

· Required Transaction User Defined Fields > 01 - 10.  Requires a MIG license.  
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Verification > Name Section

· Display Name For The Following Pledge Types > Your Pledge Types 

· ACH

· ACH - Pre-Authorized Payment

· Bill Me

· Cash

· Check

· Corporate

· Credit Card

· Credit Card - Pre-Authorized Payment

· Generic Bill Me 01

· Generic Bill Me 02

· Generic Bill Me 03

· Incentive Compensation

· Intended Gift

· Partner Withdrawal

· Paypal Express Checkout

· Payroll Deduction

· Personal Time-Off

· Securities

· Workplace Special Event

· Name Updateable For The Following Pledge Types > Your Pledge Types.  

· ACH

· ACH - Pre-Authorized Payment

· Bill Me

· Cash

· Check

· Corporate

· Credit Card

· Credit Card - Pre-Authorized Payment

· Generic Bill Me 01

· Generic Bill Me 02

· Generic Bill Me 03

· Incentive Compensation

· Intended Gift

· Partner Withdrawal

· Paypal Express Checkout

· Payroll Deduction

· Personal Time-Off

· Securities

· Workplace Special Event

Andar Main Menu > e-Community > Administration > e-Pledge > Options – e-Pledge > General – Pledge > General Section

· Separate Progress Image For This Page*** 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Loyal Contributor > General Section

· Show On The Following Pages > Pledge Verification*** 
· Remove Checkbox Is User Is Already A Known Loyal Contributor
· Start Year - Do Not Show
· Start Year - Preload From History
· Suppress On The Verification Page If Data Already Exists From The Following Sources > Your Information Sources (Table 772)***  
Andar Main Menu > e-Community > Administration > Web Customization > Surveys > Options - Surveys > Surveys > General Section

· Include The Selected Survey On The Following Pages > Pledge - Verification.  
6.27.3. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge

· Pledge – Designations – Flags – Acknowledgement

· Pledge – Designations – Flags – Release Address

· Pledge – Designations – Flags – Release Amount

· Pledge – Designations – Flags – Release e-Mail

· Pledge – Designations – Flags – Release Name

· Pledge – Flags – Anonymous

· Pledge – Flags – Custom 1

· Pledge – Flags – Custom 2

· Pledge – Flags – Custom 3

· Pledge – Flags – Custom 4

· Pledge – Flags – Custom 5

· Pledge – Flags – Custom 6

· Pledge – Flags – Custom 7

· Pledge – Flags – Custom 8

· Pledge – Flags – Custom 9

· Pledge – Flags – e-Mail

· Pledge – Flags – e-Receipt

· Pledge – Flags – Information Request

· Pledge – Flags – New Donor

· Pledge – Flags – Perpetual Pledge

· Pledge – Flags – Publish

· Pledge – Flags – Volunteer

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Verification – Flags and Profile Information

· Pledge – Verification – Account Not Found 

· Pledge – Verification – Address – Above 

· Pledge – Verification – Address – City 

· Pledge – Verification – Address - City Alert 

· Pledge – Verification – Address – City Required 

· Pledge – Verification – Address – Country 

· Pledge – Verification – Address – Country Required 

· Pledge – Verification – Address – Line 1 

· Pledge – Verification – Address – Line 1 Missing 

· Pledge – Verification – Address – Line 1 Required 

· Pledge – Verification – Address – Line 2

· Pledge – Verification – Address – Line 3 

· Pledge – Verification – Address – Line 4 

· Pledge – Verification – Address – Postal Code Invalid Alert

· Pledge – Verification – Address – State***
· Pledge – Verification – Address – State Missing***
· Pledge – Verification – Address – State Required***
· Pledge – Verification – Address – Update Failed 

· Pledge – Verification – Address – Zip Code***
· Pledge – Verification – Address – Zip Code Invalid***
· Pledge – Verification – Address – Zip Code Invalid Alert***
· Pledge – Verification – Address - Zip Code Missing***
· Pledge – Verification – Address - Zip Code Required***
· Pledge – Verification – Address Incomplete – City Missing 

· Pledge – Verification – Address Incomplete – Country Missing 

· Pledge – Verification – Address Incomplete – Line 1 Missing 

· Pledge – Verification – Address Incomplete – State Missing***
· Pledge – Verification – Address Incomplete – Zip Code Missing***
· Pledge – Verification – Asterisk Items Required 

· Pledge – Verification – Birth Date Invalid

· Pledge – Verification – Birth Date Required

· Pledge – Verification – Bottom 

· Pledge – Verification – Combined Giver – Update Failed***
· Pledge – Verification – e-Mail – Above 

· Pledge – Verification – e-Mail Address Missing 

· Pledge – Verification – e-Mail – Invalid Format

· Pledge – Verification – e-Mail – Original Restored

· Pledge – Verification – e-Mail Required When Pledge Confirmation Requested 

· Pledge – Verification – e-Mail Update – Failed 

· Pledge – Verification – e-Mail Update – Incorrect Password 
· Pledge – Verification – First Name 

· Pledge – Verification – First Name Required

· Pledge – Verification – For Acknowledgement Must Release Address***
· Pledge – Verification – For Acknowledgement Must Release Address or e-Mail***
· Pledge – Verification – For Acknowledgement Must Release e-Mail***
· Pledge – Verification – For Acknowledgement Must Release Name***
· Pledge – Verification – Interests Section – Above***
· Pledge – Verification – Invalid Data 

· Pledge – Verification – Last Name 

· Pledge – Verification – Last Name Required

· Pledge – Verification – Loyal Contributor***
· Pledge – Verification – Loyal Contributor – Above***
· Pledge – Verification – Loyal Contributor – Below 

· Pledge – Verification – Loyal Contributor Invalid 

· Pledge – Verification – Loyal Contributor Start Year 

· Pledge – Verification – Loyal Contributor Start Year Invalid 

· Pledge – Verification – Middle Name 

· Pledge – Verification – Name 

· Pledge – Verification – Name Change Required

· Pledge – Verification – Prefix 

· Pledge – Verification – Roster – Above***
· Pledge – Verification – Roster Name – Line 1***
· Pledge – Verification – Roster Name – Line 2***
· Pledge – Verification – Roster Name – Update Failed***
· Pledge – Verification – Sort Field 1 Required

· Pledge – Verification – Sort Field 2 Required

· Pledge – Verification – Sort Field 3 Required

· Pledge – Verification – Sort Field 4 Required

· Pledge – Verification – Sort Field 5 Required

· Pledge – Verification – Suffix 

· Pledge - Verification – Survey – Bottom 

· Pledge – Verification – Survey – Incomplete

· Pledge - Verification – Survey – Top***
· Pledge – Verification – Title
· Pledge – Verification – Top 

· Pledge – Verification – Transaction User Defined Field 01

· Pledge – Verification – Transaction User Defined Field 01 Required

· Pledge – Verification – Transaction User Defined Field 01 Wrong Format

· Pledge – Verification – Transaction User Defined Field 02
· Pledge – Verification – Transaction User Defined Field 02 Required

· Pledge – Verification – Transaction User Defined Field 02 Wrong Format

· Pledge – Verification – Transaction User Defined Field 03

· Pledge – Verification – Transaction User Defined Field 03 Required

· Pledge – Verification – Transaction User Defined Field 03 Wrong Format

· Pledge – Verification – Transaction User Defined Field 04

· Pledge – Verification – Transaction User Defined Field 04 Required

· Pledge – Verification – Transaction User Defined Field 04 Wrong Format

· Pledge – Verification – Transaction User Defined Field 05

· Pledge – Verification – Transaction User Defined Field 05 Required

· Pledge – Verification – Transaction User Defined Field 05 Wrong Format

· Pledge – Verification – Transaction User Defined Field 06
· Pledge – Verification – Transaction User Defined Field 06 Required

· Pledge – Verification – Transaction User Defined Field 06 Wrong Format

· Pledge – Verification – Transaction User Defined Field 07

· Pledge – Verification – Transaction User Defined Field 07 Required

· Pledge – Verification – Transaction User Defined Field 07 Wrong Format

· Pledge – Verification – Transaction User Defined Field 08

· Pledge – Verification – Transaction User Defined Field 08 Required

· Pledge – Verification – Transaction User Defined Field 08 Wrong Format

· Pledge – Verification – Transaction User Defined Field 09

· Pledge – Verification – Transaction User Defined Field 09 Required

· Pledge – Verification – Transaction User Defined Field 09 Wrong Format

· Pledge – Verification – Transaction User Defined Field 10

· Pledge – Verification – Transaction User Defined Field 10 Required

· Pledge – Verification – Transaction User Defined Field 10 Wrong Format

· Pledge – Verification – User Defined Data Invalid

· Pledge - Verification - Update Transaction Sort Fields to Employee Relationship

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > Profile – Individual

· Profile – Individual – Roster Name***
6.28. Pledge Confirmation Page

Menu Item:  Pledge > Pledge Selection Page > Pledge Entry Page > choose to Designate (optional) > First Designation Page (optional) > Second Designation Page (optional) > Information Verification Page > Pledge Confirmation Page

For Individual Donors / Employee Donors / Corporate Donors.  
6.28.1. Web Options
Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Confirmation > General Section

· Batch Sending Of Confirmation e-Mails 

· Do Not Write Transaction (For Testing)*** 
· Remove Negative Designations From Fully Designated Pledges
· Show Only Checked Flags On Confirmation

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > General > General Section

· Transaction Type Included On Confirmation Page 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > CyberSource > General Section

· Add e-Payment Suffix To Reference Number Sent To Cybersource
· Do Not Pre-Populate Address
· Number Of Attempts Allowed 
6.28.2. Web Notes 
Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge - Confirm - Details

· Pledge – Confirm – Details – Amount Column 

· Pledge – Confirm – Details – Book Number Column
· Pledge – Confirm – Details – Bottom 

· Pledge – Confirm – Details – Cancel – Beside 

· Pledge – Confirm – Details – Confirm – Above 

· Pledge – Confirm – Details – Confirm – Beside 

· Pledge - Confirm - Details - Continue - ACH – Beside

· Pledge - Confirm - Details - Continue - CC – Beside

· Pledge - Confirm - Details - Continue - PreAuth. ACH – Beside

· Pledge - Confirm - Details - Continue - PreAuth. CC – Beside

· Pledge – Confirm – Details – Designated To Column 

· Pledge – Confirm – Details – Paypal Express Checkout – Beside 

· Pledge – Confirm – Details – Pledge Type 

· Pledge – Confirm – Details – Previous – Beside 

· Pledge – Confirm – Details – Reuse Existing ACH Subscription

· Pledge – Confirm – Details – Reuse Existing Credit Card Subscription

· Pledge – Confirm – Details – Testing Transaction

· Pledge – Confirm – Details – Title

· Pledge – Confirm – Details – Top

· Pledge – Confirm – Details – Total Current Pledge

· Pledge – Confirm – Details – Transaction Type

· Pledge – Confirm – Details – Year To Date Pledge

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge - CyberSource > CyberSource - Entry
· CyberSource – Entry - Address – City

· CyberSource – Entry -  Address – Country

· CyberSource – Entry - Address – Line 1

· CyberSource – Entry - Address - Line 2

· CyberSource – Entry - Address – State***

· CyberSource – Entry - Address – Zip Code***

· CyberSource – Entry - Address 1 Error

· CyberSource – Entry - Asterisk Items Required

· CyberSource – Entry - Bank Account Error

· CyberSource – Entry - Bank Routing Number Error

· CyberSource – Entry - Bottom – Create Subscription

· CyberSource – Entry – Bottom – Payment Authorization

· CyberSource – Entry - Bottom – Update Subscription

· CyberSource – Entry - Card Expiry Date Error

· CyberSource – Entry -  Card Number Blank Error

· CyberSource – Entry - Card Number Format Error

· CyberSource – Entry - Card Number Invalid Error

· CyberSource – Entry - Card Unknown Error

· CyberSource – Entry - Card Verification Number (CVN)

· CyberSource – Entry - Card Verification Number Blank Error

· CyberSource – Entry - Card Verification Number Format Error

· CyberSource – Entry - City Error

· CyberSource – Entry - Company Name

· CyberSource – Entry - Credit Card Expiration Date

· CyberSource – Entry - Credit Card Number

· CyberSource – Entry - Credit Card Type

· CyberSource – Entry - Driver License Number

· CyberSource – Entry - Driver License Number & State Error***

· CyberSource – Entry - Driver License Number Blank Error

· CyberSource – Entry -  Driver License State***

· CyberSource – Entry - e-Mail

· CyberSource – Entry -  e-Mail Error

· CyberSource – Entry - eCheck – Authorization Method

· CyberSource – Entry -  eCheck Bank Account Number

· CyberSource – Entry - eCheck Bank Account Type

· CyberSource – Entry -  eCheck Bank Routing Number

· CyberSource – Entry - Exit After Submit Link

· CyberSource – Entry – First Name

· CyberSource – Entry – First Name Error

· CyberSource – Entry -  Forward to Checkout

· CyberSource – Entry - Heading – Bill Info

· CyberSource – Entry -  Heading – Payment Details

· CyberSource – Entry -  Last Name

· CyberSource – Entry -  Last Name Error

· CyberSource – Entry - Payment Amount

· CyberSource – Entry -  Payment Type

· CyberSource – Entry - Phone Number

· CyberSource – Entry - Phone Number Blank Error

· CyberSource – Entry - Phone Number Format Error

· CyberSource – Entry - Reference Number

· CyberSource – Entry - Retry Checkout Upon Being Declined

· CyberSource – Entry - Submit Clicked

· CyberSource – Entry - Subscription ID

· CyberSource – Entry - Create Subscription

· CyberSource – Entry -  Payment Authorization

· CyberSource – Entry - Update Subscription

· CyberSource – Entry - Create Subscription

· CyberSource – Entry -  Payment Authorization

· CyberSource – Entry - Update Subscription

· CyberSource – Entry - Zip / Postal Error***

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – CyberSource – Exit without Completing

· Pledge – CyberSource – Exit without Completing – Information

· Pledge – CyberSource – Exit without Completing – Proceed Button

· Pledge – CyberSource – Exit without Completing – Return Button

· Pledge – CyberSource – Exit without Completing - Title

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge - Confirm Closing without Completing

· Pledge – Confirm - Closing Without Completing – Information

· Pledge – Confirm - Closing Without Completing – Proceed Button 

· Pledge – Confirm - Closing Without Completing – Return Button 

· Pledge – Confirm - Closing Without Completing – Title 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Duplicate Submission

· Pledge – Duplicate Submission – Information 

6.29. Pledge Completed Page

Menu Item:  Pledge > Pledge Selection Page > Pledge Entry Page > choose to Designate (optional) > First Designation Page (optional) > Second Designation Page (optional) > Pledge Verification Page > Pledge Confirmation Page > Pledge Completed Page

For Individual Donors / Employee Donors.  
6.29.1. Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Personal Time Off > General Section

· Add Shortcut To Payroll Deduction Pledge
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry - Payroll Deduction > General Section

· Add Shortcut To Personal Time Off Pledge
6.29.2. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Notes.
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge Completed

· Pledge – Completed – ACH Authorization Failed 

· Pledge – Completed – ACH – Bottom***
· Pledge – Completed – Amount Column 

· Pledge – Completed – Bill Me – Bottom ***
· Pledge – Completed – Bottom 

· Pledge – Completed – Cash – Bottom***
· Pledge – Completed – Check – Bottom***
· Pledge - Completed - Corporate – Bottom

· Pledge – Completed – Credit Card – Bottom***
· Pledge – Completed – Credit Card Authorization Failed 

· Pledge – Completed – Credit Card Payment Type 

· Pledge - Completed - CyberSource Payment Checkout Failed

· Pledge - Completed - Designated To Column

· Pledge – Completed – Designated To Column 

· Pledge – Completed – Error – Credit Card Authorization Failed 

· Pledge – Completed – Error - Information Entry 

· Pledge - Completed - Generic Bill Me 01 – Bottom

· Pledge - Completed - Generic Bill Me 02 – Bottom

· Pledge - Completed - Generic Bill Me 03 – Bottom

· Pledge - Completed - Incentive Compensation - Bottom

· Pledge – Completed –Incorrect Designation Summary 

· Pledge – Completed – Intended Gift Bottom***
· Pledge – Completed – No Gift – Bottom***
· Pledge – Completed – No Gift – Pledge Type***

· Pledge – Completed – No Gift – Reference Number 

· Pledge – Completed – Not Set Up for Paypal Express 

· Pledge – Completed – Original ACH Transaction Not Reversed

· Pledge – Completed – Original Credit Card Transaction Not Reversed 

· Pledge – Completed – Original Paypal Express Transaction Not Reversed 

· Pledge - Completed - Partner Withdrawal - Bottom

· Pledge – Completed – Payment Type

· Pledge – Completed – Paypal Express – Bottom***
· Pledge – Completed – Paypal Express Checkout Failed***
· Pledge – Completed – Payroll – Bottom***
· Pledge – Completed – Payroll Shortcut

· Pledge – Completed – Personal Time Off – Bottom***
· Pledge – Completed – Pledge Type 

· Pledge – Completed – Pre-Authorized ACH – Bottom***
· Pledge – Completed – Pre-Authorized Credit Card – Bottom***
· Pledge – Completed – Processing Error
· Pledge – Completed – PTO Shortcut

· Pledge – Completed – Securities – Bottom***
· Pledge – Completed – Title 

· Pledge – Completed – Top 

· Pledge – Completed – Transaction Information Missing 

· Pledge - Completed - Workplace Special Event – Bottom
6.30. Pledge Confirmation e-Mail

For Individual Donors / Employee Donors / Corporate Donors. 
6.30.1. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Pledge
	To Donor – Pledge Confirmation from e-Pledge 




6.30.2. Web Options
Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Confirmation > General Section

· Show Only Checked Flags On Confirmation*** 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > General > General Section

· Transaction Type Included In Confirmation e-Mails
6.30.3. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > e-Mail > e-Mail Note Variables

· e-Mail Note Variables – Acknowledgement Flag 

· e-Mail Note Variables – Anonymous Flag 

· e-Mail Note Variables – Date 

· e-Mail Note Variables – Donor Account

· e-Mail Note Variables – Donor Name

· e-Mail Note Variables – e-Pledge Flag 1 

· e-Mail Note Variables – e-Pledge Flag 2 

· e-Mail Note Variables – e-Pledge Flag 3 

· e-Mail Note Variables – e-Pledge Flag 4 

· e-Mail Note Variables – e-Pledge Flag 5 

· e-Mail Note Variables – e-Pledge Flag 6 

· e-Mail Note Variables – e-Pledge Flag 7 

· e-Mail Note Variables – e-Pledge Flag 8 

· e-Mail Note Variables – e-Pledge Flag 9 

· e-Mail Note Variables – Employee ID Unknown

· e-Mail Note Variables – Flag Checked 

· e-Mail Note Variables – Flag Unchecked

· e-Mail Note Variables – Information Request Flag 

· e-Mail Note Variables – Last Year Gift 

· e-Mail Note Variables – New Donor Flag 

· e-Mail Note Variables – Organization Account 

· e-Mail Note Variables – Perpetual Pledge Flag 

· e-Mail Note Variables – Publish Flag 

· e-Mail Note Variables – Release Address Flag 

· e-Mail Note Variables – Release Amount Flag 

· e-Mail Note Variables – Release e-Mail Flag 

· e-Mail Note Variables – Release Name Flag 

· e-Mail Note Variables – Reset Link – Web User ID Not Defined

· e-Mail Note Variables – Transaction Type

· e-Mail Note Variables – Volunteer Flag 

· e-Mail Note Variables – Web User ID Not Defined

Important Note Variables For Confirmation e-Mails

· Pledge Information
· Designation Information
6.30.4. Send Manual Confirmation e-Mails From Andar
For Individual Donors / Employee Donors / Corporate Donors.  
Sending Confirmations By Envelope

Andar Main Menu > Finance > Envelopes and Transactions > Envelopes > highlight desired Envelope > Options > Confirm

Organization Account Profile > Finance Tab > Envelopes Sub Tab > highlight desired Envelope > Options > Confirm

Sending Single Confirmations

Individual Account Profile > Finance Tab > Transactions Sub Tab > Confirm

6.31. Pledge Replication

Menu Item:  Pledge

For Individual Donors / Employee Donors / Corporate Donors.  

See the e-Pledge Reference Manual or Andar Help for a list of Pledges that cannot be replicated.

6.31.1. Critical Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.

[image: image396.png]


 Inherit

[image: image397.png]


 Turn On

[image: image398.png]


 Turn On For Users With A Web Permission Directly To This Account
[image: image399.png]


 Required

[image: image400.png]


 Required For Users With A Web Permission Directly To This Account
[image: image401.png]


 Turn Off
[image: image402.png]


 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge – Pledge Replication > General Section

· Enable Replication 

6.31.2. Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Replication > General Section

· Replicate Options

· Exact Replication
· Increase By Amount
· Increase By Percentage
· New Pledge (No Replication)
· Allow Agencies To Have Changed Federation
· Allow Users To Leave The Increased Pledge Amount Undesignated
6.31.3. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Replicate Options

· Pledge – Replicate Options – Bank Account Type 

· Pledge – Replicate Options – Bottom 

· Pledge - Replicate Options - Designation - Prorate 
· Pledge – Replicate Options – Designation - Undesignate All

· Pledge - Replicate Options - Designation - Undesignate Increase 
· Pledge – Replicate Options – Designation Options

· Pledge – Replicate Options – Error - Zero Increase Amount 

· Pledge – Replicate Options – Exact Duplicate

· Pledge – Replicate Options – Increase by Amount 

· Pledge – Replicate Options – Increase by Percentage 

· Pledge – Replicate Options – Increase Percentage Cannot Be Zero 

· Pledge – Replicate Options – No Replicate

· Pledge – Replicate Options – Pledge Options 

· Pledge – Replicate Options – Pledge Type 

· Pledge – Replicate Options – Prior Year Gift 

· Pledge – Replicate Options – Title***
· Pledge - Replicate Options - Top

6.32. Leadership
For Individual Donors / Employee Donors.  
6.32.1. Leadership Ask Margins

Andar Main Menu > Campaign Management > Leadership Management > Leadership Levels > highlight desired Leadership Level Group > Update > Leadership Table > highlight desired Leadership Level > Update

6.32.2. Leadership Logos / Leadership Notes

Andar Main Menu > Campaign Management > Leadership Management > Leadership Levels > highlight desired Leadership Level Group > Update > Leadership Table

Note Subject Codes

	Subject Code
	Description

	Web Leadership Ask Message***
	Displays at the top of the Pledge Entry Page.  Prompts the Donor to give more when the total Pledge amount is within the Ask Margin amount of the Leadership Level.  

You can use the Note Variable of <AskDifference>.



	Web Leadership Ask Message 2
	Displays at the top of the First Designation Page.  Prompts the Donor to give more when the total Pledge amount is within the Ask Margin amount of the Leadership Level.

You can use the Note Variable of <AskDifference>.



	Web Leadership Ask Message 3
	Displays at the top of the Pledge Verification Page.  Prompts the Donor to give more when the total Pledge amount is within the Ask Margin amount of the Leadership Level.

You can use the Note Variable of <AskDifference>.




	Subject Code
	Description

	Web Leadership Continue Message
	Displays when Donor has already made a Pledge for the Campaign Year that qualified them for this Leadership Level.  Donor then makes an additional Pledge for the same Campaign Year and keeps them at this Leadership Level.  Does not look at Previous Campaign Years / Leadership Levels.



	Web Leadership Logo
	Displays next to all messages about the Leadership Level.  The Image must be a GIF or JPG file.  Browse to select the image file.  You must type something in the body of the Note, however, it will not be seen.



	Web Leadership Message


	Displays at the top of the Account History Page.

	Web Leadership New Leader Message***
	Displays at the top of the Pledge Entry Page congratulating a Donor for making a Pledge that qualifies them for this Leadership Level.  Does not look at previous Campaign Years / Leadership Levels.




