DONOR ENGAGEMENT




Meet your Trainer...

Ryan Sauve
Training Specialist
Donor Engagement

EveryAction
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Agenda

Changing the status of made contributions
Processing contributions on mobile devices
Creating and using Self-Service Pages
Q&A

A
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Refunding Contributions
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Refunding Contributions PO

Before you begin:

A N
There may be times when you need to change contributions @

already entered in your system, such as:

« when a contribution was entered by mistake,

« when you need to issue a full or partial refund to a donor,
« orwhen you need to add additional tracking or reconciliation information to the contribution.

e Has the e Have you e Has is been

contribution closed your settled by

posted to financial your

your General batch? payment
Ledger? processor?

¢¥ Bonterra.



Changing or Deleting
Contributions

You can edit an individual contribution
amount or delete the entry from the
contribution details page as long

as your contribution has not yet been settled,
been linked to a membership, assigned a Date
Posted, or included in a Closed financial batch.

Steps:

1. Open the contribution details page from
the Contribution Report or from
the Contributions section of the contact
record.

2. Edit the amount and save the changes or
delete the entry if you wish to delete the
entire transaction.

¢¥ Bonterra.
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Adjusting Contributions

Once your contribution has been marked as
Posted to the General Ledger or is part of a
closed financial batch, certain fields will no
longer be editable. You can, however, make
some changes to a contribution

by selecting Adjust next to the amount or

by selecting Data Adjustment in the
Accounting Information section.

Financial Batch Manager lets you track
contributions as group and is usually used to
match your accounting records.

When you select Adjust you can change
the amount and set the Adjustment Type.

¢¥ Bonterra.

Contributor Leslie Lime

Contribution ID 1

Designation

Date Received 4/21/22

Amount $5¢

Source Code

General Ledger Fund 2-50987¢

Cost Center Action Fund Q2




Adjusting Contributions

When you select Adjust you can change
the amount and set the Adjustment Type.

Depending on your package, you may also see
a warning if your adjustment will affect things
like membership dues.
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Adjusting Refunds

If the contribution was made via your integrated payment vendor, such as Paragon, Stripe, or
PayPal, you can process the refund by selecting Yes, issue a new refund to the donor. Once you
enter the amount and hit submit, this will send the request to your payment vendor.

If you just need to update the contribution record after manually issuing the refund using another
payment method, select No, record a refund.

Adjustments

Remaining Amount @ $20.00
Adjustment Amount @ $30.00

Adjustment History $30.00 Refund recorded on 4/21/22 by Nicky Vance via Cash Edit

A summary of the adjustments you make will appear on the contribution page beneath the
original amount.
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Recording Data Adjustments

Accounting Information

st e Data Adjustments allow you to change a General
TR pewep o o f’ Ledger or a Cost Center allocation on a contribution
- without needing to change the source code. Data
Adjustments will appear in the General Ledger
DopoiDoieiember | V1ao02 B 4 [ 2w Adjustments report.

Bank Accaunt

Status Deposited
Check Date/Mumber 4952022 = s | 188 Adjust Cortribution

Online Reference £ -]

L
Date Posted to the General Ledger @ 4/18/2022 (\ Gaoneral Lodger Fund
LOSL Cafler

Find Data Adjustment beside Date Posted to the General
Ledger in the Accounting Information Section.

From the pop-up window, you can delete, change, or add the _
Source Code, General Ledger Fund, and Cost Center. o [
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Bulk Editing Adjustments

If you want to record adjustments to several records at once, such as when you need to mark several
records as chargebacks or as refunds that happened outside our system, you can use the Contribution
Report to quickly update your contribution records.

Contribution Report Export As.. - Report Actions -

iaww all pandirsg o

Applied Filters  Eclit Fil

ConLsct Reoads: AN Contscls Agspunl From: 007 X Scatus WSnple Selected (4] X

Mapping Template
Apply values to the record from that vou want added to your database, then click Finish.

Sedect a bulk action

salost | P N P ey

Apply Contribution Adjustments

Lieele LOonirTDUTIONS

Column from File

Edit Contribution Data
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Bulk Editing Refunds

If you want to record refunds to several records at once, such as when you need to mark several records as
chargebacks or as refunds that happened outside our system, you can use the Contribution Report to

quickly update your contribution records.

