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WELCOME

This Quick Start Manual will allow you to design your own custom
website to accept one time and recurring donations. You will work in
your administration area (Admin) to complete your website set-up,
and manage donor profiles. Click on 'View Website' in the upper right
corner of your Admin area to launch your public website in a new
window. It's a good idea to keep both windows open - your Admin
window, where you add and edit information, and your public donation
website window. As you make changes in the Admin, remember to
click 'update' at the bottom of the page. Then refresh your public
website, using the refresh button or Ctrl-R, and review the information
you've added.

STEP 1 - INITIATIVE PROFILE

Your Admin Control Panel defaults to the Events module. The module
selector is in the top right hand corner of your Admin, marked by the
orange Doliggy ball/logo. You must first pull down the module selector
and select Donations to begin building your Donations website.

Once in the Donations module, go to Initiatives -> Add Initiative to
create a name, participant label, start date/time and other event
information. Your Sub-hostname uniquely identifies your initiative, and
will be visible to your public, i.e.,
www.organization.subhost.dojiggy.com. You may change this
information at any time from Initiative -> Initiative Profile.

Every time you wish to work in your Initiative, you must go to
Donations -> Initiatives -> Initiative Overview and ‘select’ the
initiative that you wish to work in. You will then see your initiative
name on the top of each Admin page, between your menu and the
page title.

STEP 2 - MANAGE WEBSITE
Next, go to Website -> Manage Pages.

There are only three pages that you will nheed to manage for your
Donations Website - the Donation Page, Donation Page Introduction
and the Donation Thank you. You may also wish to add a Home page
and a Sponsors page, to showcase your organization’s sponsors. When
adding pages, simply select them from the pull-down menu and hit
‘Add’. From here, you will be in the page settings, and can choose an
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order number for your pages. By selecting ‘settings’ for any page, you
can change the menu link displayed on your public site, the page title,
menu order (pages are displayed chronologically), choose to
enable/disable a page, and select a page as the home page. A check
mark appears on the Manage Pages screen next to the website home
page, the page on which your site will open.

To begin editing, find the Donation Page Introduction and click on
'edit’. Here you can enter the text that appears on the top of your
Donations page, using the menu buttons for formatting options. This
area is generally used to highlight your organization’s mission and
goals, and to make a plea to your constituents. If you are copying text
from Microsoft Word, be sure to use the special Word pasting option.
Remember to click on 'save' at the bottom of the page whenever you
add information or make changes, and then remember to refresh your
public website in order to see the changes you’ve made. Changes will
be immediately reflected in your public website.

The Donation Thank you page is displayed when a donor completes a
donation transaction. This is the final page that will flash before them,
after they have successfully entered their donation. You may wish to
include further information about how their donation benefits your
organization, and/or upload an image onto this page. See the FAQs ->
Image Management, for more information on working with images.

The Make a Donation page is different than the above 2 pages, as it is
not directly editable. This is your donation management system, and
must be included in your website pages for donors to make a secure
donation. By clicking on ‘Edit’ here, you can easily view and manage
your recurring donors.

Next, go to Website -> Website Settings. These are initiative level
settings that will affect your Donations website only. If you have
multiple subscriptions and wish to use the same order notes or site
images for all of your events, they should be entered at the account
level, from the Events module -> Account Setup -> Account Profile.
However, if you wish to upload unique notes or site images for your
Donations website, please do so in this area.

Additional settings available from Website -> Website Settings are:
e The optional order notes listed here will allow you to communicate

specific instructions to your donors, i.e. where to mail a check. Place
your cursor over the '?’ for details on specific orders.
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