6.32.3. Web Options

Best Practice

Use the Role of Individual Donor or Employee Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > General - Pledge > General Section

· Exclude Leader Memo Transactions from the Web***  

Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Individual – Contact > Name Section

· Hide Combined Giver Name*** 
· Hide Roster Name*** 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > General > General Section

· Use Standard Leadership Levels (Instead Of Inheriting Ones Set Up On A Parent Account) 
6.33. Step-Up Program
Requires a MIG license.  For Employee Donors.  
6.33.1. Create A Step-Up Program
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Step 1.  Define The Program

Andar Main Menu > Campaign Management > Step Up Programs > Step Up Program Maintenance > Add

Step 2.  Establish Program Details
Andar Main Menu > Campaign Management > Step-Up Programs > Step-Up Program Maintenance > Highlight desired Step-Up Program > Details > Add

Step 3.  Publish The Program

Andar Main Menu > Campaign Management > Step-Up Programs > Step-Up Program Maintenance > Highlight desired Step-Up Program > Update

6.33.2. View Step-Up Program Participants
From The Organization Account Profile

Organization Account Profile > Campaign Tab > Step-Up Employees Sub Tab
From The Individual Account Profile

Individual Account Profile > Campaign Tab > Step-Up Sub Tab
From The Step-Up Program

Andar Main Menu > Campaign Management > Step-Up Programs > Step-Up Program Maintenance > highlight desired Step-Up Program > Assigned Accounts
6.33.3. Step-Up Programs In e-Pledge

Pledge Entry In e-Pledge
New Participants

Current Participants

Pledge Verification Page

Pledge Confirmation Page
Pledge Confirmation e-Mail

Identify e-Pledge Organizations That Participate 
Andar Main Menu > Campaign Management > Step-Up Programs > Step-Up Program Maintenance > highlight desired Program > Companies > Add / Update

6.33.4. Web Notes

Best Practice

Use the Role of Employee Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge – Step-Up

· Pledge – Step-Up – Amount Less Than Minimum 

· Pledge – Step-Up – Bottom 

· Pledge – Step-Up – In Program 

· Pledge – Step-Up – Match Amount 

· Pledge – Step-Up – No Participation 

· Pledge – Step-Up – Not Found 

· Pledge – Step-Up – Selected Program

· Pledge – Step-Up – Title***
· Pledge – Step-Up – Top 

· Pledge – Step-Up – Total Current Amount 

6.34. e-Receipts

Requires a MIG license.  For Individual Donors / Employee Donors.  
6.34.1. Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Verification > Flags Section

· Show Flags > e-Receipt
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Entry – Credit Card – Pre-Authorized > General Section

· E-Receipt Available Only If Fully Paid
6.34.2. Pledge Verification Page / Pledge Confirmation Page

Menu Item:  Pledge > Pledge Entry > enter Pledge details > Next 

6.34.3. Account History Details Page

Menu Item:  Account History > Details

6.34.4. Transaction List Page

Menu Item:  Transaction List 

6.35. Update An Existing Pledge

Menu Item:  Pledge > Update

Menu Item:  Account History > Recent Transactions > Details

Menu Item:  Account History > Details > Recent Transactions > Details > Update

For Individual Donors / Employee Donors / Corporate Donors.  
6.35.1. Delete A Transaction

Menu Item:  Account History > Recent Transactions > Details

Menu Item:  Account History > Details > Recent Transactions > Details

For Individual Donors / Employee Donors / Corporate Donor.  
6.35.2. Critical Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > General > General Section

· Pledge Update By Donor - All Information Updateable*** 
· Pledge Update By Donor - Amount Only Updateable 

6.35.3. Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Account History > Pledge Updates Section

· Change Gift Amount Options Allowed
· Manually Re-Allocate Designations
· Prorate Pledge Amount Change To Designations
· Undesignate The Pledge Amount Difference (For Increased Pledges Only) 
6.35.4. Web Notes

Best Practice

Use the Role of Employee Donor or Individual Donor for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge - Change Gift Amount)

· Change Gift Amount – Agencies Name

· Change Gift Amount – Amounts or Percentage

· Change Gift Amount – Campaign Name

· Change Gift Amount – Campaign Year

· Change Gift Amount – Designation Details

· Change Gift Amount – e-Payment Verification

· Change Gift Amount – Employer

· Change Gift Amount – Envelope Number

· Change Gift Amount – Error – Cannot Be Zero

· Change Gift Amount – Payment

· Change Gift Amount – Percent of Bonus

· Change Gift Amount – Percent of Salary

· Change Gift Amount – Pledge Amount

· Change Gift Amount – Pledge Type

· Change Gift Amount – Radio Button for Manually

· Change Gift Amount – Radio Button for Prorate

· Change Gift Amount – Radio Button for Undesignate

· Change Gift Amount – Revised Amounts or Percentage

· Change Gift Amount – Revised Pledge Amount

· Change Gift Amount – Title

· Change Gift Amount – Total Designated

· Change Gift Amount – Total Pledge

· Change Gift Amount – Total Undesignated

· Change Gift Amount – Transaction Date

· Change Gift Amount – Transaction Number

· Change Gift Amount – Transaction Status

· Change Gift Amount – Transaction Type

7.  Employee And Individual Registrants

Employee Registrants

Individual Registrants

7.1. Account Matching

7.1.1. New Accounts Created On The Web
System Preferences > e-Community > e-Community > General > New Accounts Section.

System > Preferences > System Preferences > e-Community > e-Community – General > New Accounts Section > Account Warehouse for New Accounts
System > Preferences > System Preferences > e-Community > e-Community – General > New Accounts Section > Do Not Merge
System > Preferences > System Preferences > e-Community > Notifications > New Accounts Section > Send e-Mail Notification When New Account Has Potential Duplicates
Andar Main Menu > System Administration > Merge Duplicate / Delete Accounts > Create List of Potential Duplicates
7.2. Minimum Age Allowed For Creating An Account

System > Preferences > System Preferences > e-Pledge > e-Pledge – General > Account Creation Section

7.3. User IDs And Passwords

Employee Registrants

Individual Registrants

7.3.1. System Preferences

Employee Registrants

System > Preferences > System Preferences > e-Pledge

New Online Employee Donor Accounts Section
· Create User IDs For Employee Registrants With
· Create Passwords For Employee Registrants With
· Role To Be Used For Employee Registrants

Individual Registrants

System > Preferences > System Preferences > e-Pledge

Non-Workplace Individual Donors Section
· Assign New Non-Workplace Individual Donors to This Campaign Structure Node 

New Online Individual Donor Accounts Section
· Create User Ids For Individual Registrants With
· Create Passwords For Individual Registrants With
· Role To Be Used For Individual Registrants

7.4. Accessing The Web Page
Employee Registrants

https://myorganization.org/Begin.jsp
Individual Registrants

https://myorganization.org/UserRegistrationNE.jsp.

7.5. Login Page

Employee Registrants

Individual Registrants

7.6. Employee Create Account Page

For Employee Registrants.  
7.6.1. Critical Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.

[image: image439.png]


 Inherit

[image: image440.png]


 Turn On

[image: image441.png]


 Turn On For Users With A Web Permission Directly To This Account
[image: image442.png]


 Required

[image: image443.png]


 Required For Users With A Web Permission Directly To This Account
[image: image444.png]


 Turn Off
[image: image445.png]


 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge – Create Account > Employee Donor Section

· Enabled*** For Employee Registrants.  
7.6.2. Web Options

Best Practice

Use the Role of Employee Registrant for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Create Account > General Section

· Fields Available
· Address***  

· Birth Date  

· Class A1

· Class A2

· Class B1

· Class B2

· e-Mail***  

· Employee ID***  

· Password***  

· Password Hint

· Phone***  

· Sort Field 1

· Sort Field 2

· Sort Field 3

· Sort Field 4.

· Sort Field 5

· User Defined 1

· User Defined 2

· User Defined 3

· User Defined 4

· User Defined 4

· User Defined 5

· User Defined 6

· User Defined 7

· User Defined 8

· User Defined 9

· User Defined 10

· User Defined Amount 1

· User Defined Amount 2

· User Defined Amount 3

· User Defined Amount 4

· User Defined Amount 5

· User Defined Amount 6

· User Defined Amount 7

· User Defined Amount 8

· User Defined Amount 9

· User Defined Amount 10

· User ID***  

· De-Duping By e-Mail Enabled*** 
· Hide Note For Required Fields 

· Notify When Duplicate User ID Prevented*** 
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Create Account > Data Types Section

· Address > Your Address Types (Table 7)*** 
· E-Mail > Your e-Mail Types (Table 68)*** 
· Phone > Your Phone Number Types (Table 10)*** 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Initialize > General Section

· Role For Creating Employee Donor Web Permission > Your Roles (Table 804)
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Miscellaneous > General Section

· Send User ID And Password Notification*** 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Loyal Contributor > General Section

· Show On The Following Pages > Employee Account Creation
· Remove Checkbox Is User Is Already A Known Loyal Contributor
· Start Year - Do Not Show On Page
· Start Year - Preload from History
· Suppress On The Pledge Verification Page If Data Already Exists From The Following Sources > Your Information Sources (Table 772)
Andar Main Menu > e-Community > Administration > Web Customization > Surveys > Options – Surveys > Surveys > General Section

· Include The Selected Survey On The Following Pages > Create Account – Employee Donor
7.6.3. Web Notes

Best Practice

Use the Role of Employee Registrant for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Create Account

For each data Type (Address Type, e-Mail Type, Phone Type) there will be a Web Note to allow you to change the wording on the web page for that data Type.

· Create Account – Address Type - <Address Type>

· Create Account – e-Mail Type - <e-Mail Type>

· Create Account – Phone Type - <Phone Type>

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Create Account – Pledge > Create Account- Employee Donor 

· Create Account – Employee Donor – Address – City

· Create Account – Employee Donor – Address – City Required 

· Create Account – Employee Donor – Address – Country

· Create Account – Employee Donor – Address – Country Required 

· Create Account – Employee Donor – Address – Line 1

· Create Account – Employee Donor – Address – Line 1 Required 

· Create Account – Employee Donor – Address – Line 2

· Create Account – Employee Donor – Address – Line 3

· Create Account – Employee Donor – Address – Line 4

· Create Account – Employee Donor – Address – State***
· Create Account – Employee Donor – Address - State Required***
· Create Account – Employee Donor – Address - Update Failed 

· Create Account – Employee Donor – Address – Zip Code***
· Create Account – Employee Donor – Address – Zip Code Invalid ***
· Create Account – Employee Donor – Address – Zip Code Required***
· Create Account – Employee Donor – Address Incomplete – City Missing 

· Create Account – Employee Donor – Address Incomplete – Country Missing 

· Create Account – Employee Donor – Address Incomplete - Line 1 Missing 

· Create Account – Employee Donor – Address Incomplete – State Missing***
· Create Account – Employee Donor – Address Incomplete – Zip Code Missing***
· Create Account - Employee Donor – Age Invalid

· Create Account – Employee Donor – Asterisk Items Required

· Create Account – Employee Donor – Birth Date

· Create Account – Employee Donor – Birth Date – Above

· Create Account – Employee Donor – Birth Date Day Required

· Create Account – Employee Donor – Birth Date Invalid

· Create Account – Employee Donor – Birth Date Month Required

· Create Account – Employee Donor – Birth Date Required

· Create Account – Employee Donor – Birth Date Year Required

· Create Account – Employee Donor – Bottom 

· Create Account – Employee Donor – Class A1 Required 

· Create Account – Employee Donor – Class A2 Required 

· Create Account – Employee Donor – Class B1 Required 

· Create Account – Employee Donor – Class B2 Required 

· Create Account – Employee Donor – e-Mail – Invalid Format

· Create Account – Employee Donor – e-Mail Required 

· Create Account – Employee Donor – Employee ID 

· Create Account – Employee Donor – Employee ID Required 

· Create Account – Employee Donor – Error 

· Create Account – Employee Donor – Error – Phone Invalid 

· Create Account – Employee Donor – First Name

· Create Account – Employee Donor – First Name Required 

· Create Account – Employee Donor – Invalid Data 

· Create Account – Employee Donor – Last Name

· Create Account – Employee Donor – Last Name Required 

· Create Account – Employee Donor – Loyal Contributor***
· Create Account – Employee Donor – Loyal Contributor – Above 

· Create Account – Employee Donor – Loyal Contributor – Below 

· Create Account – Employee Donor – Loyal Contributor Invalid 

· Create Account – Employee Donor – Loyal Contributor Start Year 

· Create Account – Employee Donor – Loyal Contributor Start Year Invalid 

· Create Account – Employee Donor – Middle Name

· Create Account – Employee Donor – More Data Required 

· Create Account – Employee Donor – Not Available 

· Create Account – Employee Donor – Password

· Create Account – Employee Donor – Password – Hint

· Create Account – Employee Donor – Password – Re-enter
· Create Account – Employee Donor – Password Error – Hint Matches Password
· Create Account – Employee Donor – Password Error - Hint Required 

· Create Account – Employee Donor – Password Error – Incorrect Length 

· Create Account – Employee Donor – Password Error – Mixed Case Required 

· Create Account – Employee Donor – Password Error - New Case Sensitive Passwords Don’t Match 

· Create Account – Employee Donor – Password Error - New Passwords Don’t Match 

· Create Account – Employee Donor – Password Error - No Duplicate Characters Allowed 

· Create Account – Employee Donor – Password Error - Not Entered 

· Create Account – Employee Donor – Password Error - Number Required 

· Create Account – Employee Donor – Password Error - Required When Hint Entered 

· Create Account – Employee Donor – Password Error - Spaces or Apostrophes 

· Create Account – Employee Donor – Password Error - Special Character Required 

· Create Account – Employee Donor – Password Error - Verification Not Entered 

· Create Account – Employee Donor – Phone – Area Code

· Create Account – Employee Donor – Phone – Area Code Required 

· Create Account – Employee Donor – Phone – Extension

· Create Account – Employee Donor – Phone – Number

· Create Account – Employee Donor – Phone – Number Required 

· Create Account – Employee Donor – Phone – Number Too Short

· Create Account – Employee Donor – Phone – Phone Number Format
· Create Account – Employee Donor – Prefix

· Create Account – Employee Donor – Security Verification

· Create Account – Employee Donor – Security Verification – Above 

· Create Account – Employee Donor – Sort Field 1 – Required 

· Create Account – Employee Donor – Sort Field 2 – Required 

· Create Account – Employee Donor – Sort Field 3 – Required 

· Create Account – Employee Donor – Sort Field 4 - Required 

· Create Account – Employee Donor – Sort Field 5 - Required 

· Create Account – Employee Donor – Suffix

· Create Account – Employee Donor – Survey – Bottom 

· Create Account – Employee Donor – Survey – Top***
· Create Account – Employee Donor – Title 

· Create Account – Employee Donor – Top 

· Create Account – Employee Donor – User Defined 1 Required 

· Create Account – Employee Donor – User Defined 2 Required 

· Create Account – Employee Donor – User Defined 3 Required 

· Create Account – Employee Donor – User Defined 4 Required 

· Create Account – Employee Donor – User Defined 5 Required 

· Create Account – Employee Donor – User Defined 6 Required 

· Create Account – Employee Donor – User Defined 7 Required 

· Create Account – Employee Donor – User Defined 8 Required 

· Create Account – Employee Donor – User Defined 9 Required 

· Create Account – Employee Donor – User Defined 10 Required 

· Create Account – Employee Donor – User Defined Amount 1 Required 

· Create Account – Employee Donor – User Defined Amount 2 Required 

· Create Account – Employee Donor – User Defined Amount 3 Required 

· Create Account – Employee Donor – User Defined Amount 4 Required 

· Create Account – Employee Donor – User Defined Amount 6 Required 

· Create Account – Employee Donor – User Defined Amount 5 Required 

· Create Account – Employee Donor – User Defined Amount 7 Required 

· Create Account – Employee Donor – User Defined Amount 8 Required

· Create Account – Employee Donor – User Defined Amount 9 Required 

· Create Account – Employee Donor – User Defined Amount 10 Required 

· Create Account – Employee Donor – User Defined Data Invalid 

· Create Account – Employee Donor – User ID

· Create Account – Employee Donor – User ID and Password or e-Mail Required 

· Create Account – Employee Donor – User ID Error – Duplicate in System 

· Create Account – Employee Donor – User ID Error – Invalid First Character 

· Create Account – Employee Donor – User ID Error – Length Incorrect 

· Create Account – Employee Donor – User ID Error – Not Entered

· Create Account – Employee Donor – User ID Error – Spaces or Apostrophes 

· Create Account – Employee Donor – Verification Code Invalid 

· Create Account – Employee Donor – Verification Code Required 

Andar Main Menu > e-Community > Administration > Web Customization > General > Create Account > Create Account - Information

· Create Account – Information – Duplicate e-Mail as User ID 

· Create Account – Information – Duplicate User ID 

· Create Account – Information – Title 

Andar Main Menu > e-Community > Administration > Web Customization > General > Create Account > Create Account – Complete

· Create Account – Complete – Match e-Mail Not Sent 

· Create Account – Complete – Match e-Mail Sent 

7.6.4. User IDs

System > Preferences > System Preferences > e-Pledge > e-Pledge – General > New Online Employee Donor Accounts Section

7.7. Individual Create Account Page

7.7.1. Critical Web Options
Best Practice

Use the Role of Employee Registrant for these Web Notes.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge – Create Account > Individual Donor Section

· Enabled*** For Individual Registrants.  

7.7.2. Web Options

Important!  These Web Options must be assigned to the Tailoring Account with the Role of Individual Donor unless it is shared by both Workplace and Individual (Non-Workplace) Donors or otherwise specified in this Training Guide.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Create Account > General Section

· Fields Available
· Address***  

· Fields > Birth Date  

· e-Mail***  

· Password***  

· Password Hint

· Phone***  

· User ID*** 

· De-Duping By e-Mail Enabled*** 
· Hide Note For Required Fields
· Notify When Duplicate User ID Prevented*** 
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Create Account > Data Types Section

· Address > Your Address Types (Table 7)*** 
· E-Mail > Your e-Mail Types (Table 68)*** 
· Phone > Your Phone Number Types (Table 10)*** 
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Miscellaneous > General Section

· Send User ID And Password Notification*** 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Loyal Contributor > General Section

· Show On The Following Pages > Individual Account Creation
· Remove Checkbox Is User Is Already A Known Loyal Contributor
· Start Year - Do Not Show On Page
· Start Year - Preload From History
· Suppress On The Pledge Verification Page If Data Already Exists From The Following Sources > Your Information Sources (Table 772)
Andar Main Menu > e-Community > Administration > Web Customization > Surveys > Options – Surveys > Surveys > General Section

· Include The Selected Survey On The Following Pages > Create Account – Individual Donor
7.7.3. Web Notes

Important!  These Web Notes must be set using the Role of Individual Donor unless specified in this Training Guide.

Andar Main Menu > e-Community > Administration > Web Customization > General > Create Account

· Create Account – Address Type - <Address Type>

· Create Account – e-Mail Type - <e-Mail Type> 

· Create Account – Phone Type - <Phone Type>

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Create Account > Create Account- Individual Donor 

· Create Account – Individual Donor – Address – City

· Create Account – Individual Donor – Address – City Required 

· Create Account – Individual Donor – Address – Country

· Create Account – Individual Donor – Address – Country Required 

· Create Account – Individual Donor – Address – Line 1

· Create Account – Individual Donor – Address – Line 1 Required 

· Create Account – Individual Donor – Address – Line 2

· Create Account – Individual Donor – Address – Line 3

· Create Account – Individual Donor – Address – Line 4

· Create Account – Individual Donor – Address – State***
· Create Account – Individual Donor – Address - State Required***
· Create Account – Individual Donor – Address - Update Failed 

· Create Account – Individual Donor – Address – Zip Code***
· Create Account – Individual Donor – Address – Zip Code Invalid***
· Create Account – Individual Donor – Address – Zip Code Required***
· Create Account – Individual Donor – Address Incomplete – City Missing 

· Create Account – Individual Donor – Address Incomplete – Country Missing 

· Create Account – Individual Donor – Address Incomplete - Line 1 Missing 

· Create Account – Individual Donor – Address Incomplete – State Missing***
· Create Account – Individual Donor – Address Incomplete – Zip Code Missing ***
· Create Account – Individual Donor – Age Invalid

· Create Account – Individual Donor – Asterisk Items Required

· Create Account – Individual Donor – Birth Date

· Create Account – Individual Donor – Birth Date – Above

· Create Account – Individual Donor – Birth Date Day Required

· Create Account – Individual Donor – Birth Date Invalid

· Create Account – Individual Donor – Birth Date Month Required

· Create Account – Individual Donor – Birth Date Required

· Create Account – Individual Donor – Birth Date Year Required

· Create Account – Individual Donor – Bottom 

· Create Account – Individual Donor – e-Mail – Invalid Format

· Create Account – Individual Donor – e-Mail - Required 

· Create Account – Individual Donor – Error

· Create Account – Individual Donor – Error – Phone Invalid 

· Create Account – Individual Donor – First Name

· Create Account – Individual Donor – First Name Required 

· Create Account – Individual Donor – Invalid Data 

· Create Account – Individual Donor – Last Name

· Create Account – Individual Donor – Last Name Required 

· Create Account – Individual Donor – Loyal Contributor***
· Create Account – Individual Donor – Loyal Contributor – Above 

· Create Account – Individual Donor – Loyal Contributor – Below 

· Create Account – Individual Donor – Loyal Contributor Invalid 

· Create Account – Individual Donor – Loyal Contributor Start Year 

· Create Account – Individual Donor – Loyal Contributor Start Year Invalid 

· Create Account – Individual Donor – Middle Name

· Create Account – Individual Donor – More Data Required 

· Create Account – Individual Donor – Not Available 

· Create Account – Individual Donor – Password

· Create Account – Individual Donor – Password – Hint

· Create Account – Individual Donor – Password – Re-enter

· Create Account – Individual Donor – Password Error – Hint Matches Password

· Create Account – Individual Donor – Password Error - Hint Required 

· Create Account – Individual Donor – Password Error – Incorrect Length 

· Create Account – Individual Donor – Password Error – Mixed Case Required 

· Create Account – Individual Donor – Password Error - New Case Sensitive Passwords Don’t Match 

· Create Account – Individual Donor – Password Error - New Passwords Don’t Match

· Create Account – Individual Donor – Password Error - No Duplicate Characters Allowed 

· Create Account – Individual Donor – Password Error - Not Entered 

· Create Account – Individual Donor – Password Error - Number Required 

· Create Account – Individual Donor – Password Error - Required When Hint Entered 

· Create Account – Individual Donor – Password Error - Spaces or Apostrophes 

· Create Account – Individual Donor – Password Error - Special Character Required 

· Create Account – Individual Donor – Password Error - Verification Not Entered 

· Create Account – Individual Donor – Phone – Area Code

· Create Account – Individual Donor – Phone – Area Code Required 

· Create Account – Individual Donor – Phone – Extension

· Create Account – Individual Donor – Phone – Number

· Create Account – Individual Donor – Phone – Number Required 

· Create Account – Individual Donor – Phone – Number Too Short

· Create Account – Individual Donor – Phone – Phone Number Format

· Create Account – Individual Donor – Prefix

· Create Account – Individual Donor – Security Verification 

· Create Account – Individual Donor – Security Verification – Above 

· Create Account – Individual Donor – Suffix

· Create Account – Individual Donor – Survey – Bottom 

· Create Account – Individual Donor – Survey – Top***
· Create Account – Individual Donor – Title 

· Create Account – Individual Donor – Top 

· Create Account – Individual Donor – User ID

· Create Account – Individual Donor – User ID and Password or e-Mail Required 

· Create Account – Individual Donor – User ID Error – Duplicate in System 

· Create Account – Individual Donor – User ID Error – Invalid First Character 

· Create Account – Individual Donor – User ID Error – Length Incorrect 

· Create Account – Individual Donor – User ID Error – Not Entered

· Create Account – Individual Donor – User ID Error – Spaces or Apostrophes 

· Create Account – Individual Donor – Verification Code Invalid 

· Create Account – Individual Donor – Verification Code Required 

Andar Main Menu > e-Community > Administration > Web Customization > General > Create Account > Create Account - Information

· Create Account – Information – Duplicate e-Mail as User ID 

· Create Account – Information – Duplicate User ID

· Create Account – Information – Title 

Andar Main Menu > e-Community > Administration > Web Customization > General > Create Account > Create Account - Complete

· Create Account – Complete – Match e-Mail Not Sent 

· Create Account – Complete – Match e-Mail Sent 

7.7.4. User IDs

System > Preferences > System Preferences > e-Pledge > e-Pledge – General > New Online Individual Donor Accounts Section

7.8. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Web Notify
	To Web User – Registration – User to Confirm Match 



	Web Notify
	To Web User – Registration Confirmation 



	Web Notify
	To Web User – User ID & Password Notification 




8. Single Page Registration And Pledge

8.1. Accessing The Web Page
https://myorganization.com/comm/SinglePageRegPledge.jsp
8.1.1. New Accounts Created On The Web

System > Preferences > System Preferences > e-Community > e-Community – General > New Accounts Section > Account Warehouse for New Accounts 
System > Preferences > System Preferences > e-Community > Notifications > New Accounts Section > Send e-Mail Notification When New Account Has Potential Duplicates

System > Preferences > System Preferences > e-Community > e-Community – General > New Accounts Section > Do Not Merge 

Andar Main Menu > System Administration > Merge Duplicate / Delete Accounts > Create List of Potential Duplicates
8.2. Web Envelopes
Andar Main Menu > e-Community > Administration > Web Envelopes 
8.3. Single Page Registration And Pledge Web Options And Web Notes

8.3.1. Critical Web Options

Important!  These Web Options must be added to the Tailoring Account with the Role of Individual Donor.
[image: image467.png]


 Inherit
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 Turn On For Users With A Web Permission Directly To This Account
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 Required
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 Required For Users With A Web Permission Directly To This Account
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge – Create Account > Single Page Create & Pledge Section

· Enabled*** 
· Pledge Types
· Automated Clearing House***
· Bill Me*** 

· Credit Card***  

· Credit Card – Pre-Authorized***  

· PayPal Express Checkout***  

· Securities***  

8.3.2. Web Options

Important!  These Web Options must be added to the Tailoring Account with the Role of Individual Donor.
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 Turn On For Users With A Web Permission Directly To This Account
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 Required For Users With A Web Permission Directly To This Account
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Create Account > General Section

· Fields Available
· Birth Date  

· e-Mail***  

· Password***  

· Password Hint

· Phone***  

· User ID***  

· De-Duping By e-Mail Enabled***  

· Hide Note For Required Fields
· Notify When Duplicate User ID Prevented*** 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge – Create Account > Single Page Create & Pledge Section

· Show Go To Login Button At The Bottom Of The Page
· Show Go To Login Button At The Top Of The Page
· Show Pledge Input Fields Above Personal Information Fields
· Enable Pledge Amount Tables
· Automated Clearing House Amounts

· Bill Me Amounts

· Credit Card Amounts

· Credit Card – Pre-Authorized Payment Amounts

· Paypal Express Checkout Amounts

· Securities Amounts

Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Create Account > Information Types Section

· Address > Your Address Types (Table 7)*** 
· E-Mail > Your e-Mail Types (Table 68)*** 
· Phone > Your Phone Number Types (Table 10)*** 
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Loyal Contributor > General Section

· Show On The Following Pages > Single Page Account Creation And Pledge.  
· Remove Checkbox Is User Is Already A Known Loyal Contributor
· Start Year - Do Not Show On Page
· Start Year - Preload From History
· Suppress On The Pledge Verification Page If Data Already Exists From The Following Sources > Your Information Sources (Table 772) 
Andar Main Menu > e-Community > Administration > Web Customization > Surveys > Options – Surveys > Surveys > General Section

· Include The Selected Survey On The Following Pages > Single Page Registration And Pledge
8.3.3. Web Notes

Important!  These Web Notes must be set on the Tailoring Account with the Role of Individual Donor.