After filtering the report to the
contributions you are updating, select
Report Actions > Bulk Edit.

You can then select Apply Contribution
Adjustments to mark several records at
once. After you’ve updated the details,
the Remaining Amount field will
automatically change to reflect whether
you issued a full or a partial refund.

¢¥ Bonterra.
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Contribution Report Export Al *

Report fictions  *

H Save As

\"3 Schedule
A Bulk Edit

Conritact Ramscssehi: Py List Agrazignt Feoa: 001 X St Mltapde Seleniad () X

Applied Filters

Mapping Template

Apply values to the record from that you want added to your pase, then click Finish,

-Select a bulk action--

--Select a bulk action--
Apply Contribution Adjustments
Delete Contributions
Edit Contribution Data

mn from File
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Using Bulk Upload

# Edit Columns

e,

¥ Refund/Adjustment

Information
t A | Deselect All

Most Recent Adjustment

If you want to update several contributions at once with different
adjustment details, you can use Bulk Upload.

Amount

Filter your Contribution Report to the contributions you want to adjust, Most Recent Adjustment Date
o . . Most Recent Adjustment Type
adding columns for Refund/Adjustment Information, and then emaliing Amount

exporting the file. Make sure you export the Contribution ID column, so you Total Adjusted Amount
can match the records when you reupload changes.

w

When you adjust contributions that are marked as posted or that are part of closed financial
batches, update the adjustment details on the existing contribution and then include a row for the
new/updated contribution with the correct amount.

Once you’ve made the necessary changes, you can re-upload the contributions by the Contribution ID. Use
the Apply Contributions mapping to map the columns with your changes.
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Updating Batches

If you are using the Financial Batch Manager you can do several bulk actions such as applying a deposit
date and number to all the contributions in the batch, using a filtered Contribution Report to make bulk

edits, or closing the entire batch.

= @everyaction Demo

f I'Iﬂl'll::ﬂll ® Edit Batch Cancel More “
View Contribution Report by Batch
N o Expected Count Current Count Difference Count Expected Amount
Financial Batch Manager i 0 2 -2 $0.00 View Acknowledgment Report by Batch
S

Close Batch

Batch Details Contributions in ~ Bulk Edit Contributions

Batch ID )

c3g6 Contribution ID  Contact Name Date Amount  Source Code Pledge ID

63951

Designation 09/08/2021  $25.00 123ABCA456 v

People For Good Designation
hang, Heather 09/08/2021  $60.00 2021MSUS123456 v
Payment Gateway
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Processing Donations on a
Mobile Phone
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Speed Up Data Entry with Auto Scroll on Mobile

You can make it easier for mobile users to fill in your
forms by selecting Enable Auto-Scroll on Mobile when
creating your contribution form in Online Actions, as well
as enabling Fast Action.

Auto-Scroll on Mobile

Enable Auto-Scroll on Mobile

Automatically scroll to the first set of form fields on mobile

¢¥ Bonterra.

Embed Code

<link rel="preload’ href="https://someweburl/at.js" as="script’

Crossorigin='anonymeous'>

<link rel="preload" href="https://someweburl/at.min.css' as="style'>

<script type="text/javascript’ src="https:/someweburl/at.js'

Crossorigin='anonymous'></script>

<div class="ngp-form"
data-form-url="https:someweburlfv 1/Forms/x-

C_Hv2DLUyajOAEo1086g2"
data-fastaction-endpoint="https:/fastactionurl.cong
data-inline-errors="true"
data-fastaction-nologin="true"
data-databag-endpoint="https:/somepr
data-databag="everybody”
| data-mobile-autofocus="false"> |

</div=>

Copy Embed Coda
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Speed Up Data Entry with FastAction

If FastAction is enabled on the form, the browser will focus on

the FastAction menu, allowing your donor to log in, sign up, or log
out of FastAction. If the donor is already logged into FastAction,
they will see their forms pre-filled with their personal information.

