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HOW TO DELIVER REPORTS TO COORDINATORS
VIA CAMPAIGN MANAGEMENT

This document provides the steps taken to have any Campaign Management report delivered right to a

company campaign coordinator via email or FTP without giving them admin access on Campaign

Management.

Deliver Reports to Coordinators
To have any Campaign Management report delivered right to a company campaign coordinator

via email or FTP without giving them admin access on Campaign Management, take the following

steps:

1. Create a new user. Log in to CM and navigate to Users & Groups and click the “Add New User”

link.
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2. Give the coordinator a username and password. The coordinator will use this

username/password later to view the report. Fill in any remaining required fields. Click the

“Save/Update” link.
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sl @elg] s

* = required
Username kendaltesting o
Password

Password Confirmation e

Last Password Changed (expire on <n/a )

Failed Login Attempts 0 (max allow: 5)

Last Login <nfa>

Login Count 0

First Name IKendaI I ~
Middle Name I |
Last Name ITesting I ~

Email Address |

History

g Save [ Update | ﬂ Cancel / Return

Date User Event Comments

none

3. Click the Associations tab at the top of the page. Verify the user is associated to your

organization. Then click the “Save/Update” link.

PO

Member Of * Permissions(’ # '~ Associations

Available Organizations Associated Organizations
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g Save / Update | \Q Cancel / Return
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4. Create a Reporting Option Set/Package. Navigate to the Organization Level > Reporting Option

Sets > Delivery. Then click the “Add new delivery option set” link.
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5. Give your Delivery Option Set a name and description. Then click the “Save/Update” link.

3 ¢al

‘! Where Raised

| -Z—t Delivery Z Packages

Name l

| *

Description l

Qj Save / Update | _@ Cancel / Return

6. Click the “Add new deliver option” link.
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ﬂ M Y Where Raised i-zﬂ Delivery 3 Packages

Name IBioWorksZOlB I ~)

Description IBioWorksZOlB |

Delivery Options

ﬁAdd a new delivery option

Name Description Type
none
Size Filterl

\gl Save / Update | ﬂ Cancel / Return

7. Give the Delivery Option Set a name and description. Make sure the name is intuitive.

Email Delivery:
a. Select “Email” for the Delivery Type field.

b. Search for the coordinator(s) you would like to receive the report(s).

5| @@ VY whereRaised () Delivery | Packages

Name |Coordinator l ~

Description |Coordinator l

Delivery Type |Emai| vl *

Available Users Selected Users

kendaltesting
Ikendaltesting l
ﬂ Save [ Update | ﬂ Cancel / Return
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FTP Delivery:
a. Select “FTP” for the Delivery Type field.
b. Select from the following FTP types:
*  FTPS Implicit SSL
*  FTPS Explicit SSL
e SFTP
c. Fillin the required FTP login information.

§l QIQ Y Where Raised [+ Delivery Z Packages

Name IFTP Coordinator I*

Description l I

Delivery Type l!-‘rp VI =
FTP Type [FTPS Implicit SSL V|
FTP URL | |+

Username | |z

Password I l *

g‘ Save [ Update | Q Cancel / Return

8. Click the “Save/Update” link.

9. Create a Reporting Option Set Package. Click the Packages tab at the top of the page.

8| @@ Y where Raised @ Delivery @

Name IBioWork52013 I*

Description |BioWork52013 |

Delivery Options

i‘/—\dd a new delivery option

Name Description Type
Coordinator Coordinator Email [_*r 5

E Size Filterl I

_@_‘J Save [ Update | Q Cancel [ Return

10. Click the “Add new option package” link.
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3] Q Y Where Raised I-:ﬂ Delivery Z Packages
Code Name Description

A E] R

11. Fill in the fields provided. Leave the Where Raised Reporting Set field blank. For the Delivery

Reporting Set field, select the Reporting Option Set you created in the previous steps. Then click

the “Save/Update” link.

&l m ‘_‘, Where Raised I-Zﬂ Delivery Z Packages

Code Bio2013 o

g] Save [ Update | g Cancel / Return

Name [Bio2103 |+
Description I |
Where Raised i - jsing option set - v
Delivery Option Set lBioWork52013 D
’\
Default L]

12. Navigate to the Campaign Settings. Select the Reporting Option Package you created in the

previous step. Then click the “Save/Update” link.

ﬂm ?‘Campaign : Settings z",' ti EF‘ ignation Panels =l Email " Users

Settings

Estimated Potential Donors :]

Estimated Online Respondents

Estimated Batch Respondents l:]
Align Donors By Work Zip Code v

Option Package K PED vl
Company Option Package 1 PENMYy OptIoT PECRags Vi

Designation Match Election Option Set

Direct Match Request Option Set

Volunteer Match Option Set
Currency | United States Dollars v

\;17 Payments
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13. Create the report. Fill in the fields provided.

Use the following criteria for the following fields. Repeat this for any future reports that need to
be sent to the coordinator(s) assigned to this Reporting Option Set.

a. For the Delivery Type field, select “Email” or “FTP” depending on how the coordinator
would like to receive the file and what is set up at the Reporting Option Set level.

b. For the Delivery Option field, select the name of the Delivery Option Set you created in
the previous steps.

c. Enter asubject line for the email the coordinator will receive.

Click the “Generate” link to generate and send the report.

_?l.l ﬁg’gﬂ @) Summary T_ Reports 2 Exports 2 Series
Type IDonation o

Format IComma Delimited v | *

Name |Donation ~

Description

Include Description []
Include Header

Delivery Type

Delivery Option |Coordinator v

Email Subject Line |Donation Report &

Export Series - select series - v

Options
E [profile By
[Ischedule
DCustomize Format
Use Template I- select template - vl

14. The coordinator will receive a link to the report via email or FTP. The username/password you
created in the first steps will be needed for the coordinator to access the report via email.
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H ™ ¥ o= Donation Report - Message (HTML) ? B - O X
MESSAGE DEVELOPER

- x 2 Reply m Wl Sales / Marketing Qﬂ = 3% Mark Unread i q
«
2 Reply All & To Manager M 1B iis Categorize .
& . Delete - = . —1 Move __ Editing Zoom
o £, Forward Team Email v - [~ [|” FollowUp~ -
Delete Respond Quick Steps P Move Tags P Zoom ~

Wed 10/16/2013 2:34 PM
Truist Export Service <noreply@truist.com>

Donation Report

To Kendal Kirby

Kendal, vour export Donation' is available to download from this URL:
https://admin_truist.com/reporting/download .aspx?e1id=d 6b080c9-c519-4544-b0f6-78616566428d

In addition to the report being sent to the coordinator, you will also have access to the report via
campaign management at any time.

&l ﬂj_l g) Summary D Reports Q Exports [g Series

Export Criteria
ﬁ Create new Export Criteria ﬂ Generate Selected Export Criteria ﬁ Delete selected Export Criterias

Name Description Type

none

10 Size Filter
L ]

Exports
ﬁ Delete selected Exports

[] Name Type Status Request Date Process Date
["] Donztion Donation - Comma Delimited  Completad  10/16/2013 2:33 PM 10/16/20122:32 oM [ @ &
[[] pOnation Donation - Comma Delimited Completed 10/16/2013 9:52 AM 10/16/2013 9:52 AM ‘!\ v a 9

\ﬂ Refresh | ﬂ Cancel / Return
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