Andar Main Menu > e-Community > Administration > Web Customization > General > Create Account

· Create Account – Address Type - <Address Type>

· Create Account – e-Mail Type - <e-Mail Type>

· Create Account – Phone Type - <Phone Type>

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Create Account – Pledge > Create Account- Individual Donor 

· Create Account – Individual Donor – Loyal Contributor Invalid 

· Create Account – Individual Donor – Loyal Contributor Start Year Invalid 

· Create Account – Individual Donor – Password Error – Incorrect Length 

· Create Account – Individual Donor – Password Error – Mixed Case Required 

· Create Account – Individual Donor – Password Error - New Case Sensitive Passwords Don’t Match 

· Create Account – Individual Donor – Password Error - New Passwords Don’t Match 

· Create Account – Individual Donor – Password Error - No Duplicate Characters Allowed 

· Create Account – Individual Donor – Password Error - Not Entered 

· Create Account – Individual Donor – Password Error – Not Entered

· Create Account – Individual Donor – Password Error - Number Required 

· Create Account – Individual Donor – Password Error - Spaces or Apostrophes 

· Create Account – Individual Donor – Password Error - Special Character Required 

· Create Account – Individual Donor – Password Error - Verification Not Entered 

· Create Account – Individual Donor – Top 

· Create Account – Individual Donor – User ID and Password or e-Mail Required 

· Create Account – Individual Donor – User ID Error – Invalid First Character 

· Create Account – Individual Donor – User ID Error – Length Incorrect 

· Create Account – Individual Donor – User ID Error – Spaces or Apostrophes 

Andar Main Menu > e-Community > Administration > Web Customization > General > Create Account > Create Account - Complete

· Create Account – Complete – Match e-Mail Not Sent 

· Create Account – Complete – Match e-Mail Sent 

Andar Main Menu > e-Community > Administration > Web Customization > General > Create Account > Create Account - Information

· Create Account – Information – Duplicate e-Mail as User ID 

· Create Account – Information – Duplicate User ID 

· Create Account – Information – Title 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Create Account – Pledge > Create Account – Single Page Pledge > Single Page Pledge - Entry
· Single Page Pledge – Entry – ACH Authorization Failed

· Single Page Pledge – Entry – ACH – Pledge Less Than Minimum

· Single Page Pledge – Entry – Address – City

· Single Page Pledge – Entry - Address – City Required 

· Single Page Pledge – Entry – Address – Country

· Single Page Pledge - Entry – Address – Country Required 

· Single Page Pledge – Entry – Address – Line 1

· Single Page Pledge – Entry – Address – Line 1 Required 

· Single Page Pledge – Entry – Address – Line 2

· Single Page Pledge – Entry – Address – Line 3

· Single Page Pledge – Entry – Address – Line 4

· Single Page Pledge – Entry – Address – State***
· Single Page Pledge - Entry – Address - State Required ***
· Single Page Pledge - Entry – Address - Update Failed 

· Single Page Pledge – Entry – Address – Zip Code***
· Single Page Pledge - Entry – Address – Zip Code Invalid*** 
· Single Page Pledge - Entry – Address – Zip Code Required*** 
· Single Page Pledge - Entry – Address Incomplete – City Missing 
· Single Page Pledge – Entry – Address Incomplete – Country Missing

· Single Page Pledge - Entry – Address Incomplete - Line 1 Missing 
· Single Page Pledge - Entry – Address Incomplete – State Missing*** 
· Single Page Pledge - Entry – Address Incomplete – Zip Code Missing*** 

· Single Page Pledge – Entry – Age Invalid

· Single Page Pledge – Entry – Asterisk Items Required

· Single Page Pledge – Entry – Automated Clearing House 

· Single Page Pledge – Entry – Bill Me

· Single Page Pledge – Entry – Bill Me Amount Less Than Minimum 

· Single Page Pledge – Entry – Bill Me - Billing Frequency 

· Single Page Pledge – Entry – Bill Me - Billing Schedule Not Found 

· Single Page Pledge – Entry – Bill Me - Billing Start Date 

· Single Page Pledge – Entry – Bill Me - Billing Start Date Invalid

· Single Page Pledge – Entry – Bill Me - Information 

· Single Page Pledge – Entry – Birth Date

· Single Page Pledge – Entry – Birth Date – Above

· Single Page Pledge – Entry – Birth Date Day Required

· Single Page Pledge – Entry – Birth Date Invalid

· Single Page Pledge – Entry – Birth Date Month Invalid

· Single Page Pledge – Entry – Birth Date Required

· Single Page Pledge – Entry – Birth Date Year Required

· Single Page Pledge – Entry – Bottom 

· Single Page Pledge – Entry – Credit Card 

· Single Page Pledge – Entry – Credit Card - Amount Less Than Minimum

· Single Page Pledge – Entry – Credit Card - Authorization Failed 

· Single Page Pledge – Entry – Credit Card – Billing Start Date Invalid 

· Single Page Pledge – Entry – Credit Card – Information

· Single Page Pledge – Entry – Credit Card - Number 

· Single Page Pledge – Entry – Credit Card - Type 

· Single Page Pledge – Entry – CyberSource Payment Checkout Failed

· Single Page Pledge – Entry – Designate Account (DA) Disallow Designation

· Single Page Pledge – Entry – Designate Account (DA) Ineligible

· Single Page Pledge – Entry – Designate Account (DA) Invalid

· Single Page Pledge – Entry – Designate Account (DA) Invalid Attribute

· Single Page Pledge – Entry – Designate Account (DA) No Book Number

· Single Page Pledge – Entry – Designate Account (DA) Not Exist

· Single Page Pledge – Entry – Designate Account (DA) Not Structured

· Single Page Pledge - Entry – e-Mail – Invalid Format
· Single Page Pledge - Entry – e-Mail - Required 

· Single Page Pledge – Entry – Envelope Removed 

· Single Page Pledge – Entry – Error

· Single Page Pledge – Entry – Error – Credit Card Expired 

· Single Page Pledge – Entry – Error – Credit Card Name Missing 

· Single Page Pledge – Entry – Error – Credit Card Number Check Digit

· Single Page Pledge – Entry – Error – Credit Card Number Length

· Single Page Pledge – Entry – Error – Credit Card Number Length (1)

· Single Page Pledge – Entry – Error – Credit Card Number Missing 

· Single Page Pledge – Entry – Error - Credit Card Number Start Digit

· Single Page Pledge – Entry – Error - Credit Card Type Missing 

· Single Page Pledge - Entry – Error – Phone Invalid 

· Single Page Pledge – Entry – First Name

· Single Page Pledge – Entry – First Name Required 

· Single Page Pledge - Entry – Invalid Data 

· Single Page Pledge – Entry – Invalid Envelope Status 

· Single Page Pledge – Entry – Last Name

· Single Page Pledge - Entry – Last Name Required 

· Single Page Pledge – Entry – Loyal Contributor 

· Single Page Pledge – Entry – Loyal Contributor - Above 

· Single Page Pledge – Entry – Loyal Contributor – Below 

· Single Page Pledge – Entry – Loyal Contributor Start Year 

· Single Page Pledge – Entry – Middle Name

· Single Page Pledge - Entry – More Data Required 

· Single Page Pledge – Entry – Name on Credit Card 

· Single Page Pledge – Entry – No Envelope

· Single Page Pledge – Entry – Not Available 

· Single Page Pledge – Entry – Other Amount 

· Single Page Pledge – Entry – Password

· Single Page Pledge – Entry – Password – Hint

· Single Page Pledge – Entry – Password – Re-enter

· Single Page Pledge – Entry – Password Error – Hint Matches Password
· Single Page Pledge - Entry – Password Error - Hint Required 
· Single Page Pledge - Entry – Password Error - Required When Hint Entered 

· Single Page Pledge – Entry – Paypal Express Checkout 

· Single Page Pledge – Entry – Paypal Express Checkout - Failed 

· Single Page Pledge – Entry – Paypal Express Checkout - Not Set Up

· Single Page Pledge – Entry – Paypal Express Checkout - Pledge Amount Less Than Minimum 

· Single Page Pledge – Entry – Personal Information – Above 

· Single Page Pledge – Entry – Phone – Area Code

· Single Page Pledge - Entry – Phone – Area Code Required 

· Single Page Pledge – Entry – Phone – Extension

· Single page Pledge – Entry – Phone – Number

· Single Page Pledge – Entry – Phone – Phone – Number Required

· Single Page Pledge - Entry – Phone – Number Too Short
· Single Page Pledge - Entry – Phone – Proper Number Format

· Single Page Pledge – Entry – Pledge 

· Single Page Pledge – Entry – Pledge Amount 

· Single Page Pledge – Entry – Pledge Flags – Below 

· Single Page Pledge – Entry – Pledge Information – Below 

· Single Page Pledge – Entry – Pledge Types – Above 

· Single Page Pledge – Entry – Pre-Authorized Credit Card Payment 

· Single Page Pledge – Entry – Prefix

· Single Page Pledge – Entry – Security Verification 

· Single Page Pledge – Entry – Security Verification – Above 

· Single Page Pledge – Entry – Stock 

· Single Page Pledge – Entry – Stock – Information

· Single Page Pledge – Entry – Stock – Pledge Less Than Minimum 

· Single Page Pledge – Entry – Stock - Reminder Frequency 

· Single Page Pledge – Entry – Stock - Reminder Start Date 

· Single Page Pledge – Entry – Suffix

· Single Page Pledge – Entry – Survey – Bottom 

· Single Page Pledge – Entry – Survey – Top 

· Single Page Pledge – Entry – Title 

· Single Page Pledge – Entry – Top Login – Above
· Single Page Pledge – Entry – Transaction Information Missing 

· Single Page Pledge – Entry – Unable to Proceed 

· Single Page Pledge – Entry – User ID

· Single Page Pledge – Entry – User ID – Error – Duplicate in System

· Single Page Pledge – Entry – User ID – Error – Not Entered
· Single Page Pledge – Entry – Verification Code Invalid 

· Single Page Pledge – Entry – Verification Code Required 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Create Account – Pledge > Create Account – Single Page Pledge > Single Page Pledge – Cybersource > Single Page Pledge – CyberSource - Entry
· Single Page Pledge – CyberSource – Address – City

· Single Page Pledge – CyberSource – Address – Country

· Single Page Pledge – CyberSource – Address – Line 1

· Single Page Pledge – CyberSource – Address – Line 2

· Single Page Pledge – CyberSource – Address – State***

· Single Page Pledge – CyberSource – Address – Zip Code***

· Single Page Pledge – CyberSource – Address 1 Error

· Single Page Pledge – CyberSource – Asterisk Items Required

· Single Page Pledge – CyberSource – Bank Account Error

· Single Page Pledge – CyberSource – Bank Routing Number Error

· Single Page Pledge – CyberSource – Bottom – Create Subscription

· Single Page Pledge – CyberSource – Bottom – Payment Authorization

· Single Page Pledge – CyberSource – Bottom – Update Subscription

· Single Page Pledge – CyberSource – Card Expiry Date Error

· Single Page Pledge – CyberSource – Card Number Blank Error

· Single Page Pledge – CyberSource – Card Number Format Error

· Single Page Pledge – CyberSource – Card Number Invalid Error

· Single Page Pledge – CyberSource – Card Unknown Error

· Single Page Pledge – CyberSource – Card Verification Number Blank Error

· Single Page Pledge – CyberSource – Card Verification Number Format Error

· Single Page Pledge – CyberSource – City Error

· Single Page Pledge – CyberSource – Company Name

· Single Page Pledge – CyberSource – Credit Card Expiration Date

· Single Page Pledge – CyberSource – Credit Card Number

· Single Page Pledge – CyberSource – Credit Card Type

· Single Page Pledge – CyberSource – Driver License Number

· Single Page Pledge – CyberSource – Driver License Number & State Error***

· Single Page Pledge – CyberSource – Driver License Number Blank Error

· Single Page Pledge – CyberSource – Driver License State***

· Single Page Pledge – CyberSource – e-Mail

· Single Page Pledge – CyberSource – e-Mail Error

· Single Page Pledge – CyberSource – eCheck – Authorization Method

· Single Page Pledge – CyberSource – eCheck – Bank Account Number***

· Single Page Pledge – CyberSource – eCheck – Bank Account Type***

· Single Page Pledge – CyberSource – eCheck – Bank Routing Number***

· Single Page Pledge – CyberSource – Exit After Submit Link

· Single Page Pledge – CyberSource – First Name
· Single Page Pledge – CyberSource – First Name Error

· Single Page Pledge – CyberSource – Forward to Checkout 

· Single Page Pledge – CyberSource – Heading Bill Info

· Single Page Pledge – CyberSource – Heading – Payment Details

· Single Page Pledge – CyberSource – Last Name

· Single Page Pledge – CyberSource – Last Name Error

· Single Page Pledge – CyberSource – Payment Amount

· Single Page Pledge – CyberSource – Payment Type

· Single Page Pledge – CyberSource – Phone Number

· Single Page Pledge – CyberSource – Phone Number Blank Error

· Single Page Pledge – CyberSource – Phone Number Format Error

· Single Page Pledge – CyberSource – Reference Number

· Single Page Pledge – CyberSource – Retry Checkout Upon Being Declined

· Single Page Pledge – CyberSource – Submit Clicked

· Single Page Pledge – CyberSource – Subscription ID

· Single Page Pledge – CyberSource – Title – Create Subscription

· Single Page Pledge – CyberSource – Title – Payment Authorization

· Single Page Pledge – CyberSource – Title – Update Subscription

· Single Page Pledge – CyberSource – Top - Create Subscription

· Single Page Pledge – CyberSource – Top – Payment Authorization

· Single Page Pledge – CyberSource – Top - Update Subscription

· Single Page Pledge – CyberSource – Zip / Postal Error***
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Create Account – Pledge > Create Account – Single Page Pledge > Single Page Pledge - CyberSource > Single Page Pledge – CyberSource - Exit without Completing

· Single Page Pledge – CyberSource – Exit without Completing – Information

· Single Page Pledge – CyberSource – Exit without Completing – Proceed Button

· Single Page Pledge – CyberSource – Exit without Completing – Return Button

· Single Page Pledge – CyberSource – Exit without Completing - Title

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Create Account – Pledge – Create Account – Single Page Pledge - Completed

· Create Account – Single Page Pledge – Completed – Account Number 

· Create Account – Single Page Pledge – Completed – ACH - Bottom 

· Create Account – Single Page Pledge – Completed – Bill Me - Bottom 

· Create Account – Single Page Pledge – Completed – Credit Card - Bottom 

· Create Account – Single Page Pledge – Completed – Invalid Designated Account

· Create Account – Single Page Pledge – Completed – Name 

· Create Account – Single Page Pledge – Completed – Payment Type 

· Create Account – Single Page Pledge – Completed – Paypal Express - Bottom

· Create Account – Single Page Pledge – Completed – Pledge Type 

· Create Account – Single Page Pledge – Completed –Pre-Authorized Credit Card - Bottom 

· Create Account – Single Page Pledge – Completed – Securities - Bottom 

· Create Account – Single Page Pledge – Completed – Title 

· Create Account – Single Page Pledge – Completed – Total Current Pledge 

· Create Account – Single Page Pledge – Completed – Year to Date Pledge

8.3.4. User IDs

System > Preferences > System Preferences > e-Pledge > e-Pledge – General > New Single Page Registration Individual Donor Accounts Section

9. Quick Pledge Page / Shopping Cart 
This feature allows the donor to give by first selecting the Designated items and putting them in a Cart.  When the shopping is done, the donor performs a checkout. To use this feature:

· You put up a Shopping Cart Portlet on the e-Community web page. The Portlet shows the items and amount in the Cart.

· You offer Designation items in an Article Type or on a single Article web page.

· The Donor selects from the listed items and adds them to the Cart.

· The Donor reviews the Cart items, makes changes as needed.

· The Donor performs checkout that goes through the Pledge process with the selected Designations.

9.1.1. Web Notes

Best Practice

Use the Role of Employee Registrant for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge – Selection of Type > Selection of Type – Designated Account List

· Selection of Type - Designated Account List - Account Does Not Exist

· Selection of Type - Designated Account List - Account Not Structured

· Selection of Type - Designated Account List - Amount Column

· Selection of Type - Designated Account List - Amount Less Than Minimum - ACH

· Selection of Type - Designated Account List - Amount Less Than Minimum - Bill Me

· Selection of Type - Designated Account List - Amount Less Than Minimum – Cash

· Selection of Type - Designated Account List - Amount Less Than Minimum – Cheque

· Selection of Type - Designated Account List - Amount Less Than Minimum - Credit Card

· Selection of Type - Designated Account List - Amount Less Than Minimum - Generic Bill Me - 01

· Selection of Type - Designated Account List - Amount Less Than Minimum - Generic Bill Me - 02

· Selection of Type - Designated Account List - Amount Less Than Minimum - Generic Bill Me – 03

· Selection of Type - Designated Account List - Amount Less Than Minimum - Partner Withdrawal

· Selection of Type - Designated Account List - Amount Less Than Minimum - Paypal Express Checkout

· Selection of Type - Designated Account List - Amount Less Than Minimum - Personal Time Off

· Selection of Type - Designated Account List - Amount Less Than Minimum - Stock

· Selection of Type - Designated Account List - Bill Me Pledge Type Options Suppressed

· Selection of Type - Designated Account List - Bottom

· Selection of Type - Designated Account List - Confirm Delete

· Selection of Type - Designated Account List - Designated Account Missing

· Selection of Type - Designated Account List - Designated Amount Invalid

· Selection of Type - Designated Account List - Designated Amount Missing

· Selection of Type - Designated Account List - Designated Amount Negative

· Selection of Type - Designated Account List - Designated To Column

· Selection of Type - Designated Account List - Designation Removal - Failed

· Selection of Type - Designated Account List - Designation Removal - Success

· Selection of Type - Designated Account List - Designation Required

· Selection of Type - Designated Account List - Designations

· Selection of Type - Designated Account List - Disallow Desingation

· Selection of Type - Designated Account List - Ineligible Account

· Selection of Type - Designated Account List - Invalid Account

· Selection of Type - Designated Account List - Invalid Account Attribute

· Selection of Type - Designated Account List - No Book Number

· Selection of Type - Designated Account List - Not Available

· Selection of Type - Designated Account List - Pledge Types

· Selection of Type - Designated Account List - Selection Required

· Selection of Type - Designated Account List - Selection Required for Delete

· Selection of Type - Designated Account List - Top

10. Tracking The Origin Of Pledges / Automatic Designations

For Individual Donors.  
Important!  This feature can only be used with the Single Page Registration and Pledge method.  

https://myorganization.org/UserRegistrationNE.jsp?DA= 1234
http://myorganization.com/comm/SinglePageRegPledge.jsp?DA=1234
10.1. Critical Web Options

Important!  These Web Options must be set on the Tailoring Account, Master Account or the Combined Campaign Account with the Role of Individual Donor.
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 Turn On For Users With A Web Permission Directly To This Account
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 Required For Users With A Web Permission Directly To This Account
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge – Create Account – Single Page Create & Pledge Section
· Include Designated Account In The Pecking Order
11. Abandoned Pledges

An Abandoned Pledge is a Pledge that is started but not completed / confirmed.  To find these Abandoned Pledges create a Data Mining Operation that selects all Individuals who have a Pledge Initialized but do not have a Pledge Completed (using the Web Access Log Tab).  Save these Accounts in a Mailing List.

12. Donor Web Pages

12.1. Account History Page

Menu Item:  Account History 

For Individual Donor / Employee Donor / Corporate Donor. 
Quick Summary

Details

Recent Transactions

12.1.1. Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Account History > General Section
· Enable Donor Transaction & Designation History Page
· Exclude Non-Campaign Gifts*** 
· Exclude Payment Column
· Include Gross Paid Amount On Designation History Page
· Include Recent Transactions On Details Page*** 
· Number Of Years To Display***  
· Show The Following
· Corporate Gifts
· Corporate (Non-Renewable) Gifts
· Transaction Type Column
· Workplace Special Events Gifts
· Workplace Special Events (Non-Renewable) Gifts
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Account History > Pledge Updates Section

· Change Gift Amount Options Allowed
· Manually Re-Allocate Designations
· Prorate Pledge Amount Change To Designations
· Undesignate The Pledge Amount Difference (For Increased Pledges Only)
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > General – Pledge > General Section

· Exclude Employee Match Memo Transactions From The Web***  

· Exclude Leader Memo Transactions From The Web***  
· Pledge Update By Donor - All Information Updateable*** 
· Pledge Update By Donor – Amount Only Updateable
12.1.2. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor or Corporate Donor for these Web Options.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Account History > Account History – Summary

· Account History – Summary – Bottom 

· Account History – Summary – Combined Gift Column 

· Account History – Summary – Combined Level Column 

· Account History – Summary – Designations Icon

· Account History – Summary – Details Icon

· Account History – Summary – Gift Source Column

· Account History – Summary – Gift Source Description – Corporate
· Account History – Summary – Gift Source Description – Personal

· Account History – Summary – Gift Source Description – Special Event

· Account History – Summary – Leadership – Above 

· Account History – Summary – Leadership Level Column 

· Account History – Summary – Payment Column 

· Account History – Summary – Pledge Column 

· Account History – Summary – Quick Summary 

· Account History – Summary – Quick Summary – Above***
· Account History – Summary – Recent Transactions – Above 

· Account History – Summary – Title***
· Account History – Summary – Top***
· Account History – Summary – Year Column 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Account History > Account History - Details

· Account History – Details – Bottom 

· Account History – Details – Company Column 

· Account History – Details – Donor / Campaign Column

· Account History – Details – Grand Total 

· Account History – Details – Not Authorized – Selected Year 

· Account History – Details – Payment Column 

· Account History – Details – Pledge Column 

· Account History – Details – Recent Transactions – Above 

· Account History – Details – Summary – Above***
· Account History – Details – Title***
· Account History – Details – Top***
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Account History > Account History – Recent Transactions

· Account History – Recent Transactions – Date Column 
· Account History – Recent Transactions – Details Icon

· Account History – Recent Transactions – e-Payment Verification Column

· Account History – Recent Transactions – No Transactions 

· Account History – Recent Transactions – Payment Column 

· Account History – Recent Transactions – Pledge Column 

· Account History – Recent Transactions – Pledge Type Column 

· Account History – Recent Transactions – Title***
· Account History – Recent Transactions – Transaction Type

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Account History > Account History – Transaction Details

· Account History – Transaction Details – Agencies Name

· Account History – Transaction Details – Amounts or Percentage

· Account History – Transaction Details – Bottom 

· Account History – Transaction Details – Campaign Name 

· Account History – Transaction Details – Campaign Year 

· Account History – Transaction Details – Confirmation Sent 

· Account History – Transaction Details – Designated Amount Column 

· Account History – Transaction Details – Designated To Column 

· Account History – Transaction Details – Designation Details 

· Account History – Transaction Details – Designations – Above 

· Account History – Transaction Details – e-Mail Updated
· Account History – Transaction Details – e-Payment Verification

· Account History - Transaction Details – Employer
· Account History – Transaction Details – Envelope Number

· Account History – Transaction Details – Invalid e-Mail Address 

· Account History – Transaction Details – Negative Designation 

· Account History – Transaction Details – Not Authorized – Display 

· Account History – Transaction Details – Not Authorized – Resend Confirmation 

· Account History – Transaction Details – Not Authorized – Update

· Account History – Transaction Details – Payment 

· Account History – Transaction Details – Percent of Bonus 
· Account History - Transaction Details - Percent of Salary

· Account History - Transaction Details - Personal Time Off – Hours
· Account History – Transaction Details – Pledge Amount 
· Account History - Transaction Details - Pledge Type
· Account History – Transaction Details – Resend Confirmation – e-Mail Address Missing 

· Account History – Transaction Details – Resend Tax Receipt – e-Mail Address Missing 

· Account History – Transaction Details – Tax Receipt Sent 

· Account History – Transaction Details – Title***
· Account History – Transaction Details – Total Designated

· Account History – Transaction Details – Total Pledge 

· Account History – Transaction Details – Total Undesignated 

· Account History – Transaction Details – Transaction – Above 

· Account History – Transaction Details – Transaction Date 

· Account History – Transaction Details – Transaction Number 

· Account History – Transaction Details – Transaction Status 

· Account History – Transaction Details – Transaction Type 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Account History > Account History – Transactions & Designations

· Account History – Transactions & Designations – Agency Column 

· Account History – Transactions & Designations – Designated Amount Column 

· Account History – Transactions & Designations – Designation List – Above 

· Account History – Transactions & Designations – Designations 
· Account History – Transactions & Designations – Details Icon

· Account History – Transactions & Designations – e-Payment Verification Column
· Account History – Transactions & Designations – Last Paid Date Column 

· Account History – Transactions & Designations – No Designations 

· Account History – Transactions & Designations – Paid to Agency Column 

· Account History – Transactions & Designations – Payment Column

· Account History – Transactions & Designations – Pledge Column 

· Account History – Transactions & Designations – Title ***
· Account History – Transactions & Designations – Transaction List – Above 

· Account History – Transactions & Designations – Transaction Number Column 

· Account History – Transactions & Designations – Transaction Type Column 

· Account History – Transactions & Designations – Transactions 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge > Pledge - Change Gift Amount
· Change Gift Amount – Agencies Name

· Change Gift Amount – Amounts or Percentage

· Change Gift Amount – Campaign Name

· Change Gift Amount – Campaign Year

· Change Gift Amount – Designation Details

· Change Gift Amount – e-Payment Verification

· Change Gift Amount – Employer

· Change Gift Amount – Envelope Number

· Change Gift Amount – Error – Cannot Be Zero

· Change Gift Amount – Payment

· Change Gift Amount – Percent of Bonus

· Change Gift Amount – Percent of Salary

· Change Gift Amount – Pledge Amount

· Change Gift Amount – Pledge Type

· Change Gift Amount – Radio Button for Manually

· Change Gift Amount – Radio Button for Prorate

· Change Gift Amount – Radio Button for Undesignate

· Change Gift Amount – Revised Amounts or Percentage

· Change Gift Amount – Revised Pledge Amount

· Change Gift Amount – Title

· Change Gift Amount – Total Designated

· Change Gift Amount – Total Pledge

· Change Gift Amount – Total Undesignated

· Change Gift Amount – Transaction Date

· Change Gift Amount – Transaction Number

· Change Gift Amount – Transaction Status

· Change Gift Amount – Transaction Type

13. e-Pledge Administrator Web Pages
13.1. Organization Profile Page

Menu Item:  Profile - Organization

Web Logo
Menu Item:  Profile - Organization > Other Names Section > Add / Update

Other Name Maintenance
Menu Item:  Profile – Organization > Other Names Section > Add / Update

Venue Maintenance

Menu Item:  Profile - Organization > Venues Section > Add / Update

13.1.1. Critical Web Options

Best Practice

Use the Role of e-Pledge Administrator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Organization > General Section

· Family Tree To Display***  

· Agency / Program Relationships*** 

· Community Building Structure*** 
· None – Show Only Current Organization Only***  

· Parent / Subsidiary Relationships*** 
13.1.2. Web Options

Best Practice

Use the Role of e-Pledge Administrator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Organization > Address Section

· Address Types > Your Address Types (Table 7)*** 
· Address Not Required*** 
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Miscellaneous – Organization > Address Section

· Hide Line 3 and 4 for Organizations***
· Disable Auto Complete By Zip / Postal Code
· Show Zip / Postal Code At Top When Address Auto-Complete Is On

Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Organization > e-Mail Section