Enable One Click Conversions With FastAction

Ich

Autafill forms quickly and securely with FastAction

B Loginwith your email address

Or Log In using Facebook or Tedtt

[ron't have a FastAction account yet? Signup

FastAction allows supporters to securely store their contact information and tokenized credit card, to make submitting forms easier across the

aet A £01 e N
FastAction clients

Enable FastAction Auto Fill

Allow FastAction to prefill the contact information sections of your forms, Supporters will also be able to create and manage their FastAction account

Enable FastAction Auto Processing

ters to donate with one click via a SmartLink sent in Targeted Email. Supporters will also be able to create and manage their FastAction account

Allow supporters

¢¥ Bonterra.
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Faster Credit Card
Donations

We use a feature available on many mobile
devices that allows users to scan their credit
card information rather than manually entering
the information.

When you click on the Card Number field,

donors will see the option to Scan Credit Card.

Once selected, the device's camera will turn on
and scan the credit card information which will
then get pushed to the online form.

¢¥ Bonterra.

fastAction ©

1 use FastAction next

Back Contribute $35

Done




Easy Payment with Apply Pay and PayPal

Apple Pay and PayPal already
store your donor's name
and address.

When a mobile user views your
form, they will be asked to select
their payment method as soon
as they've entered a donation
amount.

Their name and address will

be added to the

form automatically, saving them
keystrokes.

¢¥ Bonterra.

£ Make this contribution Monthly

Pay with Bank Account

Pay with Card

' PayPal

fastAction + ©

& Pay
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Instant Payment
Processing

With our Instant Payment Processing setting
enabled, we’ll attempt to process a donor’s

gift as soon as they authorize with Apple Pay
or PayPal, minimizing the data entry and review
they need to do on your form.

Instant Payment Processing:

Enabled on all forms with Apple

Pay/PayPal (default)

Best Practice to leave this setting on

Simple initial contribution forms support quick
giving

Enhanced quick conversion rates

¢¥ Bonterra.

CHASE VISA DEBIT
(e0es 1234)

PAY PEOPLE FOR GOOD

Pay with Touch ID




Kiosk Mode at Public
Events

If you want to use a mobile device to help you
process contributions at a public event, Kiosk
Mode is a handy way to prevent your forms from
auto-filling information from previous form
submissions (via FastAction).

With Kiosk Mode:

« Each time the page is refreshed, no previous
data will appear on the form.

* You can enable kiosk mode for any online
page by simply adding the query string
“kiosk=true” to your form’s URL.

» https://secure.EveryActionvan.com/formi

dentificationnumber
* https://secure.EveryActionvan.com/formi

dentificationnumber?kiosk=true

¢¥ Bonterra.
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https://secure.ngpvan.com/formidentificationnumber
https://secure.ngpvan.com/formidentificationnumber
https://secure.ngpvan.com/formidentificationnumber?kiosk=true
https://secure.ngpvan.com/formidentificationnumber?kiosk=true

Self-Service Pages
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Self-Service Pages

Audiences increasingly expect organizations to offer a Self-Service portal to update personal
iInformation and view their contribution histories. Self-service helps your supporters feel
valued by and connected to your organization, without one-on-one time with donor services.

Create as many custom Self-Service pages as you need, using different themes and messaging for
specific groups of donors or supporters.

Allow supporters to manage their own records by:

« Upgrading, downgrading, pausing, or cancelling reoccurring commitments

« Viewing their contribution history

* Re-issuing donation receipts

« Updating contact information and preferences, including their email and text subscriptions
« Updating payment method used for reoccurring commitments

(¥ Bonterra. 26



Supporter Experience

-~ 2

Your supporters access the Self-Service portal

with a unique link you provide through Smart Log in to manage your info

Links, or they can use a login request fOrm that | ... .. oo oiomston emai subsertion and contrbutions throuh you sumporter
you can enable when you setup the page. sl kovas mmaimrarssoliiio e

.

Thanks for requesting a secure login link to update your contact information, modify
your recurring gifts, or change your email preferences in our portal.

After requesting the login, your supporter
For your security, this link can only be used once and will expire in 24 hours. Should will receive an email with a secure link to
you need a new link, please feel free to request a new one at any time. temporarily access the page Th e |Og in

To access your secure portal, click here. €= — and Self-Service page link expires after
If you did not request this link, you can ignore this email. 10 minUteS If the link iS not CliCked'

¢¥ Bonterra.
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Supporter Experience

Welcome Jane!

What supporters see on the page depends how you
choose to customize it. The basic template has a
mobile-adaptive design and sections that expand to vt

show editable detalls.