· E-Mail Types > Your e-Mail Types (Table 68)*** 
· Secure Update (Require Password To Be Re-Entered)

Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Organization > General Section

· Allow Users To Maintain The Following
· Logo
· Password
· User ID
· Hide Note For Required Fields 
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Organization > Names Section
· Do Not Allow Profile Name To Be Updated***  
· Other Name Types Available > Your Name Types (Table 5)***  
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Organization > Phone Section

· Phone Types > Your Phone Types (Table 10)***  
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Navigation Tree > General Section

· Show A Display Organization Profile Button In The Navigation Tree
· Show An Update Organization Profile Button In The Navigation Tree 

Andar Main Menu > e-Community > Administration > Web Customization > Surveys > Options – Surveys > Surveys > General Section
· Include The Selected Survey On The Following Pages > Profile - Organization***  
13.1.3. Web Notes

Best Practice

Use the Role of e-Pledge Administrator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > Profile - Organization

· Profile - Organization - Address - City

· Profile - Organization - Address - City Required 

· Profile - Organization - Address - Country 

· Profile - Organization - Address - Country Required 

· Profile - Organization - Address - Line 1 

· Profile - Organization - Address - Line 1 Required ***
· Profile - Organization - Address - Line 2 ***
· Profile - Organization - Address - Line 3 

· Profile - Organization - Address - Line 4 

· Profile - Organization - Address - Postal Code Invalid – Alert

· Profile - Organization - Address - State ***
· Profile - Organization - Address - State Required ***
· Profile - Organization - Address - Update Failed 

· Profile - Organization - Address - Zip Code ***
· Profile - Organization - Address - Zip Code Invalid ***
· Profile - Organization - Address - Zip Code Invalid – Alert***
· Profile - Organization - Address - Zip Code Required***
· Profile - Organization - Address Incomplete - City Missing 

· Profile - Organization - Address Incomplete - Country Missing 

· Profile - Organization - Address Incomplete - Line 1 Missing 

· Profile - Organization - Address Incomplete - State Missing ***
· Profile - Organization - Address Incomplete - Zip Code Missing ***
· Profile - Organization – Address Type - <Address Type>

· Profile - Organization - Add - Asterisk Items Required

· Profile - Organization - Bottom 

· Profile – Organization - e-Mail Type - <e-Mail Type>

· Profile - Organization - Errors 

· Profile - Organization - Invalid Data 

· Profile - Organization - Name 

· Profile - Organization - Name 1 ***
· Profile - Organization - Name 2 

· Profile - Organization - Other Names - Name Column 

· Profile - Organization - Other Names - Name Type Column

· Profile – Organization – Other Names – Title

· Profile - Organization - Phone - Area Code 

· Profile - Organization - Phone - Area Code Required 

· Profile - Organization - Phone - Extension 

· Profile - Organization - Phone - Invalid 

· Profile - Organization - Phone - Number 

· Profile - Organization - Phone - Number Required 

· Profile – Organization – Phone – Number Too Short

· Profile – Organization – Phone – Proper Number Format

· Profile - Organization - Phone - Update Failed 

· Profile – Organization - Phone Type - <Phone Type> 

· Profile - Organization - Survey - Bottom

· Profile - Organization - Survey - Top ***
· Profile - Organization - Title ***
· Profile - Organization - Top ***
· Profile - Organization - Update Successful 

· Profile - Organization - User ID 

· Profile - Organization - Venues - Name Column 

· Profile – Organization – Venues – Title

· Profile - Organization - Web Logo 

· Profile - Organization - Website 

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > Logos - Maintenance

· Logos – Maintenance – Bottom 

· Logos – Maintenance – Title***
· Logos – Maintenance – Top 

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > Other Names – Maintenance

· Other Name - Maintenance - Add - Bottom 

· Other Name - Maintenance - Add – Title***
· Other Name - Maintenance - Add - Top 

· Other Name - Maintenance - Update - Bottom 

· Other Name - Maintenance - Update – Title***
· Other Name - Maintenance - Update - Top 

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > Venues - Search

· Venues - Search - Bottom 

· Venues - Search - Name 

· Venues - Search - Results - Above 

· Venues - Search – Title***
· Venues - Search - Top

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > Venues - Add

· Venues - Add - Bottom 

· Venues - Add – Title***
· Venues - Add - Top 

13.2. Organization Contacts Page

Menu Item:  Organization Contacts 

13.2.1. Managing Contacts

Current Contacts List

Menu Item:  Organization Contacts 

Add A New Contact

Menu Item:  Organization Contacts > Add

Update A Current Contact

Menu Item:  Organization Contacts > highlight desired Contact > Update

13.2.2. Critical Web Option

Best Practice

Use the Role of e-Pledge Administrator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Organization Contacts > General Section
· Contact Types Available > Your Contact Types (Table 17)***  
· Family Tree To Display***  

· Agency / Program Relationships***  
· Community Building Structure*** 
· None – Show Only Current Organization Only***  

· Parent / Subsidiary Relationships*** 
13.2.3. Web Options

Best Practice

Use the Role of e-Pledge Administrator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Organization Contacts > General Section

· Address Type > Your Address Types (Table 7)
· Allow Update Of Contact Type 

· E-Mail Type > Your e-Mail Types (Table 68) 
· Hide Note For Required Fields
· Phone Types > Your Phone Types (Table 10)
· Prevent Access To The Contacts Page For Program Accounts

· Employee Types Available > Your Employee Types (Table 16) 
13.2.4. Web Notes

Best Practice

Use the Role of e-Pledge Administrator for these Web Options.

Andar Main Menu > e-Community > Administration > Web Customization > General > Organization Contacts > Organization Contacts - Summary

· Organization Contacts - Summary - Account for Update / Delete Not Found 

· Organization Contacts – Summary – Add Button

· Organization Contacts - Summary - Bottom 

· Organization Contacts – Summary – Contact Type Column

· Organization Contacts – Summary – e-Mail Column

· Organization Contacts – Summary – Name Column

· Organization Contacts - Summary - None 

· Organization Contacts - Summary – Title***

· Organization Contacts - Summary - Top 

Andar Main Menu > e-Community > Administration > Web Customization > General > Organization Contacts > Organization Contacts – Select From List

· Organization Contacts – Select – Contact Type

· Organization Contacts – Select – Effective Date

· Organization Contacts – Select – Expiry Date

· Organization Contacts - Select from List - Bottom 

· Organization Contacts - Select from List - Search Results - None

· Organization Contacts - Select from List - Title ***
· Organization Contacts - Select from List - Top 

Andar Main Menu > e-Community > Administration > Web Customization > General > Organization Contacts > Organization Contacts - Add

· Organization Contacts – Add – Accounts

· Organization Contacts – Add – Add New Contact Button

· Organization Contacts – Add – Add Selected Contact Button

· Organization Contacts - Add - Address - City 

· Organization Contacts - Add - Address - Country 

· Organization Contacts - Add - Address - Line 1***
· Organization Contacts - Add - Address - Line 2 

· Organization Contacts - Add - Address - Line 3 

· Organization Contacts - Add - Address - Line 4 

· Organization Contacts - Add - Address - State ***
· Organization Contacts - Add - Address - Zip Code ***
· Organization Contacts - Add - Asterisk Items Required 

· Organization Contacts - Add - Bottom 

· Organization Contacts – Add – Contact Type

· Organization Contacts – Add – Effective Date

· Organization Contacts – Add – Employee

· Organization Contacts – Add – Employee ID 
· Organization Contacts – Add – Employee Type 
· Organization Contacts – Add – Expiry Date

· Organization Contacts - Add - First Name 

· Organization Contacts - Add - Last Name

· Organization Contacts - Add - Middle Name 
· Organization Contacts – Add – Name

· Organization Contacts – Add – Phone – Area Code

· Organization Contacts – Add – Phone – Extension

· Organization Contacts – Add – Phone – Number

· Organization Contacts – Add – Prefix

· Organization Contacts – Add – Suffix

· Organization Contacts – Add – Title

· Organization Contacts – Add – Top

Andar Main Menu > e-Community > Administration > Web Customization > General > Organization Contacts > Organization Contacts - Update

· Organization Contacts - Update - Bottom 

· Organization Contacts – Update – Contact Account

· Organization Contacts – Update – Contact Type

· Organization Contacts – Update – Effective Date

· Organization Contacts – Update – Expiry Date

· Organization Contacts – Update – Title

· Organization Contacts - Update - Top 

· Organization Contacts – Update – Update Button

13.2.5. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Web Notification
	To Organization Contact – e-Mail Changed 

 


13.3. Documents Page(s)

Menu Item:  Documents - <Document Category>
13.3.1. Create A Document Category
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Step 1.  Define the Document Category

Andar Main Menu > System Administration > Table Maintenance > right click > Find > By Table Number > 8197 > Maintain Table

Step 2.  Add Document - <Category> Menu Item To The Master List Of Menu Items

Andar Main Menu > e-Community > Administration > Menus > Menu Items

Step 3.  Add Document - <Category> Menu Item To The Menu

Andar Main Menu > e-Community > Administration > Menus > Menu Structures

Step 4.  Add Document - <Category> Web Notes

Andar Main Menu > e-Community > Administration > Web Customization > General > General Documents > <Category> Documents > Summary

Andar Main Menu > e-Community > Administration > Web Customization > General > General Documents > <Category> Documents > Maintenance

13.3.2. Document Summary Page
Menu Item:  <Category> Documents

13.3.3. Document Maintenance Page

Menu Item:  <Category> Documents > Add

13.3.4. View Documents In Andar

Andar Main Menu > e-Community > Approvals > Document Approval

Organization Account Profile > General Tab > Documents Sub Tab

13.3.5. System Preferences

System > Preferences > System Preferences > e-Community > Notifications

Document Notifications Section

· Notification e-Mail

· Add Template

· Update Template

· Delete Template

13.3.5. Menus
Andar Main Menu > e-Community > Administration > Menus > Menu Items

13.3.6. Critical Web Option

Best Practice

Use the Role of e-Pledge Administrator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Documents > General Section
· Documents Enabled***  

· Family Tree To Display***  

· Agency / Program Relationships*** 

· Community Building Structure*** 
· None – Show Only Current Organization Only***  

· Parent / Subsidiary Relationships*** 
13.3.7. Web Option

Best Practice

Use the Role of e-Pledge Administrator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Documents > General Section

· Hide Effective / Expiry Status
13.3.8. Web Notes

Andar Main Menu > e-Community > Administration > Web Customization > General > General Documents – <Document Category> - Summary

· <Document Category> – Summary – Bottom 

· <Document Category> - Summary – Documents for Organizations Only

· <Document Category> – Summary – Not Authorized for Documents

· <Document Category> – Summary - Top 

Andar Main Menu > e-Community > Administrator > Web Customization > General > General Documents > <Document Category> - Maintenance

The following Web Notes are generic and work with all Document Categories.

· <Document Category> – Maintenance – Add – Bottom 

· <Document Category> – Maintenance – Add – Title ***
· <Document Category> – Maintenance – Add – Top 

· <Document Category> – Maintenance - Display – Bottom 

· <Document Category> – Maintenance - Display – Title***
· <Document Category> – Maintenance - Display – Top 

· <Document Category> - Maintenance – Update – Bottom

· <Document Category> – Maintenance – Update – Title***
· <Document Category> – Maintenance – Update – Top

13.4. Campaign Status Page

Menu Item:  Campaign Status 

For e-Pledge Administrators / e-Pledge Coordinators. 
13.4.1. Thermometers
Organization Account Profile > Campaign Tab > Tracking Parameters Sub Tab

13.4.2. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Campaign Status > Table Options Section
· Exclude Verbal Amount
· Hide All Locations
· Hide Parents When Showing All Locations
· Hide Siblings When Showing All Locations
· Number Of Years Of History To Display***  

· Rollup Amounts - Include When Page First Displays
· Rollup Amounts - Hide Toggle Button
· Show All Campaigns
· Show Corporate Gifts
· Show Special Event Gifts
· Hide the Following Information
· Average Gift  

· Campaign Type 

· Gift per Capita

· Goal

· Number of Donors

· Number of Employees

· Number of Responses 

· Participation Percentage

· Response Percentage
· Total

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Campaign Status > Thermometer 1 Options Section

· Show Thermometer 1***  
· Include Corporate Gifts
· Include Special Events
· Include Unprocessed Corporate Memo Gifts (Must Have Corporate Gifts Included)
· Show A Static Image (Instead Of Animated Applet) 
· Show All Campaigns
· Show The Parent Thermometer (Instead Of Current Organization Only)
· Thermometer Type

· Dollar To Goal

· Number Of Donors

· Percent Of Goal
· Thermometer Type > Percent Of Participation
· Percent Of Response
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Campaign Status > Thermometer 2 Options Section

· Show Thermometer 2***  
· Include Corporate Gifts
· Include Special Events
· Include Unprocessed Corporate Memo Gifts (Must Have Corporate Gifts Included)
· Show A Static Image (Instead Of Animated Applet)
· Show All Campaigns
· Show The Parent Thermometer (Instead Of Current Organization Only) 
· Thermometer Type

· Dollar To Goal

· Number Of Donors

· Percent Of Goal

· Thermometer Type > Percent Of Participation

· Percent Of Response

13.4.3. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Campaign Status > Campaign Status > Summary

· Campaign Status – Summary – Average Gift Column 

· Campaign Status – Summary – Campaign Type Column

· Campaign Status – Summary – Gift Per Capita Column 

· Campaign Status – Summary – Goal Column 

· Campaign Status – Summary – Name Column 

· Campaign Status – Summary – Number of Donors Column 

· Campaign Status – Summary – Number of Employees Column 

· Campaign Status – Summary – Number of Responses Column
· Campaign Status – Summary – Participation Rate Column 

· Campaign Status – Summary – Percentage Responses Column

· Campaign Status – Summary – Rivals Column 

· Campaign Status – Summary – Rollup – Table – Below

· Campaign Status - Summary - Thermometer 1 - Above

· Campaign Status - Summary - Thermometer 1 - Below

· Campaign Status - Summary - Thermometer 2 - Above

· Campaign Status - Summary - Thermometer 2 - Below

· Campaign Status – Summary – Title***
· Campaign Status – Summary – Top 

· Campaign Status – Summary – Total Column 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Campaign Status > Campaign Status – All Locations

· Campaign Status – All Locations – Average Gift Column 

· Campaign Status – All Locations – Campaign Type Column

· Campaign Status – All Locations – Gift Per Capita Column 

· Campaign Status – All Locations – Goal Column 

· Campaign Status – All Locations – Name Column 

· Campaign Status – All Locations – Number of Donors Column

· Campaign Status – All Locations – Number of Employees Column 

· Campaign Status – All Locations – Number of Responses Column

· Campaign Status – All Locations – Participation Rate Column 
· Campaign Status – All Locations – Percentage Responses Column

· Campaign Status – All Locations – Total Column 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Campaign Status > Campaign Status – History

· Campaign Status – History – Average Gift Column

· Campaign Status – History – Campaign Year Column

· Campaign Status – History – Campaign Type Column

· Campaign Status – History – Gift Per Capita Column

· Campaign Status – History – Goal Column

· Campaign Status – History – Number of Donors Column

· Campaign Status – History – Number of Employees Column

· Campaign Status – History – Number of Responses Column

· Campaign Status – History – Participation Rate Column

· Campaign Status – History – Percentage Responses Column

· Campaign Status – History – Rollup – Table – Below 

· Campaign Status – History – Total Column

13.4.4. Web Rivals

General Relationship

Organization Account Profile > Relationships Tab > General Relationships Sub Tab

13.5. Employee List Page

Menu Item:  Employees - List 

For e-Pledge Administrators / e-Pledge Coordinators.  
Add An Employee

Send An E-Mail To An Employee
Update Employee Information

Delete An Employee
13.5.1. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Employees List > General Section
· Disable Addition Of New Employees
· Search Within The Full Parent / Subsidiary Tree Enabled 
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Employees > General Section

· Coordinator Required
· Hide Campaign Information
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Employees > Add / Update Section

· E-Mail Address Optional***  

· Hide Locations That Have No Current Web Envelope
· Hide Note For Required Fields

· Include Gender On Update***  

· Show Andar Account Number On Employee Update
· Data Available For Add / Update
· Class Data
· E-Mail
· Sort Fields
· User Defined Amounts
· Data Available For Add / Update – User Defined Data
· Required Information
· Class A1
· Class A2 

· Class B1 

· Class B2
· Sort Field 1
· Sort Field 2
· Sort Field 3
· Sort Field 4
· Sort Field 5
· User Defined 1
· User Defined 2
· User Defined 3
· User Defined 4
· User Defined 5
· User Defined 6
· User Defined 7
· User Defined 8
· User Defined 9
· User Defined 10
· User Defined Amount 1
· User Defined Amount 2
· User Defined Amount 3
· User Defined Amount 4
· User Defined Amount 5
· User Defined Amount 6
· User Defined Amount 7
· User Defined Amount 8
· User Defined Amount 9
· User Defined Amount 10
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Individual – General > Employee Section

· Employee ID Available
13.5.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Employees - Employees - List

· Employees – List – Account for Update/Delete Not Found 

· Employees – List – Bottom 

· Employees – List – Coordinator Assigned 

· Employees – List – Coordinator Not Assigned 

· Employees – List – Delete Employee Tool Tip

· Employees – List – Employee Added 

· Employees – List – Employee ID

· Employees – List – Employer Account Column

· Employees – List – Employer Name Column

· Employees – List – Error – Employee Not Added 

· Employees – List – Include Employees Without ID 

· Employees – List – List Unassigned Employees 

· Employees – List - Name

· Employees – List – Search 

· Employees – List – Select Agency 

· Employees – List – Send e-Mail Tool Tip

· Employees – List – Title***
· Employees – List – Top 

· Employees – List – Update Employee Tool Tip
Andar Main Menu > e-Community > Administration > Web Customization > General > Employees > Employees - Add

· Employees – Add – Account Number 

· Employees – Add – Address – Postal Code – Invalid - Alert

· Employees – Add – Address – Zip Code Invalid – Alert

· Employees – Add – Asterisk Items Required 

· Employees – Add – Billing Start Date

· Employees – Add – Check-off Zip***

· Employees – Add – Confirm Add 

· Employees – Add – Coordinator 

· Employees – Add – Coordinator Required 

· Employees – Add – Department 

· Employees – Add – e-Mail 

· Employees – Add – e-Mail Missing 

· Employees – Add – Employee ID 

· Employees – Add – Employee ID Missing 

· Employees – Add – Employer

· Employees – Add – First Name 

· Employees – Add – First Name Required 

· Employees – Add – Fundraising Zip***
· Employees – Add – Gender 

· Employees – Add – Invalid User Defined Data 

· Employees – Add – Job Title 1

· Employees – Add – Job Title 2 

· Employees – Add – Last Name 

· Employees – Add – Last Name Required 

· Employees – Add – Last Year Gift 

· Employees – Add – Mail Drop 

· Employees – Add – Middle Name 

· Employees – Add – Name

· Employees – Add – Number of Pay Periods 

· Employees – Add – Payroll Start Date 

· Employees – Add – Prefix 

· Employees – Add – Some Information Not Saved 

· Employees – Add – Suffix

· Employees – Add – Suggested Gift 1 

· Employees – Add – Suggested Gift 2 

· Employees – Add – Suggested Gift 3 

· Employees – Add – Suggested Gift 4 

· Employees – Add – Suggested Gift 5 

· Employees – Add – Title 

· Employees – Add – Type 

· Employees – Add – Unable to Add 

· Employees – Add – Unable to Create Web Access 

Andar Main Menu > e-Community > Administration > Web Customization > General > Employees > Employees - Update

· Employees – Update – Account Number 

· Employees – Update – Address – Postal Code – Invalid – Alert

· Employees – Update – Address – Zip Code  Invalid – Alert

· Employees – Update – Billing Start Date 

· Employees – Update – Bottom 

· Employees – Update – Check-off Zip***

· Employees – Update – Confirm Coordinator Removal 

· Employees – Update – Confirm Update 

· Employees – Update – Coordinator 

· Employees – Update – Coordinator Not Removed 

· Employees – Update – Coordinator Removed 

· Employees – Update – Coordinator Required 

· Employees – Update – Department 

· Employees – Update – e-Mail 

· Employees – Update – e-Mail - New Required 

· Employees – Update – e-Mail - Original Restored 

· Employees – Update – Employee ID 

· Employees – Update – Employee ID Missing 

· Employees - Update - Employee User Defined Field Invalid

· Employees – Update – First Name 

· Employees – Update – Fundraising Zip***
· Employees – Update – Gender

· Employees – Update – Job Title 1 

· Employees – Update – Job Title 2 

· Employees – Update – Last Name 

· Employees – Update – Last Year Gift 

· Employees – Update – Mail Drop

· Employees – Update – Middle Name 

· Employees – Update – Name 

· Employees – Update – Number of Pay Periods 

· Employees – Update – Payroll Start Date 

· Employees – Update – Prefix 

· Employees – Update – Suffix 

· Employees – Update – Suggested Gift 1 

· Employees – Update – Suggested Gift 2 

· Employees – Update – Suggested Gift 3 

· Employees – Update – Suggested Gift 4

· Employees – Update – Suggested Gift 5 

· Employees – Update – Title***
· Employees – Update – Top 

· Employees – Update – Type

Andar Main Menu > e-Community > Administration > Web Customization > General > Employees 

· Employees – Address - Canadian Postal Code – Invalid
· Employees – Check-off Zip (EZS) Required***

· Employees – Check-off Zip (EZSWZF) Required***

· Employees – Check-off Zip – Invalid Length***

· Employees – Check-off Zip – Not In Distribution Zip Maintenance***
· Employees – Check-off Zip – Not In Zip Code Table

· Employees – Fundraising Zip (EZS) Required***

· Employees – Fundraising Zip – Invalid Length***
· Employees – Fundraising Zip – Not in Distribution Zip Maintenance***
· Employees – Fundraising Zip – Not in Zip Code Table***
· Employees – No Standard-M – Fundraising and Check-off Zips Must Match***
13.6. Transactions List Page

Menu Item:  Transactions List 

For e-Pledge Administrators / e-Pledge Coordinators.  
Search For Employees
Menu Item:  Transactions List > Search for Employee = enter Keyword > click Binoculars to Search

Add An Employee

Enter A Pledge For An Employee
Menu Item:  Transactions List > Search for Employee = enter Keyword > click Binoculars to Search > Add Pledge
Send An E-Mail To An Employee
Menu Item:  Transactions List > Search for Employee = enter Keyword > click Binoculars to Search > Send e-Mail

Update Employee Information
Menu Item:  Transactions List > Search for Employee = enter Keyword > click Binoculars to Search > Update Employee

Delete An Employee
Menu Item:  Transactions List > Search for Employee = enter Keyword > click Binoculars to Search > Delete Employee

Cash / Check Received (Received Column)

Menu Item:  Transactions List > Search for Employee = enter Keyword > click Binoculars to Search > check the Company Received checkbox

Resend A Pledge Confirmation
Menu Item:  Transactions List > Search for Employee = enter Keyword > click Binoculars to Search > Resend Confirmation

Update An Employee Transaction

Menu Item:  Transactions List > Search for Employee = enter Keyword > click Binoculars to Search > Update Pledge

Delete An Employee Transaction
Menu Item:  Transactions List > Search for Employee = enter Keyword > click Binoculars to Search > Delete Pledge

13.6.1. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Transaction List > General Section
· Allow Employee Search Within The Full Parent / Subsidiary Tree Enabled
· Do Not Allow Adding New Employees
· Allow Updating The Following Employee Information
· Profile Information*** 
· Pledges***  

· Allow The Following Features
· Create Employee Transactions***  

· Delete Employees
· Reset Login Attempts
· Send e-Mails
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Employees > General Section

· Coordinator Required
· Hide Campaign Information
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Employees > Add / Update Section

· E-Mail Address Optional***  

· Hide Locations That Have No Current Web Envelope
· Hide Note For Required Fields
· Include Gender On Update***  

· Show Andar Account Number On Employee Update
· Data Available For Add / Update
· Class Data
· E-Mail
· Sort Fields
· User Defined Amounts
· Data Available For Add / Update – User Defined Data
· Required Information

· Class A1
· Class A2 

· Class B1 

· Class B2

· Sort Field 1

· Sort Field 2

· Sort Field 3

· Sort Field 4

· Sort Field 5

· User Defined 1

· User Defined 2

· User Defined 3

· User Defined 4

· User Defined 5

· User Defined 6

· User Defined 7

· User Defined 8

· User Defined 9

· User Defined 10

· User Defined Amount 1

· User Defined Amount 2

· User Defined Amount 3

· User Defined Amount 4

· User Defined Amount 5

· User Defined Amount 6

· User Defined Amount 7

· User Defined Amount 8

· User Defined Amount 9

· User Defined Amount 10

Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Individual – General > Employee Section

· Employee ID Available
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options - e-Pledge > General - Pledge > General Section

· Include Administrator's Own Role When Entering A Pledge On Behalf Of An Employee

13.6.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Transactions List

· Transactions List – Account for Update/Delete Not Found 

· Transactions List – Bottom 

· Transactions List – Campaign Year 

· Transactions List – Confirm Add

· Transactions List – Confirm e-Mailing Tax Receipt 

· Transactions List – Confirm e-Mailing Transaction Confirmation 

· Transactions List – Confirm Reset Login Attempts 

· Transactions List – Confirm Send e-Mail

· Transactions List – Confirm Update Transaction 

· Transactions List – Confirmation Sent

· Transactions List – Delete Employee Confirmation 

· Transactions List – Delete Employee Tool Tip

· Transactions List – Delete Transaction Confirmation 

· Transactions List – Delete Transaction Tool Tip

· Transactions List – e-Payment Verification Column

· Transactions List – Employee Added 

· Transactions List – Employee ID 

· Transactions List – Employee ID Column 

· Transactions List – Employee ID Search Error – Minimum One Character Required 

· Transactions List – Employee Name Search Length Error 

· Transactions List – Employee Search 

· Transactions List – Employer Account Column

· Transactions List – Employer Name Column

· Transactions List – Enter Pledge Tool Tip

· Transactions List – Error – Employee Not Added 

· Transactions List – Name 

· Transactions List – Name Column 

· Transactions List – Payment Column 

· Transactions List – Payment Type Column 

· Transactions List – Pledge Column 

· Transactions List – Pledge Type Column 

· Transactions List – Received Checkbox Tool Tip 

· Transactions List – Received Column 

· Transactions List – Resend Confirmation Tool Tip

· Transactions List – Resend Receipt Tool Tip

· Transactions List – Reset Login Attempts Tool Tip

· Transactions List – Results - More Found 

· Transactions List – Results - None 

· Transactions List – Send e-Mail Tool Tip

· Transactions List – Tax Receipt Sent 

· Transactions List – Title

· Transactions List – Top 

· Transactions List – Transaction Already Deleted

· Transactions List – Unable to Add/Update Transaction – Administrator Unknown 

· Transactions List – Update Employee Tool Tip

· Transactions List – Update Pledge Tool Tip

Andar Main Menu > e-Community > Administration > Web Customization > General > Employees > Employees - Add

· Employees – Add – Account Number 

· Employees – Add – Address – Postal Code – Invalid - Alert

· Employees – Add – Address – Zip Code Invalid – Alert

· Employees – Add – Asterisk Items Required 

· Employees – Add – Billing Start Date

· Employees – Add – Check-off Zip***

· Employees – Add – Confirm Add 

· Employees – Add – Coordinator 

· Employees – Add – Coordinator Required 

· Employees – Add – Department 

· Employees – Add – e-Mail 

· Employees – Add – e-Mail Missing 

· Employees – Add – Employee ID 

· Employees – Add – Employee ID Missing 

· Employees – Add – Employer

· Employees – Add – First Name 

· Employees – Add – First Name Required 

· Employees – Add – Fundraising Zip***

· Employees – Add – Gender 

· Employees – Add – Invalid User Defined Data 

· Employees – Add – Job Title 1

· Employees – Add – Job Title 2 

· Employees – Add – Last Name 

· Employees – Add – Last Name Required 

· Employees – Add – Last Year Gift 

· Employees – Add – Mail Drop 

· Employees – Add – Middle Name 

· Employees – Add – Name

· Employees – Add – Number of Pay Periods 

· Employees – Add – Payroll Start Date 

· Employees – Add – Prefix 

· Employees – Add – Some Information Not Saved 

· Employees – Add – Suffix

· Employees – Add – Suggested Gift 1 

· Employees – Add – Suggested Gift 2 

· Employees – Add – Suggested Gift 3 

· Employees – Add – Suggested Gift 4 

· Employees – Add – Suggested Gift 5 

· Employees – Add – Title 

· Employees – Add – Type 

· Employees – Add – Unable to Add 

· Employees – Add – Unable to Create Web Access 

Andar Main Menu > e-Community > Administration > Web Customization > General > Employees > Employees - Update

· Employees – Update – Account Number 

· Employees – Update – Address – Postal Code – Invalid – Alert

· Employees – Update – Address – Zip Code  Invalid – Alert

· Employees – Update – Billing Start Date 

· Employees – Update – Bottom 

· Employees – Update – Check-off Zip***

· Employees – Update – Confirm Coordinator Removal 

· Employees – Update – Confirm Update 

· Employees – Update – Coordinator 

· Employees – Update – Coordinator Not Removed 

· Employees – Update – Coordinator Removed 

· Employees – Update – Coordinator Required 

· Employees – Update – Department 

· Employees – Update – e-Mail 

· Employees – Update – e-Mail - New Required 

· Employees – Update – e-Mail - Original Restored 

· Employees – Update – Employee ID 

· Employees – Update – Employee ID Missing 

· Employees - Update - Employee User Defined Field Invalid

· Employees – Update – First Name 

· Employees – Update – Fundraising Zip***

· Employees – Update – Gender

· Employees – Update – Job Title 1 

· Employees – Update – Job Title 2 

· Employees – Update – Last Name 

· Employees – Update – Last Year Gift 

· Employees – Update – Mail Drop

· Employees – Update – Middle Name 

· Employees – Update – Name 

· Employees – Update – Number of Pay Periods 

· Employees – Update – Payroll Start Date 

· Employees – Update – Prefix 

· Employees – Update – Suffix 

· Employees – Update – Suggested Gift 1 

· Employees – Update – Suggested Gift 2 

· Employees – Update – Suggested Gift 3 

· Employees – Update – Suggested Gift 4

· Employees – Update – Suggested Gift 5 

· Employees – Update – Title***

· Employees – Update – Top 

· Employees – Update – Type

Andar Main Menu > e-Community > Administration > Web Customization > General > Employees 

· Employees – Address - Canadian Postal Code – Invalid

· Employees – Check-off Zip (EZS) Required***

· Employees – Check-off Zip (EZSWZF) Required***

· Employees – Check-off Zip – Invalid Length***

· Employees – Check-off Zip – Not In Distribution Zip Maintenance***

· Employees – Check-off Zip – Not In Zip Code Table

· Employees – Fundraising Zip (EZS) Required***

· Employees – Fundraising Zip – Invalid Length***

· Employees – Fundraising Zip – Not in Distribution Zip Maintenance***

· Employees – Fundraising Zip – Not in Zip Code Table***

· Employees – No Standard-M – Fundraising and Check-off Zips Must Match***

Andar Main Menu > e-Community > Administration > Web Customization > General > Framework – Top When Pledging for Another

· Framework – Top When Pledging for Another – Heading 

· Framework – Top When Pledging for Another – Update Heading 

13.7. Coordinator Tree Page

Menu Item:  Coordinator Tree

13.7.1. Set Up Coordinators And Assign Employees In Andar
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Step 1.  Set Up Coordinators
Assign One Coordinator

Organization Account Profile > e-Community Tab > Coordinators Sub Tab > Add

Mass Assign Coordinators

Organization Account Profile > e-Community Tab > Coordinators Sub Tab > Import Coordinators
Step 2.  Assign Employees To Coordinators

From e-Pledge

Menu Item:  Coordinator Tree Page

In Andar

Organization Account Profile > e-Community Tab > Coordinators Sub Tab > Import Assignment

13.7.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Coordinators > Coordinators Tree – Maintenance

· Coordinator Tree – Maintenance – Bottom***
· Coordinator Tree – Maintenance – No Tree***
· Coordinator Tree – Maintenance – Title 

· Coordinator Tree – Maintenance – Top 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Coordinators > Coordinators Tree – Individual Search

· Coordinator Tree – Individual Search – Bottom 

· Coordinator Tree – Individual Search – Results – None

· Coordinator Tree – Individual Search – Title 

· Coordinator Tree – Individual Search – Top 

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Coordinators > Employee Assignments

· Employee Assignments – Bottom 

· Employee Assignments – Coordinator 

· Employee Assignments – Coordinator Name Column

· Employee Assignments – Department Column

· Employee Assignments – Employee ID 

· Employee Assignments – Employee ID Column

· Employee Assignments – Mail Drop Column

· Employee Assignments – Name

· Employee Assignments – Name Column

· Employee Assignments – No Tree ***
· Employee Assignments – Search for Employee

· Employee Assignments – Title 

· Employee Assignments – Title Column

· Employee Assignments - Top 

Andar Main Menu > e-Community > Administration > Web Customization > General > Navigation Tree > Tree - Coordinator

· Tree – Coordinator – Close All 

· Tree – Coordinator – Open All 

· Tree – Coordinator – Remove Selection 

13.8. Organization e-Pledge Set Up Page

Menu Item:  Organization e-Pledge Set Up 

For e-Pledge Administrators.  
13.8.1. Critical Web Options

Best Practice

Use the Role of e-Pledge Administrator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Organization Set-Up > General Section
· Items Available
· Campaign Request Button
· Web Logo 1
· Web Logo 2
· Pay Periods
· Pledge Types
· Web Greeting
· Web Logo More Information
· Web Welcome
13.8.2. Web Options

Best Practice

Use the Role of e-Pledge Administrator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Organization Set-Up > General Section
· Pledge Types Available
· Automated Clearing House
· Automated Clearing House - Pre-Authorized Payment

· Bill Me

· Cash

· Check

· Corporate

· Credit Card

· Credit Card - Pre-Authorized Payment

· Generic Bill Me 01

· Generic Bill Me 02

· Generic Bill Me 03

· Incentive Compensation

· Intended Gift

· No Gift

· Partner Withdrawal

· Payroll Deduction

· Paypal Express Checkout

· Personal Time Off

· Securities

· Workplace Special Event

Andar Main Menu > e-Community > Administration > Web Customization > Surveys > Options – Surveys > Surveys > General Section

· Include The Selected Survey On The Following Pages > Campaign Customization
13.8.3. Web Notes

Best Practice

Use the Role of e-Pledge Administrator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Organization e-Pledge Setup

· Organization e-Pledge Setup – Bottom 

· Organization e-Pledge Setup – Campaign End – Above ***
· Organization e-Pledge Setup – Campaign End Submitted 

· Organization e-Pledge Setup – Campaign Start – Above***
· Organization e-Pledge Setup – Campaign Start Submitted 

· Organization e-Pledge Setup – Home Page – e-Pledge – Text 

· Organization e-Pledge Setup – Home Page – e-Pledge – Text – Above 

· Organization e-Pledge Setup – Home Page – e-Pledge – Title 

· Organization e-Pledge Setup – Home Page – e-Pledge – Title – Above 

· Organization e-Pledge Setup – Logo 1 

· Organization e-Pledge Setup – Logo 1 – Above 

· Organization e-Pledge Setup – Logo 2 

· Organization e-Pledge Setup – Logo 2 – Above 

· Organization e-Pledge Setup – Pay Periods 

· Organization e-Pledge Setup – Pay Periods – Above 

· Organization e-Pledge Setup – Pledge Types 

· Organization e-Pledge Setup – Pledge Types – Above 

· Organization e-Pledge Setup – Survey – Bottom 

· Organization e-Pledge Setup – Survey – Top 

· Organization e-Pledge Setup – Title***
· Organization e-Pledge Setup – Top 

· Organization e-Pledge Setup – Update Performed 

· Organization e-Pledge Setup – Web Logo Document 

· Organization e-Pledge Setup – Web Logo Document – Above 

13.8.4. Starting The Campaign Online
Menu Item:  Organization e-Pledge Set Up > Start Campaign Button

13.8.5. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Campaign
	Campaign Request Processed




13.8.6. Ending The Campaign Online
Menu Item:  Organization e-Pledge Set Up > End Campaign Button

13.9. Send e-Mail Page

Menu Item:  Send e-Mail – e-Pledge

For e-Pledge Administrators / e-Pledge Coordinators.  
13.9.1. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > e-Mail – Pledge > e-Mail Section
· Attachments Not Allowed
· Recipient e-Mail Address Pecking Order > Your e-Mail Pecking Orders
· Scheduling Enabled
· Sender e-Mail Address
· Sender e-Mail Address Editable
· Sensitive Information Can Not Be Included In e-Mails 

13.9.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > e-Mail > Send e-Mail – e-Pledge - Entry

· Send e-Mail – e-Pledge – Entry – Amount From 

· Send e-Mail – e-Pledge – Entry – Amount To 

· Send e-Mail – e-Pledge – Entry – Attachments 

· Send e-Mail – e-Pledge – Entry – Campaign Year 

· Send e-Mail – e-Pledge – Entry – Communication Log Subject Code 

· Send e-Mail – e-Pledge – Entry – Coordinator

· Send e-Mail – e-Pledge – Entry – e-Mail Job Log 

· Send e-Mail – e-Pledge – Entry – From Create Date 

· Send e-Mail – e-Pledge – Entry – Include Subsidiaries 

· Send e-Mail – e-Pledge – Entry – Invalid Date Range 

· Send e-Mail – e-Pledge – Entry – Invalid From Date 

· Send e-Mail – e-Pledge – Entry – Invalid To Date 

· Send e-Mail – e-Pledge – Entry - No End HTML Tag 

· Send e-Mail – e-Pledge – Entry – No Message
· Send e-Mail – e-Pledge – Entry – No Sender

· Send e-Mail – e-Pledge – Entry – No Subject 

· Send e-Mail – e-Pledge – Entry – No Virus Scan 

· Send e-Mail – e-Pledge – Entry – Non-Respondents 

· Send e-Mail – e-Pledge – Entry – Not Authorized for Sending e-Mails

· Send e-Mail – e-Pledge – Entry – Not Authorized for Sending HTML

· Send e-Mail – e-Pledge – Entry – Not Authorized for Sending Sensitive Information

· Send e-Mail – e-Pledge – Entry – Note Variables 

· Send e-Mail – e-Pledge – Entry – Organization 

· Send e-Mail – e-Pledge – Entry – Respondents 

· Send e-Mail – e-Pledge – Entry – Schedule Successful

· Send e-Mail – e-Pledge – Entry – Select 

· Send e-Mail – e-Pledge – Entry – Send Successful

· Send e-Mail – e-Pledge – Entry – Send To

· Send e-Mail – e-Pledge – Entry – Sender e-Mail Address

· Send e-Mail – e-Pledge – Entry – Sender e-Mail Address Missing 

· Send e-Mail – e-Pledge – Entry – Sending Cancelled

· Send e-Mail – e-Pledge – Entry – Sensitive Information 

· Send e-Mail – e-Pledge – Entry – Subject 

· Send e-Mail – e-Pledge – Entry – Template 

· Send e-Mail – e-Pledge – Entry – Text 

· Send e-Mail – e-Pledge – Entry – Title ***
· Send e-Mail – e-Pledge – Entry – To Create Date 

· Send e-Mail – e-Pledge – Entry – With Amounts
· Send e-Mail – e-Pledge – Entry – Wrong Parameters Provided

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > e-Mail > Send e-Mail – e-Pledge - Schedule

· Send e-Mail – e-Pledge – Schedule – April

· Send e-Mail – e-Pledge – Schedule – August

· Send e-Mail – e-Pledge – Schedule – Bottom

· Send e-Mail – e-Pledge – Schedule – Cancel Button

· Send e-Mail – e-Pledge – Schedule - Dates Pop-up – Immediately

· Send e-Mail – e-Pledge – Schedule – Dates Pop-up – Title
· Send e-Mail – e-Pledge – Schedule – Days

· Send e-Mail – e-Pledge – Schedule – December

· Send e-Mail – e-Pledge – Schedule – Description

· Send e-Mail – e-Pledge – Schedule – Error – Days Invalid

· Send e-Mail – e-Pledge – Schedule – Error – Description Invalid

· Send e-Mail – e-Pledge – Schedule – Error – Every Number Invalid

· Send e-Mail – e-Pledge – Schedule – Error – Last Date Invalid

· Send e-Mail – e-Pledge – Schedule – Error – Months Invalid

· Send e-Mail – e-Pledge – Schedule – Error – Next Date/Time Invalid

· Send e-Mail – e-Pledge – Schedule – Error – Weeks Invalid

· Send e-Mail – e-Pledge – Schedule – Every

· Send e-Mail – e-Pledge – Schedule – February

· Send e-Mail – e-Pledge – Schedule – Four

· Send e-Mail – e-Pledge – Schedule – Friday

· Send e-Mail – e-Pledge – Schedule – Further Restrict

· Send e-Mail – e-Pledge – Schedule – January

· Send e-Mail – e-Pledge – Schedule – July

· Send e-Mail – e-Pledge – Schedule – June

· Send e-Mail – e-Pledge – Schedule – Last

· Send e-Mail – e-Pledge – Schedule – Last Day

· Send e-Mail – e-Pledge – Schedule – Last Week

· Send e-Mail – e-Pledge – Schedule – March

· Send e-Mail – e-Pledge – Schedule – May

· Send e-Mail – e-Pledge – Schedule – Missed

· Send e-Mail – e-Pledge – Schedule – Monday

· Send e-Mail – e-Pledge – Schedule – Months

· Send e-Mail – e-Pledge – Schedule – Next

· Send e-Mail – e-Pledge – Schedule – Next 50 Button

· Send e-Mail – e-Pledge – Schedule – November

· Send e-Mail – e-Pledge – Schedule – October

· Send e-Mail – e-Pledge – Schedule – One

· Send e-Mail – e-Pledge – Schedule – One Time

· Send e-Mail – e-Pledge – Schedule – Overnight

· Send e-Mail – e-Pledge – Schedule – Run Immediately

· Send e-Mail – e-Pledge – Schedule – Saturday

· Send e-Mail – e-Pledge – Schedule – September

· Send e-Mail – e-Pledge – Schedule – Submit Button

· Send e-Mail – e-Pledge – Schedule – Sunday

· Send e-Mail – e-Pledge – Schedule – Three

· Send e-Mail – e-Pledge – Schedule – Thursday

· Send e-Mail – e-Pledge – Schedule – Title

· Send e-Mail – e-Pledge – Schedule – Top

· Send e-Mail – e-Pledge – Schedule – Tuesday

· Send e-Mail – e-Pledge – Schedule – Two

· Send e-Mail – e-Pledge – Schedule – Wednesday

· Send e-Mail – e-Pledge – Schedule – Weeks

13.10. Scheduled e-Mails Page

Menu Item:  Send e-Mail – e-Pledge – Scheduled Jobs

For e-Pledge Administrators / e-Pledge Coordinators. 
13.10.1. Critical Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > e-Mail > General Section
· Scheduling Enabled
13.10.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > e-Mail > Send e-Mail – e-Pledge – Scheduled Jobs 

· Send e-Mail – e-Pledge – Scheduled Jobs – Bottom

· Send e-Mail – e-Pledge – Scheduled Jobs – Date Column

· Send e-Mail – e-Pledge – Scheduled Jobs – Delete Failed

· Send e-Mail – e-Pledge – Scheduled Jobs – Delete Icon

· Send e-Mail – e-Pledge – Scheduled Jobs – Delete Job Confirmation

· Send e-Mail – e-Pledge – Scheduled Jobs – Delete Successful

· Send e-Mail – e-Pledge – Scheduled Jobs – Description Column

· Send e-Mail – e-Pledge – Scheduled Jobs – Next Run Date Column

· Send e-Mail – e-Pledge – Scheduled Jobs – No Jobs

· Send e-Mail – e-Pledge – Scheduled Jobs – Refresh Button

· Send e-Mail – e-Pledge – Scheduled Jobs – Status Column

· Send e-Mail – e-Pledge - Scheduled Jobs – Title

· Send e-Mail – e-Pledge – Scheduled Jobs – Top

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > e-Mail > Send e-Mail – e-Pledge – Scheduled Jobs 

· Send e-Mail – e-Pledge – View - Bottom

· Send e-Mail – e-Pledge – View – Checked

· Send e-Mail – e-Pledge – View – Coordinator

· Send e-Mail – e-Pledge – View – e-Mail Content

· Send e-Mail – e-Pledge – View – Individual

· Send e-Mail – e-Pledge – View – Job Not Found

· Send e-Mail – e-Pledge – View – Organization

· Send e-Mail – e-Pledge – View – Recipients

· Send e-Mail – e-Pledge – View – Return Button

· Send e-Mail – e-Pledge – View – Schedule Details

· Send e-Mail – e-Pledge – View – Schedule Type

· Send e-Mail – e-Pledge – View – Send Date

· Send e-Mail – e-Pledge – View – Template Deleted

· Send e-Mail – e-Pledge – View – Top

· Send e-Mail – e-Pledge – View – Unchecked

13.11. General e-Pledge Administrator Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Navigation Tree – Parent / Subsidiary

· Tree – Parent/Subsidiary – Close All 

· Tree – Parent/Subsidiary – Open All 

14. E-Pledge Reports

14.1. General Report Information

Option 1.  Save And Publish Report Parameters Inside Andar And Use The Report – List Menu Item 
Option 2.  Provide A Menu Item For Each Report And Use The Report – My Outputs Menu Item 

Option 3.  Provide A Menu Item For Each Report And Allow The Reports To Be E-Mailed To The Web User Upon Completion
14.1.1. System Preferences

E-Pledge
System > Preferences > System Preferences > e-Pledge > e-Pledge – Reports 
· Exclude Memo Transactions From e-Pledge Reports

E-Community – General

System > Preferences > System Preferences > e-Community > e-Community – General 

Reports Section

· Delete Job Log And Output After Reports Are Sent Via E-Mail 

14.1.2. General Report Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge Reports > General Section

· Include Donor e-Mail On Reports

Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Miscellaneous > Reports Section
· PDF Only
· Secure Online Reports***  

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Pledge Reports > Sort Fields Section

· Number Of Lines To Display For The Scroll Boxes
· Sort Field 1

· Sort Field 2 

· Sort Field 3 

· Sort Field 4 

· Sort Field 5 

· Suppress All Sort Fields***  

· Suppress Undefined Sort Fields***  

Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Navigation Tree > General Section

· Show A Display Organization Profile Button In The Navigation Tree
· Show An Update Organization Profile Button In The Navigation Tree 

· Prevent Profile Updateability When Tree Is On Report Submission Pages 
14.1.3. General Report Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge

· Reports – Pledge – Amount From 

· Reports – Pledge – Amount To 

· Reports – Pledge – Campaign Year

· Reports – Pledge – Coordinator
· Reports – Pledge – CSV Columns Available

· Reports – Pledge – CSV Columns Selected

· Reports – Pledge – CSV Columns Selection – Hide

· Reports – Pledge – CSV Columns Selection – Show

· Reports – Pledge – CSV Columns Selection Heading

· Reports – Pledge – Donor – e-Mail Pecking Order

· Reports – Pledge – Duplicate Sort Field
· Reports – Pledge – e-Mail
· Reports – Pledge – Exclude Undefined User Defined Fields

· Reports – Pledge – Fifth Sort

· Reports – Pledge – First Sort

· Reports – Pledge – Fourth Sort

· Reports – Pledge – From Create Date
· Reports - Pledge - Get Number of Employees from Employee Info

· Reports – Pledge – Group by Subsidiaries

· Reports - Pledge - Include Batch Transactions

· Reports – Pledge – Include Employees With No Relationship

· Reports – Pledge – Include Subsidiaries

· Reports – Pledge – Invalid Date Range

· Reports – Pledge - Invalid From Date

· Reports – Pledge – Invalid Sort

· Reports – Pledge – Invalid Sort Field Combination

· Reports – Pledge – Invalid To Date

· Reports – Pledge – Organization

· Reports – Pledge- Report Type

· Reports – Pledge – Second Sort

· Reports – Pledge – Select
· Reports - Pledge - Select by Transaction Sort Fields

· Reports – Pledge- Show Counts / Max / Min / Avg

· Reports – Pledge – Show Donor e-Mail

· Reports – Pledge – Show Employee ID
· Reports – Pledge – Show Employee User Defined Amounts

· Reports – Pledge – Show Pledge / Gift Amounts

· Reports – Pledge – Sixth Sort

· Reports – Pledge – Sort

· Reports – Pledge – Sort Field Required

· Reports – Pledge – Sort Fields - *All

· Reports – Pledge – Sort Fields Not Selected

· Reports – Pledge – Third Sort

· Reports – Pledge – To Create Date

· Reports – Pledge – Transaction Source

· Reports – Pledge – Transaction Source – Both

· Reports – Pledge – Transaction Source – e-Pledge

· Reports – Pledge – Transaction Source – Paper

· Reports – Pledge – Transactions Create Dates

· Reports – Pledge – With Amounts

Andar Main Menu > e-Community > Administration > Web Customization > General > Reports > Report – Parameter Selection

· Report – Parameter Selection – Bottom

· Report – Parameter Selection – Selected Web Report Not Found

· Report – Parameter Selection – Top

14.2. Report - My Outputs Page

Menu Item:  Report - My Outputs 

14.2.1. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Reports > Report – My Outputs

· Report - My Outputs - Bottom

· Report - My Outputs - Confirm Delete

· Report - My Outputs - Date Column 

· Report – My Outputs – Description Column

· Report - My Outputs - Job Column 

· Report - My Outputs - No Reports 

· Report - My Outputs - Number of Pages Column 

· Report - My Outputs - Report Name Column 

· Report - My Outputs - Reports - Above 

· Report - My Outputs - Selection Required for Delete

· Report - My Outputs - Size Column 

· Report - My Outputs - Status Column 

· Report - My Outputs - Title ***
· Report - My Outputs - Top 

· Report - My Outputs - Type Column 

14.3. Report – List Page

Menu Item:  Report - List

14.3.1. Saving A Report To Be Published On The Web

Report Submission

14.3.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Reports > Report - List

· Report - List - Bottom 

· Report - List – Outputs - Bottom 

· Report – List - Outputs - Date Column 

· Report – List – Outputs – Description Column

· Report – List - Outputs - Job Column 

· Report – List - Outputs - No Reports 

· Report – List - Outputs - Number of Pages Column 

· Report – List - Outputs - Report Name Column 

· Report – List - Outputs - Reports - Above
· Report – List - Outputs - Size Column 

· Report – List - Outputs - Status Column 

· Report – List - Outputs - Title 

· Report – List - Outputs - Top 

· Report – List - Outputs - Type Column 

· Report – List – Title***
· Report – List - Top ***
14.4. Campaign Level Detail Report

Menu Item:  Report - Campaign Detail Summary 

Andar Main Menu > e-Pledge > e-Pledge Reports > Campaign Detail Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.4.1. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Campaign Level Detail
· Report – Campaign Level Detail – Bottom

· Report – Campaign Level Detail – Description

· Report – Campaign Level Detail – Submitted – e-Mail
· Report – Campaign Level Detail – Submitted – Failed

· Report – Campaign Level Detail – Submitted – My Outputs

· Report – Campaign Level Detail – Title

· Report – Campaign Level Detail - Top

14.5. Campaign Level Summary Report

Menu Item:  Report - Campaign Level Summary 

Andar Main Menu > e-Pledge > e-Pledge Reports > Campaign Level Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.5.1. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Campaign Level Summary

· Report – Campaign Level Summary – Bottom

· Report – Campaign Level Summary - Description

· Report – Campaign Level Summary – Show Amounts Per Leader Level

· Report – Campaign Level Summary – Submitted – e-Mail

· Report – Campaign Level Summary – Submitted – Failed

· Report – Campaign Level Summary – Submitted – My Outputs

· Report – Campaign Level Summary – Title***

· Report – Campaign Level Summary – Top

14.6. Cash Report

Menu Item:  Report - Cash 

Andar Main Menu > e-Pledge > e-Pledge Reports > Cash Report

For e-Pledge Administrators / e-Pledge Coordinators. 
14.6.1. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Reports > Cash Report Section
· Exclude Employee User Defined Amounts
· Exclude Pledge / Gift Amounts
14.6.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Cash

· Report – Cash – Bottom 

· Report – Cash – Description

· Report – Cash – Include Out of Area Payment 

· Report – Cash – Submitted – e-Mail
· Report – Cash – Submitted – Failed
· Report – Cash – Submitted – My Outputs
· Report – Cash – Title ***
· Report – Cash – Top 