Recurring gift
St date: May 1, 2019

$25.00/monthly

People for Ge

Contribution history
Date Amount
Aug 1, 2020 $26.00

July 1, 2020 $25.00

¢¥ Bonterra.

gl ¢
F

Tax-deductible amount  Payment method  Designation

Thanks for your support!

arit? Vite can help by phone o email duning businea houn

Caninbwinam

o Supporters can choose the information they
c""”’"_ want to Manage and select the Edit link to make
il updates.
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Creating a Self-Service Page

Honlineactions

Dashboard Templates Themes Feusables Redirects

Create New Page To create a Self-Service page:

Drafts « Open Online Actions from the Sidebar and
Select Pages

There;
T « Open the page builder using Create New Page

« Select Self-Service from the dropdown

¢¥ Bonterra.



Customizing Your Self-Service Page

The Basics step is for adding general details and design elements, including:

« Page Name—Internal use only

« Title—This title displays at the top of your published page

« Description—This is an internal description and will not display on the published web page or in
its meta-data

 Language

« Theme—Templates are saved layouts and designs that can be reused when creating pages

« Headers and Footers

. Page Theme
« Google Analytics |
Published Themes
People for Good Help the Needy

(¥ Bonterra. 30



Customizing Your Self-
Service Page

Login lets you set the web page supporters
use to request the Self-Service page link.

You can also set the message that
accompanies their secure link and the message
that appears if an email does not match any of

your records.

¢¥ Bonterra.

Login Confirmation

Merge Fields Reusables

Thanks! We have sent a secure login link to {{LoginEmail}}. You should see

this email shortly.

If you don't receive this email in the next few minutes, please try again with
an alternate address or contact us.




Customizing Your
Self-Service Page

The Build step is for customizing how your Self-
Service page appears and choosing

the sections you want included in

the navigation.

The navigation menu consists of Welcome,
Contributions, and Contact Info sections.

To Finish, set your Logout Confirmation
message and a Confirmation Email. You can also
decide what supporters will see if you deactivate
the page.

¢¥ Bonterra.

Mavigation Menu

Confirmation Email

ephyv-To Fmanl Address

Send Confirmation Emai
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Q&A
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Additional Resources
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Support

« Contact your System Administrator
 Email help@EveryAction.com
« Call (202) 370-8050

« Submit a Support Request Ticket from the Main Menu of the
EveryAction CRM

¢¥ Bonterra.



mailto:help@EveryAction.com

Help Center Resources

T

« Adjust or delete contributions in EveryAction Al =

 Best Practices: Processing Donations on Mobile Devices

« How to: Create Self-Service pages

ey 4

 Using Self-Service Pages Tutorial

 Account Reconcilliation

« Record Keeping for Compliance

h—
e
Sy
b
e
=
-
_
=
==
o
—
=

 Bulk Editing Contributions

 Using FastAction
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https://help.everyaction.com/s/article/2734681-refunding-voiding-or-adjusting-contributions
https://help.everyaction.com/s/article/2734681-refunding-voiding-or-adjusting-contributions
https://help.ngpvan.com/ngp/s/article/2910358-tips-for-processing-donations-on-mobile-devices
https://help.ngpvan.com/ngp/s/article/How-to-Create-Self-Service-pages
https://help.ngpvan.com/ngp/s/article/EveryAction-Using-Self-Service-Pages-Tutorial
https://help.everyaction.com/s/article/Success-Guide-General-Ledger-Reconciliation
https://help.everyaction.com/s/article/Success-Guide-General-Ledger-Reconciliation
https://help.everyaction.com/s/article/Success-Guide-Record-keeping-for-compliance
https://help.everyaction.com/s/article/Success-Guide-Record-keeping-for-compliance
https://help.everyaction.com/s/article/2941921-bulk-editing-contributions
https://help.everyaction.com/s/article/2941921-bulk-editing-contributions
https://help.everyaction.com/s/article/Using-FastAction-to-increase-conversion-rates-and-donations
https://help.everyaction.com/s/article/Using-FastAction-to-increase-conversion-rates-and-donations

Additional Training

« Bonterra Academy: Bonterra Academy Self Signup
» Foundational Webinar Series
« Upcoming initiatives
* Videos in Bonterra Academy

¢¥ Bonterra.


https://help.everyaction.com/s/article/Bonterra-Academy-Self-Signup
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