14.7. Daily Status Report 
Menu Item:  Report – Daily Status 

Andar Main Menu > e-Pledge > e-Pledge Reports > Daily Status Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.7.1. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Daily Status

· Report – Daily Status – Bottom

· Report – Daily Status – Description

· Report – Daily Status – Submitted – e-Mail

· Report – Daily Status – Submitted – Failed

· Report – Daily Status – Submitted – My Outputs

· Report – Daily Status – Title***

· Report – Daily Status – Top

14.8. Donor Choice Detail Report

Menu Item:  Report - Donor Choice Detail 

Andar Main Menu > e-Pledge > e-Pledge Reports > Donor Choice Detail Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.8.1. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – DC Detail

· Report – DC Detail – Acknowledge 

· Report – DC Detail – Acknowledge – All 

· Report – DC Detail – Acknowledge – No

· Report – DC Detail – Acknowledge – Yes 

· Report – DC Detail – Bottom 

· Report – DC Detail – Description

· Report – DC Detail – Show Undesignated 

· Report – DC Detail – Submitted – e-Mail

· Report – DC Detail – Submitted – Failed

· Report – DC Detail – Submitted – My Outputs

· Report – DC Detail – Title***
· Report – DC Detail – Top 

· Report – DC Detail – Transaction Type 

14.9. Donor Choice Summary Report

Menu Item:  Report - Donor Choice Summary 

Andar Main Menu > e-Pledge > e-Pledge Reports > Donor Choice Summary Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.9.1. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – DC Summary

· Report – DC Summary – Bottom 

· Report – DC Summary – Description

· Report – DC Summary – Show Undesignated 

· Report – DC Summary – Submitted – e-Mail

· Report – DC Summary – Submitted – Failed
· Report – DC Summary – Submitted – My Outputs

· Report – DC Summary – Title***
· Report – DC Summary – Top 

14.10. Employee Assignments Report

Menu Item:  Report - Employee Assignments 

Andar Main Menu > e-Pledge > e-Pledge Reports > Employee Assignments Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.10.1. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Employee Assignment

· Report – Employee Assignments – Bottom 

· Report – Employee Assignments – Description

· Report – Employee Assignments – Include Subsidiaries

· Report – Employee Assignments – Report Type 

· Report – Employee Assignments – Select All

· Report – Employee Assignments – Select Assigned Only

· Report – Employee Assignments – Select Not Assigned

· Report – Employee Assignments – Selection Mode

· Report – Employee Assignments – Submitted – e-Mail

· Report – Employee Assignments – Submitted – My Outputs

· Report – Employee Assignments – Title ***

· Report – Employee Assignments – Top 

14.11. Employee Status Report

Menu Item:  Report – Employee Status 

Andar Main Menu > e-Pledge > e-Pledge Reports > Employee Status Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.11.1. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Employee Status

· Report – Employee Status – Bottom

· Report – Employee Status - Description

· Report – Employee Status – Include Non-Respondents

· Report – Employee Status – Show Amounts and Leader Levels

· Report – Employee Status – Show Prior Year Amounts

· Report – Employee Status – Show Roster Name

· Report – Employee Status – Show Transaction Information

· Report – Employee Status – Submitted – e-Mail

· Report – Employee Status – Submitted – Failed

· Report – Employee Status – Submitted – My Outputs

· Report – Employee Status – Title***

· Report – Employee Status – Top

14.12. No Response Report 

Menu Item:  Report - No Response 

Andar Main Menu > e-Pledge > e-Pledge Reports > No Response Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.12.1. System Preference

System > Preferences > System Preferences > e-Pledge > e-Pledge - Reports
· Response Report / No Response Report > Include / Exclude Employees With Response Within Parent / Subsidiary Tree
· Publish On Web

· Default Value

14.12.2. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Reports > No Response Report Section
· Exclude Employee User Defined Amounts
· Exclude Pledge / Gift Amounts
14.12.3. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – No Response

· Report – No Response – Bottom 

· Report – No Response – Description

· Report – No Response – Exclude Employees With Other Response 

· Report – No Response – Submitted – e-Mail

· Report – No Response – Submitted – Failed
· Report – No Response – Submitted – My Outputs
· Report – No Response – Title***
· Report – No Response – Top 

14.13. Response Report

Menu Item:  Report - Response 

Andar Main Menu > e-Pledge > e-Pledge Reports > Response Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.13.1. System Preference

System > Preferences > System Preferences > e-Pledge > e-Pledge Reports
· Response Report / No Response Report > Include / Exclude Employees With Response Within Parent / Subsidiary Tree

· Publish On Web

· Default Value
14.13.2. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Reports > Response Report Section
· Exclude Employee User Defined Amounts
· Exclude Pledge / Gift Amounts
14.13.3. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Response

· Report – Response – Bottom 

· Report – Response – Description

· Report – Response – Fair Share Giving Only

· Report – Response – Include Employees With Other Response 

· Report – Response – Include Non-Respondents 

· Report – Response – Override Previous Year Gift with Value from Employee Relationship

· Report – Response – Show Job Title 

· Report - Response - Submitted - e-Mail

· Report - Response - Submitted – Failed
· Report - Response - Submitted - My Outputs

· Report – Response – Title***
· Report – Response – Top 

14.14. Summary 1 Report

Menu Item:  Report - Summary 1 

Andar Main Menu > e-Pledge > e-Pledge Reports > Summary Report 1

For e-Pledge Administrators / e-Pledge Coordinators.  
14.14.1. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Reports > Summary Report 1 Section
· Exclude Prior Year Amounts
14.14.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Summary 1

· Report – Summary 1 – Bottom 

· Report – Summary 1 – Description

· Report – Summary 1 – Exclude Records With No Response 

· Report – Summary 1 – Show Prior Year Amounts 

· Report - Summary 1 - Submitted - e-Mail

· Report - Summary 1 - Submitted – Failed

· Report - Summary 1 - Submitted - My Outputs

· Report – Summary 1 – Title***
· Report – Summary 1 – Top 

14.15. Summary 2 Report

Menu Item:  Report - Summary 2 

Andar Main Menu > e-Pledge > e-Pledge Reports > Summary Report 2

For e-Pledge Administrators / e-Pledge Coordinators.  
14.15.1. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Reports > Summary Report 2 Section
· Exclude Prior Year Amounts
14.15.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Summary 2

· Report – Summary 2 – Bottom
· Report – Summary 2 – Description

· Report – Summary 2 – Exclude Records With No Response 

· Report – Summary 2 – Show Prior Year Amounts 

· Report - Summary 2 - Submitted - e-Mail

· Report - Summary 2 - Submitted – Failed

· Report - Summary 2 - Submitted - My Outputs

· Report – Summary 2 – Title***
· Report – Summary 2 – Top 

14.16. Transaction Payment Report

Menu Item:  Report – Transaction Payment 

Andar Main Menu > e-Pledge > e-Pledge Reports > Transaction Payment Report

For e-Pledge Administrators / e-Pledge Coordinators.  
14.16.1. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report – Transaction Payment

· Report – Transaction Payment – Bottom

· Report – Transaction Payment - Description

· Report – Transaction Payment – Payroll Only

· Report – Transaction Payment – Submitted – e-Mail

· Report – Transaction Payment – Submitted – Failed

· Report – Transaction Payment – Submitted – My Outputs

· Report – Transaction Payment – Title***

· Report – Transaction Payment – Top

14.17. Transaction Report

Menu Item:  Report - Transaction 

Andar Main Menu > e-Pledge > e-Pledge Reports > Transaction Report

For e-Pledge Administrators / e-Pledge Coordinators. 
14.17.1. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Pledge Reports > Transaction Report Section
· Show Option To Include Corporate Gifts
· Show Option To Include Other Non-Campaign Gifts
· Show Option To Include Other Campaign Gifts
· Show Option To Include Special Event Gifts
14.17.2. Web Notes

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Reports – Pledge > Report - Transaction

· Report – Transaction – All Campaigns

· Report – Transaction – Bottom 

· Report – Transaction – Campaigns

· Report – Transaction – Corporate Transaction Type

· Report – Transaction – Description

· Report – Transaction – Employee Gifts

· Report – Transaction – Include Corporate Gifts

· Report – Transaction – Include DC Details 

· Report – Transaction – Include e-Pledge Flags 

· Report – Transaction – Include Other Non-Campaign Gifts

· Report – Transaction – Include Other Campaign Gifts

· Report – Transaction – Include Special Event Gifts

· Report – Transaction – Non-Campaign Transaction Type

· Report – Transaction – Other Campaign Transaction Type

· Report – Transaction – Special Event Transaction Type

· Report - Transaction - Submitted - e-Mail

· Report - Transaction - Submitted – Failed

· Report - Transaction - Submitted - My Outputs

· Report – Transaction – Title***
· Report – Transaction – Top 

· Reports – Transaction – Include Batch Employee Gifts

15. General Web Pages

15.1. Individual Profile Page

Menu Item:  Profile - Individual

15.1.1. Web Options

Best Practice

Use the Role of Employee Donor, Individual Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Individual – Contact > Name Section
· Allow Update Of Individual Profile Name*** 
· Hide Combined Giver Name
· Hide Roster Name
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Individual – Contact > Address Section

· Address Types > Your Address Types (Table 7)***  
· Address Not Required***  

· Disable Preferred Address
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Miscellaneous > Address Section

· Hide Address Line 3 And 4 For Individuals***
· Disable Auto Complete By Zip / Postal Code
· Show Zip / Postal Code At Top When Address Auto-Complete Is On
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Individual – Contact > e-Mail Section

· E-Mail Types Available > Your e-Mail Types (Table 68)***  
· Disable Preferred e-Mail Address
· Do Not Send Notification When e-Mail Address Is Changed
· Secure Update (Require Password To Be Re-Entered)
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Individual – Contact > Phone Section

· Phone Types Available > Your Phone Types (Table 10)***  
· Disable Preferred Phone Number
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Individual – General > General Section

· Allow Display And Update Of The Following
· Birth Date
· Gender

· Password***  

· User ID***  
· Do Not Send Notification When Password Is Changed
· Hide Note For Required Fields 
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Profile – Individual – General > Employee Section

· Allow Users To Expire Own Employee Relationships
· Do Not Mask Employee ID
· Employee ID Required (If Updateable) 
· Employee ID Updateable (If Available)
· Hide Employer Name
· User Defined Fields Available
· Class A1
· Class A2

· Class B1

· Class B2

· Sort Field 1

· Sort Field 2

· Sort Field 3
· Sort Field 4

· Sort Field 5

· User Defined 1

· User Defined 2

· User Defined 3

· User Defined 4

· User Defined 5

· User Defined 6

· User Defined 7

· User Defined 8

· User Defined 9

· User Defined 10

· User Defined Amount 1

· User Defined Amount 2

· User Defined Amount 3

· User Defined Amount 4

· User Defined Amount 5

· User Defined Amount 6

· User Defined Amount 7

· User Defined Amount 8

· User Defined Amount 9

· User Defined Amount 10
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Loyal Contributor > General Section

· Show On The Following Pages > Individual Profile***  

· Remove Checkbox If User Is Already A Known Loyal Contributor
· Start Year – Preload From History
· Start Year – Do Not Show On Page
Andar Main Menu > e-Community > Administration > Web Customization > Surveys > Options – Surveys > Surveys > General Section

· Include The Selected Survey On The Following Pages > Profile – Individual***  
Andar Main Menu > e-Community > Administration > Web Customization > e-Volunteer > Options - e-Volunteer > General Volunteer > General Section

· Enable Link to Volunteer Profile from Individual Profile Page

15.1.2. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > Profile - Individual

· Profile - Individual - Address - City 

· Profile - Individual - Address - City Required 

· Profile - Individual - Address - Country 

· Profile - Individual - Address - Country Required

· Profile - Individual - Address - Line 1 ***
· Profile - Individual - Address - Line 1 Required ***
· Profile - Individual - Address - Line 2 

· Profile - Individual - Address - Line 3 

· Profile - Individual - Address - Line 4 

· Profile - Individual - Address - Postal Code Invalid – Alert

· Profile - Individual - Address - Preference Update Failed

· Profile - Individual - Address - State ***
· Profile - Individual - Address - State Required ***
· Profile - Individual - Address - Update Failed 

· Profile - Individual - Address - Zip Code ***
· Profile - Individual - Address - Zip Code Invalid ***
· Profile - Individual - Address - Zip Code Invalid - Alert 

· Profile - Individual - Address - Zip Code Required***
· Profile - Individual - Address Incomplete - City Missing 

· Profile - Individual - Address Incomplete - Country Missing 

· Profile - Individual - Address Incomplete - Line 1 Missing 

· Profile - Individual - Address Incomplete - State Missing ***
· Profile - Individual - Address Incomplete - Zip Code Missing***
· Profile - Individual – Address Type - <Address Type>
· Profile - Individual - Asterisk Items Required 

· Profile – Individual – Birth Date

· Profile – Individual – Birth Date Invalid

· Profile – Individual – Birth Date Required

· Profile - Individual - Bottom 

· Profile – Individual – Class A1 Required 

· Profile – Individual – Class A2 Required

· Profile – Individual – Class B1 Required 

· Profile – Individual – Class B2 Required 

· Profile - Individual - Combined Giver - Name ***
· Profile - Individual - Combined Giver - Name 1***
· Profile - Individual - Combined Giver - Name 2***
· Profile - Individual - Combined Giver - Update Failed***
· Profile – Individual– e-Mail – Invalid Format
· Profile – Individual – e-Mail – New Required
· Profile – Individual – e-Mail – Original Restored

· Profile - Individual - e-Mail - Preference Update Failed 

· Profile - Individual - e-Mail - Update - Failed 

· Profile - Individual - e-Mail - Update - Incorrect Password 
· Profile – Individual - e-Mail Type - <e-Mail Type>

· Profile - Individual - Employee ID***
· Profile – Individual – Employee ID – Duplicate Not Allowed

· Profile – Individual – Employee ID – Original Restored

· Profile - Individual - Employee ID - Required 

· Profile - Individual - Employee ID - Unknown***
· Profile – Individual – Employee ID – Update Failed

· Profile - Individual - Employee User Defined Field Invalid

· Profile - Individual - Employer 

· Profile - Individual - Errors 

· Profile - Individual - Expire Employee Relationship Button 

· Profile - Individual - First Name 

· Profile - Individual - First Name Required 

· Profile - Individual - Gender

· Profile - Individual - Gender Update Failed

· Profile - Individual - Invalid Data 

· Profile - Individual - Last Name 

· Profile - Individual - Last Name Required 

· Profile - Individual - Loyal Contributor***
· Profile - Individual - Loyal Contributor - Above***
· Profile - Individual - Loyal Contributor - Below 

· Profile - Individual - Loyal Contributor Start Year 

· Profile – Individual – Mail Drop

· Profile - Individual - Middle Name
· Profile - Individual - Name

· Profile - Individual - Name Update Failed 

· Profile - Individual - Password 

· Profile - Individual - Phone - Area Code 

· Profile - Individual - Phone - Area Code Required 

· Profile - Individual - Phone - Extension 

· Profile - Individual - Phone - Invalid

· Profile - Individual - Phone - Number 

· Profile - Individual - Phone - Number Required 

· Profile – Individual – Phone – Number Too Short

· Profile - Individual - Phone - Preference Update Failed 

· Profile – Individual – Phone – Proper Number Format

· Profile - Individual - Phone - Update Failed 
· Profile – Individual - Phone Type - <Phone Type> 

· Profile - Individual – Preferred

· Profile - Individual - Prefix 

· Profile - Individual - Roster Name***
· Profile - Individual - Roster Name - Line 1***
· Profile - Individual - Roster Name - Line 2***
· Profile - Individual - Roster Name - Update Failed***
· Profile – Individual –Sort Field 1 Required 

· Profile – Individual – Sort Field 2 Required 

· Profile – Individual – Sort Field 3 Required 

· Profile – Individual – Sort Field 4 Required

· Profile – Individual – Sort Field 5 Required 

· Profile - Individual - Suffix 

· Profile - Individual - Survey - Bottom 

· Profile - Individual - Survey - Top 

· Profile - Individual – Title***
· Profile - Individual - Top 

· Profile - Individual - Update Successful 

· Profile – Individual – User Defined 1 Required 

· Profile – Individual – User Defined 2 Required 

· Profile – Individual – User Defined 3 Required 

· Profile – Individual – User Defined 4 Required 

· Profile – Individual – User Defined 5 Required 

· Profile – Individual – User Defined 6 Required

· Profile – Individual – User Defined 7 Required 

· Profile – Individual – User Defined 8 Required 

· Profile – Individual – User Defined 9 Required 

· Profile – Individual – User Defined 10 Required

· Profile – Individual – User Defined Amount 1 Required 

· Profile – Individual – User Defined Amount 2 Required 

· Profile – Individual – User Defined Amount 3 Required 

· Profile – Individual – User Defined Amount 4 Required 

· Profile – Individual – User Defined Amount 5 Required 

· Profile – Individual – User Defined Amount 6 Required 

· Profile – Individual – User Defined Amount 7 Required
· Profile – Individual – User Defined Amount 8 Required 

· Profile – Individual – User Defined Amount 9 Required 

· Profile – Individual – User Defined Amount 10 Required 

· Profile - Individual - User Defined Data Invalid 

· Profile - Individual - User Defined Data Update Failed 

· Profile - Individual - User ID 

15.1.3. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Web Notification


	To Web User – e-Mail Changed 




15.2. Password Change Page

15.2.1. Web Options

Best Practice

Use the Role of Employee Donor, Individual Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
General > Options - General > Login > Password Expired Page Section

· Do Not Send Notification When Password Is Changed 

15.2.2. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > Password - Change

· Password – Change – Bottom

· Password - Change - Confirm New Password

· Password - Change - Current Password 

· Password - Change - Error - Current Case Sensitive Password Incorrect 

· Password - Change - Error - Current Password Incorrect

· Password - Change - Error - Current Password Missing 

· Password - Change - Error - Error Details – Above

· Password - Change - Error - Error Details – Below 

· Password – Change – Error – Hint Matches Password

· Password - Change - Error - Incorrect Length 

· Password - Change - Error - Invalid Parameters

· Password - Change - Error - Mixed Case Required 

· Password - Change - Error - New Case Sensitive Passwords Don’t Match

· Password - Change - Error - New Matches Case Sensitive Current 

· Password - Change - Error - New Matches Current 

· Password - Change - Error - New Passwords Don’t Match 

· Password - Change - Error - No Duplicate Characters Allowed 

· Password - Change - Error - Not Entered

· Password - Change - Error - Number Required 

· Password - Change - Error - Spaces or Apostrophes 

· Password - Change - Error - Special Character Required 

· Password - Change - Error - Verification Not Entered 

· Password - Change – Hint

· Password - Change - Hint - Above

· Password - Change - New Password 

· Password - Change – Title

· Password – Change – Top

· Password - Change - Update Failed 

· Password - Change - Update Successful 

15.3. Password Expired Page

15.3.1. Web Options

Best Practice

Use the Role of Employee Donor, Individual Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
General > Options - General > Login > Password Expired Page Section

· Do Not Send Notification When Password Is Changed 

15.3.2. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > Password – Expired

· Password - Expired - Confirm New Password 

· Password - Expired - Error - Current Case Sensitive Password Incorrect 

· Password - Expired - Error - Current Password Incorrect

· Password - Expired - Error - Current Password Missing 

· Password - Expired - Error - Error Details - Above 

· Password - Expired - Error - Error Details – Below 

· Password – Expired – Error – Hint Matches Password
· Password - Expired - Error - Incorrect Length 

· Password - Expired - Error - Invalid Parameters 

· Password - Expired - Error - Mixed Case Required 

· Password - Expired - Error - New Case Sensitive Passwords Don’t Match

· Password - Expired - Error - New Matches Case Sensitive Current 

· Password - Expired - Error - New Matches Current 

· Password - Expired - Error - New Passwords Don’t Match 

· Password - Expired - Error - No Duplicate Characters Allowed 

· Password - Expired - Error - Not Entered

· Password - Expired - Error - Number Required

· Password - Expired - Error - Spaces or Apostrophes 

· Password - Expired - Error - Special Character Required 

· Password - Expired - Error - Verification Not Entered 

· Password – Expired - Hint

· Password - Expired - Hint – Above

· Password - Expired - New Password

· Password - Expired - Title 

· Password - Expired - Top 

· Password - Expired - Update Failed 

· Password - Expired - Update Successful 

15.3.3. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Web Notification


	To Web User – Password Changed 




15.4. User ID Change Page

15.4.1. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Profiles > User ID - Change

· User ID - Change - Confirm New 

· User ID - Change - Error - Confirm New Not Entered 

· User ID - Change - Error - Current Case Sensitive Password Incorrect 

· User ID - Change - Error - Current ID Not Found

· User ID - Change - Error - Current Password Incorrect 

· User ID - Change - Error - Current Password Missing 

· User ID - Change - Error - Duplicate in System 

· User ID - Change - Error - Errors – Above 

· User ID - Change - Error - Errors – Below 

· User ID - Change - Error - Invalid First Character 

· User ID - Change - Error - Invalid Parameters

· User ID - Change - Error - Length Incorrect 

· User ID - Change - Error - New and Confirm New Don’t Match 

· User ID - Change - Error - New Matches Current

· User ID - Change - Error - Not Entered 

· User ID - Change - Error - Spaces or Apostrophes 

· User ID - Change - Error - Update Failed 

· User ID - Change - New User ID

· User ID - Change - Password 

· User ID - Change - Successful 

· User ID - Change - Title 

15.4.2. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Web Notification


	To Web User – User ID Changed 




15.5. Anti-Spam Contact Rule Management

Menu Item:  Subscriptions - List

Requires a MIG license.  

15.5.1. Critical System Preferences

System > Preferences > System Preferences > e-Mail > e-Mail – General > MIG Section

· Enable e-Mail Opt In Required
15.5.2. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > Subscriptions - List

· Subscriptions – List – Agency Section Remove All Title

· Subscriptions – List – Agency Section Remove All Dialog Text

· Subscriptions – List – Bottom

· Subscriptions – List – Contact Categories Title

· Subscriptions – List – Contact Categories Remove All Note

· Subscriptions – List – Contact Categories Removed All Note
· Subscriptions – List – Contact Rules No Published Categories Message

· Subscriptions – List – Contact Rules Heading

· Subscriptions – List – Contact Rules Refresh Label

· Subscriptions – List – Contact Rule Save Changes Label

· Subscriptions – List – Contact Rules Section Remove All Title
· Subscriptions – List – Contact Rules Section Remove All Dialog Text
· Subscriptions – List – None Published

· Subscriptions – List – Subscribe Option

· Subscriptions – List – Title

· Subscriptions – List – Top

· Subscriptions – List – Unsubscribe Option

· Subscriptions – List – Volunteer Opportunities Notification

· Subscriptions – List – Volunteer Other Disclaimers Note

· Subscriptions – List – Volunteer Release Title

· Subscriptions – List – Volunteer Remove All Agencies Note

15.6. Custom Pages
Menu Item:  Custom Page 1

15.6.1. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Custom Pages > Custom Page - 1

· Custom Page - 1 - Body 

· Custom Page - 1 - Bottom 

· Custom Page - 1 - Title 

· Custom Page - 1 - Top 

Andar Main Menu > e-Community > Administration > Web Customization > General > Custom Pages > Custom Page - 2

· Custom Page - 2 - Body 

· Custom Page - 2 - Bottom 

· Custom Page - 2 - Title 

· Custom Page - 2 - Top 

Andar Main Menu > e-Community > Administration > Web Customization > General > Custom Pages > Custom Page - 3

· Custom Page - 3 - Body 

· Custom Page - 3 - Bottom 

· Custom Page - 3 - Title 

· Custom Page - 3 - Top 

Andar Main Menu > e-Community > Administration > Web Customization > General > Custom Pages > Custom Page - 4

· Custom Page - 4 - Body 

· Custom Page - 4 - Bottom 

· Custom Page - 4 - Title 

· Custom Page - 4 - Top 

15.7. Interests Page

Menu Item:  Interests 

Andar Set Up

15.7.1. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration Web Customization > General > Interests

· Interests – Title***
· Interests – Top***
15.8. Logoff Page

15.8.1. Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Login / Logoff > Logoff

· Logoff – Bottom***
· Logoff - Top ***
16. Campaign Applications 

For Unknown e-Pledge Administrators.  
16.1. Andar Set Up

16.1.1. Campaign Application Notification

System > Preferences > System Preferences > e-Community > Notifications

· Campaign Notifications

16.1.2. Campaign Structure

System > Preferences > System Preferences > e-Pledge > e-Pledge – General > Online Organization Campaign Registrants Section

· Assign New Organizations Who Registered Online To Run An e-Pledge Campaign, To This Campaign Structure Node

· Campaign Registrant Structure Node

· Campaign Registrant Campaign Account

· Campaign Registrant Campaign Type

16.2. Accessing The Web Page

https://myorganization.org/Common/CampaignRegistration.jsp
16.3. Campaign Application Page

16.3.1. Critical Web Options

Important!  This Web Option must be set on the Tailoring Account with the Role of All.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Campaign Applications > General Section

· Enable Campaign Applications***  

16.3.2. Web Options

Important!  These Web Options must be set on the Tailoring Account with the Role of All.
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Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Campaign Applications > General Section

· Fields Available
· Address
· Number of Employees

· Number of Pay Periods

· Organization Name Line 2

· Phone

· Pledge Types

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Organization Set-Up > General Section

· Pledge Types Available
· Automated Clearing House

· Automated Clearing House – Pre-Authorized Payment

· Bill Me

· Cash

· Check

· Corporate

· Credit Card

· Credit Card – Pre-Authorized Payment

· Generic Bill Me 01

· Generic Bill Me 02

· Generic Bill Me 03

· Incentive Compensation

· Intended Gift

· No Gift

· Partner Withdrawal

· Paypal Express Checkout

· Payroll Deduction

· Personal Time Off

· Securities

· Workplace Special Event

16.3.4. Web Notes

Important!  These Web Notes must be set on the Tailoring Account with the Role of All.

Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Applications - Campaign 

· Applications – Campaign – Address 

· Applications – Campaign – Address – City 

· Applications – Campaign – Address – Country 

· Applications – Campaign – Address – Line 1 

· Applications – Campaign – Address – Line 2 

· Applications – Campaign – Address – Line 3 

· Applications – Campaign – Address – Line 4 

· Applications – Campaign – Address – State***

· Applications – Campaign – Address – Zip Code***

· Applications – Campaign – Bottom

· Applications – Campaign – Data Error 

· Applications – Campaign – e-Mail

· Applications – Campaign – Failed

· Applications – Campaign – First Name

· Applications – Campaign – Individual Name

· Applications – Campaign – Last Name

· Applications – Campaign – Middle Name

· Applications – Campaign – Name 1

· Applications – Campaign – Name 2

· Applications – Campaign – Not Available

· Applications – Campaign – Number of Employees

· Applications – Campaign – Organization Name

· Applications – Campaign – Pay Deductions

· Applications – Campaign – Pay Deductions – Above

· Applications – Campaign – Phone

· Applications – Campaign – Phone – Area Code

· Applications – Campaign – Phone – Extension

· Applications – Campaign – Phone – Number

· Applications – Pledge Types

· Applications – Campaign – Pledge Types – Above

· Applications – Campaign – Prefix

· Applications – Campaign – Security Verification

· Applications – Campaign – Security Verification – Above

· Applications – Campaign – Success

· Applications – Campaign – Suffix

· Applications – Campaign – Title

· Applications – Campaign – Top

· Applications – Campaign – Website

16.3.5. Campaign Application Approvals

Andar Main Menu > e-Community > Approvals > Campaign Registration Approvals

Accepting The Application

Andar Main Menu > e-Community > Approvals > Campaign Registration Approvals

16.3.6. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates

	Usage Group
	Usage

	Campaign
	Campaign Registration Accepted




16.3.7. Rejecting The Application

Andar Main Menu > e-Community > Approvals > Campaign Registration Approvals

17. Campaign Easy 1, 2, 3

Step 1.  You must have a ‘vanilla’ e-Pledge set up.

Step 2.  (Optional) Campaign Applications.

For unknown Organizations.  Add a link on your public website or in an e-mail that directs the unknown Organization to your Campaign Application website.  See page 559 for more information.

For known Organizations you can skip to Step 3.

Step 2a.  They complete the Application

Step 2b.  You get notification via e-Mail.  

Step 2c.  You review their Application and Accept or Reject them.  
Step 2d.  If you Accept the Application you create an e-Pledge Administrator User ID, and an Employee Registrant User ID for the Organization, e-mail it to them with a link to the Organization Set Up web page.

Step 3.  Provide the e-Pledge Administrator with a link to the Organization Set Up web page.  Here they can add their own Web Note, Logo, etc.  And they can Start and End their Campaigns.  See page 433 for more information.

Step 4.  When the e-Pledge Administrator Starts their Campaign via the Organization Set Up web page, Andar automatically creates a Web Envelope.  When they End their Campaign via the Organization Set Up web page, Andar automatically Detaches the Web Envelope.  At this point the Envelope should be reviewed and Closed.

Step 5.  Run the Potential Individual Duplicates Report using the Online Accounts Warehouse to resolve any duplicate Accounts that may have been created.

18. General Web Options And Web Notes

18.1. General Web Options

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Miscellaneous > General Section
· Salutation Note Variable Pecking Order
· Security CAPTCHA Disabled
· Session Timeout (In Minutes)
· Test Web Notes
18.2. General Web Notes

Best Practice

Use the Role of Individual Donor, Employee Donor, Corporate Donor, e-Pledge Administrator or e-Pledge Coordinator for these Web Notes.

Andar Main Menu > e-Community > Administration > Web Customization > General > Miscellaneous > Error 

· Error – Individual Account Not Found

· Error - Session Expired 

· Error - Unexpected Error 

Andar Main Menu > e-Community > Administration > Web Customization > General > Framework > Framework - Footer

· Framework - Footer – Top***
Andar Main Menu > e-Community > Administration > Web Customization > General > Framework > Framework - Head

· Framework - Head - Banner - Above 

· Framework - Head - Banner - Below 

· Framework – Head – Code In Head

· Framework - Head - Logged In - Live United - Line 1 

· Framework - Head - Logged In - Live United - Line 2 

· Framework - Head - Logo 1 

· Framework - Head - Logo 2***
· Framework - Head - Not Logged In - Live United - Line 1 

· Framework - Head - Not Logged In - Live United - Line 2 

Andar Main Menu > e-Community > Administration > Web Customization > General > Framework > Framework – Overall Page Information

· Framework - Overall Page Information - Background 

· Framework - Overall Page Information - Browser Icon 

· Framework - Overall Page Information - Browser Title

· Framework - Overall Page Information – Identification***
· Framework - Overall Page Information - Style 1 - Left Menu - Above 

Andar Main Menu > e-Community > Administration > Web Customization > General > Miscellaneous

· Miscellaneous - Date Format (DD/MM/YYYY) 

· Miscellaneous - Date Format (MM/DD/YYYY) 

· Miscellaneous - Date Format (YYYY/MM/DD) 

Andar Main Menu > e-Community > Administration > Web Customization > General > Miscellaneous > Page Not Found

· Page Not Found – Body

· Page Not Found - Title 

Andar Main Menu > e-Community > Administration > Web Customization > General > Miscellaneous > Restricted – Individual Accounts Only

· Restricted - Individual Accounts Only - Not Available for Organizations 

Andar Main Menu > e-Community > Administration > Web Customization > General > Navigation Tree – Parent / Subsidiary

· Tree – Parent / Subsidiary – Close All 

· Tree – Parent / Subsidiary – Open All 

19. Out Of Area Processing

For Employee Donors / e-Pledge Administrators / e-Pledge Coordinators.  
19.1. Combined Campaign

19.1.1. Process Options
Combined Campaign Account Profile > General Tab > Process Options Sub Tab

· Campaign Has Non-Local Data
19.2. General Ledger Set Up
Andar Main Menu > Finance > General Ledger > GL Accounts

19.3. Master Accounts

19.4. Zip / Postal Code Links

19.4.1. Importing Distribution Zip Codes

Andar Main Menu > System Administration > Zip and Postal Code Management > Distribution Management > Import Distribution Zip and Postal Code Maintenance

19.4.2. Managing Distribution Zip / Postal Codes Manually

Andar Main Menu > System Administration > Zip and Postal Code Management > Distribution Management > Distribution Zip and Postal Code Maintenance

19.5. Campaign Structure

Typical Campaign Structures

· Main Campaign Structure

· Out of Area Campaign Structure

· Local And Out Of Area Campaign Structure

19.6. Organization Accounts (Local And Out Of Area)
19.6.1. Headquarters
· Status.  Organization Account Profile > Main Tab > Main Bio Tab
19.6.2. Subsidiaries (Locations)

· Status.  Organization Account Profile > Main Tab > Main Bio Tab
Typical Organization Family Tree
Trish’s Nut House (Parent) (Local)

· Nuts R Us (Subsidiary) (Local)

· New York Nuts (Subsidiary) (Out of Area)

· California Nuts (Subsidiary) (Out of Area)

Trish’s Nut House (Parent) (Local)

· Trish’s Nut House – Georgia (Subsidiary) (dummy account)

· Trish’s Nut House – Blue Ridge (Subsidiary) (Local)

· Trish’s Nut House – Atlanta (Subsidiary) (Out of Area)

· Trish’s Nut House – North Carolina (dummy account)

· Trish’s Nut House – Jacksonville (Subsidiary) (Out of Area)

· Trish’s Nut House – Asheville (Subsidiary) (Out of Area)

19.6.3. General Relationships

Organization Account Profile > Relationships Tab > General Relationships Sub Tab

19.6.4. Combined Campaign Relationships

Organization Account Profile > Relationships Tab > Run Campaign Sub Tab

19.6.5. Process Options

Organization Account Profile > General Tab > Process Options Sub Tab

· Out of Area – Transactions Use Catalogue

· Both Checkoff / Fundraising Accounts Are Editable 

· Both Checkoff / Fundraising Accounts Are Same From Ind Zip

· Both Checkoff / Fundraising Accounts Are Same From Ind Zip (Editable)
· Both Checkoff / Fundraising Accounts Are Same From Org Zip
· Both Checkoff / Fundraising Accounts from Empl Rel Zip

· Both Checkoff / Fundraising Accounts from Empl Rel Zip (Editable)
· Checkoff Account from Emp Rel Zip / Fundraising Account from Org Zip.  Requires a Standard M license.  
· Checkoff Account from Emp Rel Zip / Fundraising Account from Org Zip (Editable).  Requires a Standard M license.  
· Checkoff Account from Ind Zip / Fundraising Account from Org Zip.  Requires a Standard M license.  
· Checkoff Account from Ind Zip / Fundraising Account from Org Zip (Editable).  Requires a Standard M license.  
· Thank You Letter Is Not Sent By Processor.  Requires a Standard M license.  
Display Additional Information Regarding Process Options
19.6.6. Campaign Structure Assignment

Andar Main Menu > Campaign Management > Campaign Structure Management > Campaign Structure Maintenance – Administrator > highlight desired Structure > Details > highlight Desired Structure > Assign Accounts

Andar Main Menu > Campaign Management > Campaign Structure Management > Campaign Structure Maintenance – User > highlight desired Structure > Details > highlight Desired Structure > Assign Accounts

Andar Main Menu > Campaign Management > Campaign Structure Management > Campaign Structure Maintenance – Administrator > highlight desired Structure > Details > highlight Desired Structure > Details > Assign Accounts

Andar Main Menu > Campaign Management > Campaign Structure Management > Campaign Structure Maintenance – User > highlight desired Structure > Details > highlight Desired Structure > Details > Assign Accounts

Organization Account Profile > Campaign Tab > Campaign Structure Sub Tab
19.7. Import Employee Names

19.8. Donor Choice Accounts

19.9. Donor Choice Structure

19.10. E-Pledge Set Up
19.10.1. Publish Agencies / Programs
19.10.2. Web Envelope

19.10.3. Transactions And Designations

19.11. Leadership Levels

19.12. Web Options

Best Practice

Use the Role of e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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 Inherit

[image: image680.png]


 Turn On
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 Turn On For Users With A Web Permission Directly To This Account
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 Required
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 Required For Users With A Web Permission Directly To This Account
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 Turn Off
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > e-Pledge > Options – e-Pledge > Designation – General > Write-Ins Section
· Multiple Write-Ins For Out Of Area Pledges
20. Surveys

20.1. Create A Survey

[image: image686.png]Step 3. Publish Your
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Form > Update

Step 1. Name Your
Survey Andar Main
Menu > Surveys >
Survey Forms

Step 2. Add Survey Details
Andar Main Menu > Surveys >
Survey Forms > highlight
desired Form> Details > Add




20.2. Critical Web Options

Best Practice

Use the Role of Employee Donor, Individual Donor, Employee Registrant, e-Pledge Administrator or e-Pledge Coordinator for these Web Options.
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 Inherit

[image: image688.png]


 Turn On
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 Turn On For Users With A Web Permission Directly To This Account
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 Required
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 Required For Users With A Web Permission Directly To This Account
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 Turn Off
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > Surveys > Options – Surveys > Surveys > General Section
· Include The Selected Survey On The Following Pages
· Agency Application

· Campaign Customization
· Create Account – Employee Donor

· Create Account – Individual Donor

· Create Account - Volunteer

· Pledge - Verification
· Profile - Individual
· Profile - Organization

· Create Account – Single Page Registration and Pledge
21. Role Menu
Important!  There should be only one Role Menu.  It should be assigned to the Tailoring Account with the Role of All.  All Roles used should be added to this one Role Menu.
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21.1. Web Options

Important!  These Web Options must be assigned to the Tailoring Account with the Role of All.
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 Inherit
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 Turn On For Users With A Web Permission Directly To This Account
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 Required
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 Required For Users With A Web Permission Directly To This Account
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 Turn Off
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 Turn Off For Users With A Web Permission Directly To This Account
Andar Main Menu > e-Community > Administration > Web Customization > General > Options – General > Miscellaneous > General Section
· Roles Always Available > Your Roles (Table 804)
21.2. Web Notes

Important!  These Web Notes must be assigned to the Tailoring Account with the Role of All.

Andar Main Menu > e-Community > Administration > Web Customization > General > Miscellaneous > Change Organization

· Change Organization – Bottom

· Change Organization – No Organization

· Change Organization – Select Organization

· Change Organization – Title

· Change Organization – Top

22. Tracking Changes

22.1. Change Log

Individual / Organization Account Profile > Audit Log Tab > Change Log Sub Tab

22.2. Web Access Log Report

Andar Main Menu > e-Community > e-Community Reports > Web Access Log Report

22.2.1. System Preferences

System > Preferences > System Preferences > e-Community > e-Community – General > Web Access Logging Settings Section

· Web Access Logging Settings
· Basic
· Full

22.3. Web Access Log Inquiry

Andar Main Menu > e-Community > e-Community Reports > Web Access Log Inquiry

22.4. Account Maintenance Audit Trail Report

Andar Main Menu > General > General Reports > Account Maintenance Audit Trail Report

22.5. Duplicate Accounts

System > Preferences > System Preferences > e-Community > e-Community – General > New Accounts Section > Account Warehouse for new Accounts.

System > Preferences > System Preferences > e-Community > Notifications > New Accounts Section > Send e-Mail Notification When New Account Has Potential Duplicates.

22.5.1. Search For Potential Duplicate Accounts

Andar Main Menu > System Administration > Merge Duplicate / Delete Accounts > Create List of Potential Duplicates

22.5.2. Review And Merge Potential Duplicates Found By Andar

Andar Main Menu > System Administration > Merge Duplicates / Delete Accounts > Individual Potential Duplicate List

Andar Main Menu > System Administration > Merge Duplicates / Delete Accounts > Organization Potential Duplicate List

Potential Duplicates List Actions

· Profile 1 / Profile 2
· Not Duplicate
· Merge
· From Account 1 to 2 (top of screen)
· From Account 2 to 1 (top of screen)
· Merge All 
· From Account 1 to 2 (top of screen)
· From Account 2 to 1 (top of screen)
· Print Report
· Delete

22.5.3. Not Duplicate Accounts Maintenance

Andar Main Menu > System Administration > Merge Duplicate / Delete Accounts > Not Duplicate Accounts List

23. Dashboards

Dashboard Apps

Most Visited Web Pages

Dashboard > Add Item > App = Most Visited Web Pages

Envelopes

Dashboard > Add Item > App = Envelopes

Use the Filter to view only Web Envelopes.  This will provide an up to date list of all Web Envelopes currently Attached.

24.  References

24.1. Web Option Details

Andar Main Menu > e-Community > Administration > Web Customization
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Create Account

Settings for the Create Account areas.
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Settings for the Descriptions area.
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Settings for the Documents area
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Settings for the Employees maintenance area.

Framework

Settings for the overall style and behaviour of the site.

Login

Settings for the standard login area.

Login - Single Sign On

Setting for SAML logins

Miscellaneous

Settings for various areas not covered by specific groupings

Navigation Tree

Settings for the navigation trees.

Organization Contacts

Settings for the organization contacts area.

Profile - Individual - Contact Information

Settings for the contact information section of the individual profie area.

Profile - Individual - General

Settings for the general information section of the individual profie area.

Profile - Organization

Settings for the organization profile area.
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Navigation Tree

The Navigation Tree (or Navigation Structure) is on the left panel of the Web Customization screen.  The tree contains a folder for each web application (including one called General for features that fall under more than one application, and one called Framework for features that are somewhat related to the architecture of the web pages).  Each folder is further broken down into specific pages and / or functional areas.  So, to find Web Options for customizing certain web pages, drill down into the Navigation Tree to the desired application / page / functional area.

When you highlight / select an item in the Navigation Tree you will see a brief description of that application / page / functional area.  You will also see a Top Panel and a Bottom Panel.

Pecking Order

A visual representation of an Inclusive Pecking order is:  I + B2 + O + P + M + C + T.

A visual representation of an Exclusive Pecking order is:   I x B2 x O x P x M x C x T.

· I = Individual Account.  This is the Individual Account Number for the current Web User.

· Class B2.  This is the Class B2 that is found on the Individual / Organization Account Profile > Relationships Tab > Employment Sub Tab > User Defined Sub Tab for the Individual and the Organization on the Web Permission for the current Web User.

· O = Organization Account.  This is the Organization Account from the Web Permission for the current Web User.

· P = Parent Organization Account.  This is the Parent of the Organization Account from the Web Permission for the current Web User.

· Pr = Program Account.  e-Volunteer and e-Community Building only.  

· A = Agency Account.  e-Volunteer and e-Community Building only.  

· E = Event Account.  i-Attend only.  

· M = Master Account.  E-Pledge only.  This is the Local Checkoff Account from the Web Envelope for the Organization on the current Web User’s Donor Web Permission.

· C = Campaign Account.  E-Pledge only.  This is the Combined Campaign Account from the Web Envelope for the Organization on the current Web User’s Donor Web Permission.

· T = Tailoring Account.  This is the Tailoring Account defined in System Preferences (System Preferences > e-Community > e-Community – General – Special Accounts Section > Tailoring Account).  It will contain all default customization.

Top Panel

The Top Panel of the Web Option screen displays a list of all the available Web Options for that functional area.  Highlight the desired Web Option Group and click Add to access the Web Options.

· Group Name.  The name of the page / functional area.

· Description.  Indicates the page / functional area where these Web Options will apply.

Bottom Panel

The Bottom Panel of the Web Options screen displays a list of all the Web Options for that page / functional area that have already been turned on.  

· Account.  The Account Number of the Account where the Web Option(s) are assigned.

· Account Name.  The Account Name of the Account where the Web Option(s) are assigned.

· Group Name.  The name of the Web Option Group that has been selected from the Top Panel.

· Comment.  The Comment entered when the Web Option(s) were added / updated.

· Role.  The Role assigned when the Web Option(s) were added / updated.  

· Class.  If the Web Option(s) were assigned to Class B2 it will show here.

Bottom Panel Web Option Actions

· Find

· Copy/Move

Web Option Details

· Account.  Web Options are used based on a Pecking Order.  When Andar looks for the Web Options to use it will search the Accounts in this order using the first Web Option found.  Web Options are inherited based on the Pecking Order.  For example, if an Option is turned on at the Parent account all its Subsidiaries would have that Option.  Choose the appropriate Account based on the above Pecking Order and enter it here.  Exceptions are made when / if the Exclusive and / or Negate options (below) are selected.

· Role

· All.  Indicates that the Web Option will be available for all Web Users regardless of their Role.  This would include e-Community Building and e-Volunteer.
Important!  It is strongly recommended that the Role of All not be used unless the Andar Reference Manual or Andar Help gives the instructions.  If used inappropriately it can cause difficulty in deciphering what has been done, troubleshooting and support.

· Comment.  For internal use only.  To be used as you see fit, perhaps to help you easily identify the purpose of the Web Option from the list.
Choose the Web Option to be considered.

The following choices will be offered for each Web Option:  
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Inherit.  Get the value from the Web Option Pecking Order.
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Turn On
[image: image706.png]



Turn On For Users With A Web Permission Directly To This Account.  Turn this Option on only for Web Users whose Web Permission includes this Account and it will not be added to the Web Option Pecking Order.  
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Required.  This Option will be turned on and will also be required before the web page can be updated or submitted.  This selection will only be available when it is relevant to the selected Web Option.
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Required For Users With A Web Permission Directly To This Account.  This Option will be turned on only for Web Users whose Web Permission includes this Account and it will not be added to the Web Option Pecking Order.  It will also be required before the web page can be updated or submitted.  This selection will only be available when it is relevant to the selected Web Option.
[image: image709.png]



Turn Off.  Turn off this option for this Account.  Ignore the Option if it is turned on at a higher level of the Pecking Order.
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Turn Off For Users With A Web Permission Directly To This Account.  Turn this Option off only for Web Users whose Web Permission includes this Account and it will not be added to the Web Option Pecking Order.

· Sequence.  When appropriate there will be a Sequence option at the bottom left corner of the list of choices (Address Types, e-Mail Types, etc.).  The Sequence will determine the order in which the Option Values will be displayed on the web page, lowest number first.  If multiple Option Values have the same Sequence Number they will be listed alphabetically.

24.1.1. Searching For Web Options

Andar Main Menu > e-Community > Administration > Web Customization > Search (at the top of the screen) > Find Option
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At times it may be difficult to find a specific Web Option.  Enter keywords that would be found in the Web Option Name.  Andar will highlight the first Web Option group that contains a Web Option with the keywords.  You can choose the Find Next Option to find another Web Option group that that contains a Web Option with the keywords.

24.2. Web Note Details

Andar Main Menu > e-Community > Administration > Web Customization
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Navigation Tree

The Navigation Tree (or Navigation Structure) is on the left panel of the Web Customization screen.  The tree contains a folder for each web application (including one called General for features that fall under more than one application, and one called Framework for features that are somewhat related to the architecture of the web pages).  Each folder is further broken down into specific pages and / or functional areas.  So, to find Web Notes for customizing certain web pages, drill down into the Navigation Tree to the desired application / page / functional area.

When you highlight / select an item in the Navigation Tree you will see a brief description of that application / page / functional area.  You will also see a Top Panel and a Bottom Panel.

Pecking Order

A visual representation of an Inclusive Pecking order is:  I + B2 + O + P + M + C + T.

A visual representation of an Exclusive Pecking order is:   I x B2 x O x P x M x C x T.

· I = Individual Account.  This is the Individual Account Number for the current Web User.

· Class B2.  This is the Class B2 that is found on the Individual / Organization Account Profile > Relationships Tab > Employment Sub Tab > User Defined Sub Tab for the Individual and the Organization on the Web Permission for the current Web User.

· O = Organization Account.  This is the Organization Account from the Web Permission for the current Web User.

· P = Parent Organization Account.  This is the Parent of the Organization Account from the Web Permission for the current Web User.

· Pr = Program Account.  e-Volunteer and e-Community Building only.  

· A = Agency Account.  e-Volunteer and e-Community Building only.  

· E = Event Account.  i-Attend only.  

· M = Master Account.  E-Pledge only.  This is the Local Checkoff Account from the Web Envelope for the Organization on the current Web User’s Donor Web Permission.

· C = Campaign Account.  E-Pledge only.  This is the Combined Campaign Account from the Web Envelope for the Organization on the current Web User’s Donor Web Permission.

· T = Tailoring Account.  This is the Tailoring Account defined in System Preferences (System Preferences > e-Community > e-Community – General – Special Accounts Section > Tailoring Account).  It will contain all default customization.

Top Panel

The Top Panel of the Web Note screen displays a list of all the available Web Notes for that page / functional area.  Highlight the desired Web Note and click Select to add the Web Note.

· Note Type.  The name of the Web Note.

· Location.  Indicates the area on the web page where this Web Note will appear.

· Default.  This field will either contact some text or will be empty.  Some Web Notes are designed to replace verbiage that would otherwise automatically appear on the web page.  If this is one of those Web Notes, then the default text will be displayed here.  Otherwise, if this is a Web Note that is used to add verbiage (or an image), this column will be empty.

· Style Code.  Shows the Style Sheet Code you must use in the Style Sheet file to customize the appearance of the text.  See Andar Help for more information.

· Image.  When checked, this indicates that the Web Note is used to add an Image to the web page (such as a Logo).  You can provide the name of the Image file instead of text.  

All Images must be GIF or JPG files.

· Inclusive.  When checked the Pecking Order used for this Web Notes is an Inclusive Pecking Order as opposed to an Exclusive Pecking Order.

Web Notes are used based on the Pecking Order described below.  There are two different ways these Pecking Orders are used – Inclusive and Exclusive.  

An Inclusive Pecking Order means that Andar will begin at the lowest level of the Pecking Order and display the first Web Note that is found.  If the Web Note was set up for that Account, it would be displayed on the web page.  Then Andar will look at the next Account on the Pecking Order and if the Web Note is set up for that Account, it would also be displayed.  Each Web Note found throughout the entire Pecking Order will also be displayed.

An Exclusive Pecking Order means that Andar will begin at the lowest level of the Pecking Order and display the first Web Note that is found.  It will not go any higher in the Pecking Order.  That Web Note is the only one that will display.

Bottom Panel

The Bottom Panel of the Web Note screen displays a list of all the Web Notes for that page / functional area that have already been set.  

· Account.  The Account Number of the Account where the Web Note is assigned.

· Account Name.  The Account Name of the Account where the Web Note is assigned.

· Note Type.  The name of the Web Note that has been selected from the Top Panel.

· Description.  The Description entered when the Web Note was added / updated.

· Do Not Format. (78080 – 2014.02)  When checked, no extra formatting will be added to the note (no extra line breaks, tags, etc.).  It will be shown exactly as it appears here.

· Effective / Expiry Date.  The Date that this Web Note is to be displayed on the website (if limited).

· Role.  The Role assigned when the Web Note was added / updated.  

· Note Summary.  The first 50 characters from the text of the Web Note.

· Language.  Refers to Multi-Lingual set up.  See Andar Help for more information.

Bottom Panel Web Note Actions

· Find

· Show / Hide Expired

· Copy/Move

Web Note Details

· Note Type.  The name of the Web Note.

· Account.  The Account that the Web Note is to be assigned to.  Web Notes are used based on a pre-defined Pecking Order.  When Andar looks for the Web Notes to use it will search the Accounts in this order until it finds the one(s) to display on the web page.

Keep the Pecking Order in mind when deciding what Account to use.  If you want to set up the text to be displayed for all (or at least most) donors, then use either the Campaign account or the Tailoring account.  If you will ever use e-Pledge for more than one Combined Campaign, then it’s best to add web notes to specific Combined Campaign Accounts (like the Local Campaign).

· Class.  This list is available only when Class B2 options have been set up for the Organization (Organization Account Profile > e-Community Tab > Employee Info Sub Tab).  

· Role.  The Role assigned to each Web Note will depend on how and form whom it is being used.  The Role on the Web Note should match the Role on the Web User’s Web Permission.  

· Location.  Indicates where this Web Note will appear on the Web Page.

· Default Text.  If the selected Note Type is one that was designed to replace Andar’s default text, that default text will be displayed here.  If the selected Note Type does not replace existing text, this field will be empty.

· Description.  This is for your internal use only.  It is not displayed on the web page but is displayed on the list of Web Notes that are currently set up (Bottom Panel).

· Web Note.  Text that will appear on the Web Page.

· HTML Editor.  What You See is What You Get.  You can use the HTML Editor option to format the body of your Template by using the formatting options at the top of the section (for example, click B for bold).

· Plain Text Editor.  This option can be used if you do not want any special formatting for your e-mail or if you prefer to type in simple HTML code.

· Note Variable.  This list contains items that can be selected from the Account Profile(s) and inserted into the body of your Web Note to personalize the Web Page.  

· Insert Note Variable.  Position your cursor in the text field > choose a Note Variable > Insert Note Variable.  This places your selection into the body of the Web Note.

· Language.  This field is only available if your Andar has been set up as Multi-Lingual.  See Andar Help for more information.

· Do Not Format. (78080 – 2014.02)  When checked, no extra formatting will be added to the note (no extra line breaks, tags, etc.).  It will be shown exactly as it appears here.

· Effective Date / Time And Expiry Date / Time.  If you wish to limit the time period during which this Web Note will be displayed on the web page, enter the date range here.

· Visibility

· Exclusive.  When checked, this Web Note will be available only for Web Users whose Web Permission is for the Organization Account defined on this Web Note.

This means that if you add a Web Note to the Tailoring Account and select the Exclusive option, the Web Note will not be seen because no one’s Web Permission would be linked to the Tailoring Account.

But if you add a Web Note to your own Master Account and you select the Exclusive option, the text from that Web Note will only be displayed if the Web User is an Employee of your Master Account.  This is helpful when you are adding Web Notes that you want to use in your own internal Campaign and you don’t want those Web Notes to be seen by Web Users from other Organizations.

· Protected.  When checked, only the person who created or last changed the Web Note will be allowed to update it.

· Cease Pecking.  This option applies only to Web Notes that use Inclusive Pecking Orders.  When checked, Andar will not continue to look for any more of the same Web Notes that may be further on in the Pecking Order.

For example, if the web note called Home Page – e-Pledge – Body was added to the Helix Organization Account, and if another one was added to the Tailoring Account, then Peg (Helix’s Employee) would see the text from both of those Web Notes.  But if the Web Note that’s on Helix’s Account has Cease Pecking selected, Andar will display the Web Note from Helix’s Account and it will stop looking any further in the Pecking Order.  So the Web Note Home Page – e-Pledge – Body from the Tailoring Account will not be displayed.

If a higher-level Account in the Pecking Order has a particular Web Note set up, but you don’t want that Web Note to show up for one particular Organization, and if you don’t want ANY text in that area of the Web Page for that particular Organization, you can add that Web Note to that specific Organization Account, leave the text blank and check the Cease Pecking option.

· Create More Notes:  Select Other Note Types To Create Additional Notes With The Same Text.  This section will not always display on the Add Web Note Screen.  It will only display if the Web Note selected has exactly the same Default Text as some other Web Notes.  When this section is available it will list the other Web Notes with that Default Text.  By checking the box beside the Web Note on the list and clicking the Add button, Andar will automatically create multiple ‘duplicate’ Web Notes – one for each of the selected additional Web Note Types.  The idea is that if you want to change the wording in one place you might want to change it in other places as well.  

General Web Note Actions

· Authority.  If you have Andar Security turned on, this option allows the authorized User to grant authority to others for manage Web Notes. 

24.2.1. Insert An Image Into A Web Note

Use the following HTML:  <IMG SRC= C:/Andar/UserPreferences/ImageName.gif>.  Replace ‘C: / Andar/ UserPreferences’ with the path / location of the file.  Replace ‘ImageName’ with the actual name of the Image file.

24.2.2. Searching For Web Notes

Andar Main Menu > e-Community > Administration > Web Customization > Search (at the top of the screen) > Find Customization Item

At times it may be difficult to find a specific Web Note.  Enter keywords that would be found in the Web Note Name.  Andar will highlight the first Web Note group that contains a Web Note with the keywords.  You can choose the Find Next Customization Item to find another Web Note group that that contains a Web Note with the keywords.

24.3. E-Mail Templates

Andar Main Menu > Communications > e-Mail > e-Mail Templates
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E-Mail Templates are used for sending out User IDs and Passwords as well as for automatically generated e-Mails throughout the e-Pledge Process.

· All Accounts.  Any Account in any selection can be the recipient of an e-Mail using this Template.

· Account Number.  When an Account is added to an e-Mail Template, that Template will only be available to Recipients of the e-Mail when the Account is found in the following Pecking Order.  

· Individual Account.  If the Template is assigned to an Individual it will be available only for e-Mails to that Individual.

· Organization Account.  If the Template is assigned to an Organization Account it will be available for any Employees of that Organization or any Web User whose Web Permission includes this Account.

· Parent Account.  If the Template is assigned to an Organization Account that is a Parent it will be available for that Organization’s Employees and any Organization and their Employees that is a Subsidiary or any Web User who’s Web Permission includes this Account.

· Designated Agency Account.  E-Pledge only.  This Account would only be used in the Pecking Order when the Designated Agency was in the e-Pledge URL, forcing a Designation to that Agency.

· Program Account.  Community Building only.  This Account would only be included in the Pecking Order when the Web Permission is linked to a Program Account.

· Agency Account.  Community Building only.  This Account would only be included in the Pecking Order when the Web Permission is linked to an Agency Account.

· Event Account.  i-Attend only.  This Account would only be included in the Pecking Order when the Recipient is using i-Attend to RSVP to an Event.

· Master Account.  If the Template is assigned to a Master Account it will be available for e-Mails for any Individuals and / or Organizations and their Employees that are processed under that Processing Organization or any Web User who’s Web Permission includes this Account.

· Campaign Account.  If the Template is assigned to a Campaign Account (Local Campaign, CFC, etc.) it will be available for e-Mails for any Individuals and / or Organizations and their Employees where the selected Campaign Account is selected on their Web Envelope.

· Tailoring Account.  If the Template is assigned to the Tailoring Account it will be available for ALL e-Mails.

· Template Description.  For your internal use.  This is what will be displayed in a drop down list where you will select the Template you want to use.

· Usage Group.  This is a filter for selecting Usages below.  Each Usage will belong to a specific Usage Group.

· Usage.  Defines how and when an e-Mail Template will be used.  These will be primarily used when an action causes an e-Mail to be automatically generated / sent.

Important!  All e-mails that are automatically generated by Andar or Andar Web will use an e-Mail Template.  The Template that will be used is based on the Usage selected for that Template.  For e-mails that you will manually send the Usage must be General.

· Opportunity Class. (67479 – 2013.01)  An e-Mail Template can be set up to be used only for Volunteer e-Mails only when it has a specific Opportunity Class.

· Opportunity Sub Class. (67479 – 2013.01)  An e-Mail Template can be set up to be used only for Volunteer e-Mails only when it has a specific Opportunity Sub Class.

· Use Sender Address Specified When Sending e-Mail.  When selected and this Template is used for sending an e-Mail, the User will be able to identify the Sender at the time the e-Mail is being sent.  That piece of information will not be hard coded into the Template.

· Sender’s e-Mail Address.  Defaults to the e-Mail Address in System > Preferences > System Preferences > e-Mail > e-Mail – General > Default e-Mail Addresses Section.  Can be changed as desired.

If you enter a Full e-Mail Address Format you will be able to have an actual name displayed as the Sender.  For example, if I enter the Sender as trishb@andar360.com the Recipient might now recognize that Sender.  However, if I enter the Sender as “Trish Bordeaux” trishb@andar360.com” the entire entry will be displayed as the Sender and the Recipient would recognize the name.

· Default e-Mail Address from System Preferences.  When this icon is clicked, the Sender’s e-Mail Address will be populated from the Default e-Mail Address identified in System Preferences (System > Preferences > System Preferences > e-Mail > e-Mail – General > Default e-Mail Addresses Section > Default Sender e-Mail Address).
· Default e-Mail Address From Personal Preferences.  When this icon is clicked, the Sender’s e-Mail Address will be populated from the Default e-Mail Address identified in the Personal Preferences for the logged in User (System > Preferences > Personal Preferences > e-Mail > Default Sender e-Mail Address).
· Language.  When your system is set up to allow multiple Languages, this allows the User to define the Language to be used for this Template.  Select the Language and enter the verbiage to be used for that Language.  All Languages can be managed on a single Template.

· Subject.  The Subject of the e-Mail.

· Style Name.  Requires a MIG license.  A Style Sheet can be selected and will be used for e-Mails generated by this Template.

· e-Mail Text Tab

· HTML Editor.  What you see is what you get.  You can use the formatting tools to format the Template to your liking.  

· Plain Text Editor.  This option can be used when you want your Template to be plain text or when you want to manually enter simple HTML codes for formatting.

· Body Of The E-Mail.  Type your verbiage in the field available using either the HTML Editor or the Plain Text Editor.

· Note Variable.  These are items that can be selected from the Account Profile and inserted into the body of your e-Mail Template to personalize the e-Mail.  

Position your cursor in the e-Mail Text field and click where you want to insert the Note Variable.  Select a Note Variable from the drop down list.  Click Insert.

· Quick Entry.  Also called Quick Insert.  Allows the User to enter a block of text (and optionally note variables and attachments) that can be inserted into any e-Mail Template or e-Mail.  The Quick Insert must already be set up in a Template that includes just that block of text with a Usage of Quick Insert.

· File Attachments Tab

· File Path.  Browse your network and select the desired file to be attached to the e-Mail.

· Drag And Drop.  Andar allows you to drag and drop a file from Explorer to the Andar attachment screen.  

· Copy And Paste.  Andar allows you to copy and paste a file from Explorer to the Andar attachment screen.

· Attach File Reference Only

· Description.  For internal use only.

· Advanced Tab

· Publish On The Web
Important!  When checked, this Template will be available on the Web for any Web Users who have authority to send e-mails (e-Pledge Administrators, Volunteer Administrators, etc.).  
· Exclusive.  The Template will only be available for Web Users who have a Web Permission with the Account identified in the Account Number field at the top of the Template screen.

· Role.  The Template will only be available for anyone with the selected Role.

· When Sending E-Mail With This Template

· Allow Changing Subject And Text.  When checked, if the Template is selected for sending an e-Mail, the Subject and Body of the e-Mail can be changed from the original Template settings.

· Allow Changing Options.  When checked, if the Template is selected for sending an e-Mail, the Options on the Advanced Tab can be changed from the original Template settings.

· Track Click Through And Reads. (85895 – 2015.02)  When checked, Andar will track whether the e-Mail Recipient reads / opens the e-Mail (records a Status of Read) and whether they click on a link (records a Status of Activity) in that e-Mail.  There is no need for additional coding to be included in the e-Mail.

· Create Communications Log.  When checked Andar creates a Communication record for each Individual and / or Organization that this e-Mail was sent to.  (Individual / Organization Account Profile > Communications Tab)

· Subject Code.  Subject Code used for the above Communication records.  This is a User Defined list.  If there is a Subject Code you need and it is not on the list, contact your System Administrator (Table 931).

· Add Organizations From e-Mail Address.  When checked, Andar will look at the Domain Name of all the recipients of the e-Mail.  If that Domain Name is found in the Website field on an Organization Account (Organization Account Profile > Main Bio Tab > Website) that Organization will also be included in the Communication record created by this e-Mail.

· BCC To Sender.  Sends a Blind Copy of the e-Mail to the Sender’s e-Mail Address.

· Importance.  Allows the User to define the Importance of the e-Mail message (High, Normal, and Low).  This is similar to the same functionality provided in Outlook.

· Sensitivity.  Allows the User to define the Sensitivity of the e-Mail message (Personal, Private, and Company Confidential).  This is similar to the same functionality provided in Outlook.

· Reply To. Allows the User to define a different e-Mail Address to receive any replies.  For example, your president sends an e-Mail where he is the Sender but any replies should go to his assistant.

· Password Reset Role. (69617 – 2013.02.01) This option only applies when the Password Reset Link is included in an e-Mail and the Web User has multiple User IDs.  The following Pecking Order will be used to determine which User ID will be sent and which Password will be reset.

· The Web User ID has a Login Default with a Permission that matches both the Organization set on the e-Mail Template and the selected Role.

· The Web User ID has a Login Default with a Permission that matches the Organization set on the e-Mail Template.

· The Web User ID has a Login Default with a Permission that matches the selected Role.

· The Web User ID has no Login Default.

· Any User ID.

· Last Used Date.  Once this Template is use to send an e-Mail this field will record the last date it was used.

Important Note Variables

· Account Name

· Account Number

· First Name

· Hex Password

· Hex User ID

· Last Name

· User ID

· URL – Password Reset

24.4. Sending E-Mails From Andar

Andar Main Menu > Communications > e-Mail > Send e-Mail
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You cannot send a Password through an Andar e-Mail.  Instead you will need to send the Web User a Password Reset Link (Note Variable).  They can click on the link and be taken to a web page where they can change their Password.  Once they submit the new Password they will be taken into the appropriate web page (Employee Donors to the Employee Donor ‘home page’, etc.).  (71504 – 2013.03)
You will also be able to use this e-mail feature for any other single or mass e-mails you’d like to send through Andar.

· To Account

· To Account

· To Web User ID.  For use when sending the e-mail to only one person and selecting by their User ID.

· To Recipient Address.  Displays the Individual’s e-Mail Address based on the Pecking Order set in System Preferences System > Preferences > System Preferences > Pecking Orders and Default Types > System Defaults Section > e-Mail.
· Contact Rule Category.  The e-Mail will use the Contact Rules to determine whether or not the Recipient should get the e-Mail or not.
The epledge and evolunteer options will not show up unless the System Preference is set (System > Preferences > System Preferences > e-Mail > e-Mail General > MIG Section > Enable e-Mail Opt In Required).  For e-Pledge and e-Volunteer an Opt Out is assumed unless there is an Opt In for the specific Category when this option is set.

· To Mailing List

· Mailing List.  For use when sending to a group of accounts in an existing Mail List.  

· Mail Usage ID.  Must have an existing Mail List Usage for the selected Mail List.

· Starting From.  When sending a large number of e-mails you can select the number to send at once so you don’t overload your e-Mail Server.  For example, Start From 1 or Start 301.

· Respondents. (78372 – 2014.02)  The recipient list will include only those Employees who have responded to the ask.  This means they have made a Pledge or submitted a No Gift Transaction.

· Non-Respondents. (78372 – 2014.02)  The recipient list will include only those Employees who have not responded to the ask.  This means they have not made a Pledge or have not submitted a No Gift Transaction.

· Number to Send.  When sending a large number of e-mails you can select the number to send at once so you don’t overload your e-Mail Server.  For example, Number to Send is 50 and Starting From is 1 would send the first 50.  Number to Send is 50 and Starting from 51 would send the second 50.

· Campaign Year.  This option is available when you select Respondents or Non-Respondents.  Andar will look to see if the Recipient has a Transaction for the selected Campaign Year.

· To Employees

· Organization Account.  If you wish to send the e-mail to Employees of a particular Organization, place the Organization Account Number here.  When you tab out of this field, you’ll see additional options on the screen for selecting certain Employees.

· Include Subsidiaries

· Reports To Coordinator.  Send e-mail only to Employees assigned to the selected Coordinator.

· Campaign Year.  The recipient list will include only those Employees who have an active Employee Relationship during the selected Campaign Year.

· Transactions Created From / To.  This option allows you to define a date range.  The recipient list will include only those Employees who have a Transaction during that date range.

· Pledge Amount From / To.  This option allows you to define an amount range.  The recipient list will include only those Employees who have a Pledge within that range.

· Employee Information Section.  If the Organization is using Sort Fields the recipient list can be refined based on the selected Sort Fields.  Sort Field values will be pulled from the Current Campaign Year. (76253 – 2015.02)
· General Section

· Respondents.  The recipient list will include only those Employees who have responded to the ask.  This means they have made a Pledge or submitted a No Gift Transaction.

· Non-Respondents.  The recipient list will include only those Employees who have not responded to the ask.  This means they have not made a Pledge or have not submitted a No Gift Transaction.

· Contact Rule Category.  The e-Mail will use the Contact Rules to determine whether or not the Recipient should get the e-Mail or not.

The epledge and evolunteer options will not show up unless the System Preference is set (System > Preferences > System Preferences > e-Mail > e-Mail General > MIG Section > Enable e-Mail Opt In Required).  For e-Pledge and e-Volunteer an Opt Out is assumed unless there is an Opt In for the specific Category when this option is set.

· To Warehouse

· Warehouse

· Individuals Only.  When checked, only Individuals included in the Account Warehouse will receive the e-mail.  If there are Organizations in the Account Warehouse they will not receive the e-mail.

· Organizations Only.  When checked, only Organizations included in the Account Warehouse will receive the e-mail.  If there are Individuals in the Account Warehouse the will not receive the e-mail.

· Both Individuals And Organizations

· Respondents. (78372 – 2014.02)  The recipient list will include only those Employees who have responded to the ask.  This means they have made a Pledge or submitted a No Gift Transaction.

· Non-Respondents. (78372 – 2014.02)  The recipient list will include only those Employees who have not responded to the ask.  This means they have not made a Pledge or have not submitted a No Gift Transaction.

· Contact Rule Category.  The e-Mail will use the Contact Rules to determine whether or not the Recipient should get the e-Mail or not.

The epledge and evolunteer options will not show up unless the System Preference is set (System > Preferences > System Preferences > e-Mail > e-Mail General > MIG Section > Enable e-Mail Opt In Required).  For e-Pledge and e-Volunteer an Opt Out is assumed unless there is an Opt In for the specific Category when this option is set.

· E-Mail Pecking Order. (69616 – 2013.01)  This option allows the User to select a specific Pecking Order to be used for the e-Mail.  

The System Preference Pecking order is found on System > Preferences > System Preferences > Pecking Orders and Default Types > System Defaults Section > e-Mail.

This option will not be available when selecting to send the e-Mail using a Mailing List.  The Mailing List will have its own defined Pecking Order.

When sending the e-Mail to a single Account, the e-Mail Address displayed in the To Address field will be the Pecked e-Mail based on the selected Pecking Order.  

· Sender’s e-Mail Address

· Subject

· Style Name.  Requires a MIG license.  
· Message Tab

· Text.  The e-mail will be created using text instead of Articles.

· E-Mail Template.  Select from drop down list to use an existing e-Mail Template.  This list will include all Templates for Accounts whose Web Permission is associated to the selected Account.

· Load HTML File.  Allows you to select an HTML file and have the e-mail text replaced by the content of the file.  

· Language.  When your system is set up to allow multiple Languages, this allows the User to define the Language to be used for this e-mail.  Select the Language and enter the verbiage to be used for that Language.  All Languages can be managed on a single e-mail.

· HTML Editor.  What you see is what you get.  If not using a Template, the text can be typed in using the editing tools to format as you like.

· Plain Text Editor.  When this option is selected the body of the e-mail can be typed as plain text.  Simple HTML code can be used but must be manually typed.

· Body Of The E-Mail

· E-Mail Note Variable.  When using a Template the text will be populated from that Template.  These are items that can be selected from the Account Profile and inserted into the body of your e-mail to personalize it.  

Position your cursor in the e-Mail Text field and click where you want to insert the Note Variable.  Select a Note Variable from the drop down list.  Click Insert.

· Quick Entry.  This feature can be used to insert a block of text or Note Variables into an e-mail.  To create a Quick Entry selection, create an e-Mail Template with the Usage of Quick Insert.  The body of that e-Mail Template should be the block of information to be inserted.

· Newsletter.  The e-mail can be comprised of pre-defined Newsletter Articles.  See Andar Help for more information.

· Article Type

· Article Date

· Table of Content Style

· Article.  The e-mail can be comprised of pre-defined Articles.  See Andar Help for more information.

· Article

· ID

· Article Date / Time

· Article Type

· File Attachments Tab.  When using a Template this will be populated from that Template.  If not using a Template, the Attachment can be added to the e-mail as desired.

· File Path.  Browse your network and select the desired file to be attached to the e-mail.

· Drag And Drop.  Andar allows you to drag and drop a file from Explorer to the Andar attachment screen.  

· Copy And Paste.  Andar allows you to copy and paste a file from Explorer to the Andar attachment screen.

· Attach File Reference Only.  When selected only the path to retrieve the file will be listed.  If the file is moved, the Recipient will no longer be able to access the file.

· Description.  For internal use only.

· Advanced Tab

· Track Click Through And Reads. (85895 – 2015.02)  When checked, Andar will track whether the e-Mail Recipient reads / opens the e-Mail (records a Status of Read) and whether they click on a link (records a Status of Activity) in that e-Mail.  There is no need for additional coding to be included in the e-Mail.

· Create Communications Log

· Subject Code

· Add Organizations From e-Mail Address.  When checked, Andar will look at the Domain Name of all the recipients of the e-mail.  If that Domain Name is found in the Website field on an Organization Account (Organization Account Profile > Main Tab > Main Bio Sub Tab > Website) that Organization will also be included in the Communication record created by this e-mail.

· BCC To Sender.  When checked, the Send receives a copy of the e-Mail.

· Importance.  Allows the User to define the Importance of the e-mail message (High, Normal, and Low).  This is similar to the same functionality provided in Outlook.

· Sensitivity.  Allows the User to define the Sensitivity of the e-mail message (Personal, Private, and Company Confidential).  This is similar to the same functionality provided in Outlook.

· Reply To.  Allows the User to define a different e-Mail Address to receive any replies.  For example, your president sends an e-mail where he is the Sender but any replies should go to his assistant.

· Password Reset Role. (69617 – 2013.02.01) This option only applies when the Password Reset Link is included in an e-Mail and the Web User has multiple User IDs.  The following Pecking Order will be used to determine which User ID will be sent and which Password will be reset.

· The Web User ID has a Login Default with a Permission that matches both the Organization set on the e-Mail Template and the selected Role.

· The Web User ID has a Login Default with a Permission that matches the Organization set on the e-Mail Template.

· The Web User ID has a Login Default with a Permission that matches the selected Role.

· The Web User ID has no Login Default.

· Any User ID.

· Salutation Pecking Order.  When the Salutation Note Variable is included in the e-Mail, this option determines which Salutation Type will be used.

· E-Mail Job Log To.  Recommended.  The Job Log contains a list of e-mails that were successfully sent and those that were not.  This option automatically e-mails the Job Log when the job is completed.

Important Note Variables

· Reset Link – Web User ID Not Defined

· URL – Password Reset (74587 – 2013.03)
· User ID

· Web User ID Not Defined (74587 – 2013.03)
24.5. Standard Report Information

24.5.1. For Web Users

If the Secure Online Reports Web Option is set, you will need to provide the Web User with the My Outputs Menu Item or Pre-Defined Reports with the Web Reports Menu Item.  

If the Secure Online Reports Web Option is not set, when the Report is finished it will be e-Mailed to the Web User.

There is a Description field on Report Submission Pages, allowing the Web User to more easily identify the report. (78363 – 2014.02)
24.5.2. For Andar Users

· System Tab

· Scheduling Options.  This section allows you to schedule the Report to be automatically run based on your selections.  Once this is set you need not do anything more.  When the time comes Andar will run the Report and place it in System > My Output for the User who scheduled it.  The Report can be retrieved when desired.

· Queue And Report Type Options

· Job Queue

· Local.  Runs on your local computer.

· Reports1.  Runs on the Server.  Provides a Job Complete Dialog Box when the job is completed.

· Report Type

· Acrobat (PDF)

· Spreadsheet (CSV)

· Both Acrobat and Spreadsheet

· Print Header Page.  Prints a cover page showing all your selection Parameters.

· Description. (78363 – 2014.02)  There is a Description field on Report Submission Pages, allowing the User to more easily identify the report. 

· Suppress Job Completion Dialog Box.  When unchecked and the User submits a Report, Andar will display a message on the screen confirming the submission.  When checked, that confirmation will not be displayed.

To Save Report Parameters

· Save.  Andar allows you to save a set of Report Parameters so that you can use them again at a later date or time.  Once you’ve saved the Report Parameters it will be displayed in the list of Saved Reports at the top of the Report Submission screen.  To Submit that same Report simply select it and click the Submit Button.

· Report Name.  This is the name of your Report.

· Description

· Publish On The Web.  If the Report is accessible to any Web Users this option allows you to pre-define the Report that will be allowed on the Web (Web Reports Menu Item) and your Web Users will have access to submit it themselves.

· Role.  Only Web Users with the selected Role will be able to see / submit the report.

· Organization. (72024 – 2014.02)  Only Web Users with a Permission associated with the selected Organization will be able to see / submit the report.  If this field is left at All Organizations, it will be available to everyone with the selected Role.

· Include Subsidiaries

· Allowed Queues.  Allows you to specific which Queue the Saved Report can be run in.

· Allowed Types.  Allows you to specify which format the Saved Report can be run in.  

To View And / Or Print The Report

If the Job Queue selected was Reports1 you will receive a Job Complete Dialog Box when the job is completed.  Click Output when this box appears.

To otherwise access the Report go to System > My Output > highlight the Report > View.  The Report will open in Acrobat or Excel.  You can print the Report from there.

From My Output you can also

· Save the Report without having to view it using the Save As button.

· E-Mail the report to someone using the e-Mail button.  This opens Outlook with the Report as an attachment.  All you have to do is enter the e-Mail Address of the Recipient and any accompanying text desired.

Font Options

System > Preferences > System Preferences > Andar Reports

System > Preferences > Personal Preferences > General > Reports Section

· Default Report Font.  The default Font used for Andar Reports is Times New Roman.  You can change the Font (remember this is a system-wide setting).  This can sometimes make Reports easier to read.

24.6. Additional Web Applications (e-Community Suite)

Additional Web Applications (also known as the e-Community Suite) are tools that your Organization currently has at its fingertips because you own an Andar web module.  These items require no extra expense other than the necessary training and implementation.  

Agency Portal

The Agency Portal allows Designated Agencies and other Fundraisers to go to your Website and retrieve their own Acknowledgement to Agencies Report and their Donor Choice Payout Reports.  This would eliminate the need for you to print these Reports and mail them to the Agencies.  You can also allow Agencies to go to your Website and maintain their Banking Information, which would then allow you to have their up-to-date information to use for EFT Transfers.

Agency Applications
Agency Applications allows you to have non-profits express their interest in working with your Organization for Funding, Volunteer Opportunities or being listed in your 211 database.  This can be used regardless of whether or not you use Andar’s Volunteer or 211 modules.

Online Campaign Managers

Campaign Managers allows Campaign Volunteers to Login to your Website and monitor the progress of their own Accounts.

E-Community e-Mails (e-Mail Tracking)

E-Mail Tracking provides the ability to track whether a recipient reads an e-Mail, whether they click on a link in that e-Mail, whether their e-Mail Address is Invalid, and more.

Subscriptions

Subscriptions allows you to manage the entire Subscription process in Andar, from creating the Mailing List to creating and sending out e-Mails to tracking Unsubscribes and New Subscribers, automatically updating the Mailing List accordingly before thenext e-Mail is sent.

Online Surveys

Surveys provide the ability to create a Survey Form (similar to your CB Forms), have people complete the Survey (they can be known or anonymous) and have the results recorded in Andar.  
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