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Preparing to Set Up the Campaign 
 
Prior to creating the initial campaign profile, you will need to set-up the following items which 
form the campaign building blocks and control the campaign business rules: 
 

¶ Option Package: Option Packages and the Option Sets that comprise them define the 
business rules that will be used for the campaign (i.e. payment types, acknowledgment 

questions, designation limit).  These are set up at the level and can be 
used for multiple campaigns. 
 

¶ Designation Panel: Designation Panels and the Panel Groups and Agencies that comprise 
them define the designation options that will be presented to the donors within the 

campaign.  These are set up at the level and can be used for multiple 
campaigns. 
 

¶ Company: Companies are the entities to which the potential donors and campaigns are 

associated.   These are set up at the level.  Multiple campaigns can be 
associated with a single company. 

 
Refer to the specific instructional guide for each of these items for details on how to setup and 
activate these. 
 
 
 
 

 

 

 

Basic Campaign Set-up Overview 
 
Once you have set up the Option Package, Designation Panel and Company that will be associated 
to the campaign, you are ready to begin.  The steps for setting up a basic Workplace Engagement 
campaign are as follows: 
 

A. Create the Campaign Profile  
B. Create & Activate a Default Campaign Website  
C. Create & Activate a Default Donor Group  
D. Establish the Campaign Settings 
E. Configure the Registration Options  
F. Configure the Designation Panels  
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G. Activate the Campaign  
 

See the sections that follow for step-by-step instructions for completing each of the above 
Campaign set-up steps. 

Basic Campaign Set-up Step-by-Step 
 
A. Create the Campaign Profile 
 

1. Select   from the left navigation tree to access the 
page (Note: This is the default page when you first login to Campaign Management). 
 

2. From the  page, click the ά!ŘŘ ŀ ƴŜǿ ŎŀƳǇŀƛƎƴέ link to access the 
Campaign Profile page. 
 

 
 

3. Enter the required and optional campaign profile data into the fields on the Campaign 
Profile page.   Note:  Required fields are indicated by an asterisk (*). 

Campaign Profile Fields 

Req Field Description  

*  Organization  Organization to associate the Campaign to ς select from the 
drop down list. 

 Company Company to associate the Campaign to ς select from the drop 
down list.    
 
Note:  While this is an optional field, a company MUST be 
ǎŜƭŜŎǘŜŘ ƛŦ ȅƻǳ ŀǊŜ ǎŜǘǘƛƴƎ ǳǇ ŀ ά²ƻǊƪǇƭŀŎŜέ ŎŀƳǇŀƛƎƴΦ   
άtǳōƭƛŎέ ŎŀƳǇŀƛƎƴǎ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ ōŜ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŀ 
company. 

* Campaign Name This is the name that will be used to identify the campaign in 
the navigation tree and on the campaign list.   
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Campaign Profile Fields 

Req Field Description  

Note:  It is recommended that you include the company name 
as this first element of the campaign name (i.e.  Alpha Corp 
2010).  This will group company campaigns together on the 
campaign list, and make it easier to locate. 

 Type  Type of Campaign you will be running ς select either 
ά²ƻǊƪǇƭŀŎŜέ ƻǊ άtǳōƭƛŎέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘ.  
 
Note:  ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ ά²ƻǊƪǇƭŀŎŜέΦ   

 Transaction 
Mode Type 

Designates whether transactions made on this campaign are 
live or for demo purposes ς ǎŜƭŜŎǘ ŜƛǘƘŜǊ άtǊƻŘǳŎǘƛƻƴέ ƻǊ 
ά5ŜƳƻέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘΦ 
 
Note:  ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ άtǊƻŘǳŎǘƛƻƴέΦ  {ŜƭŜŎǘƛƴƎ ά5ŜƳƻέ ƳƻŘŜ 
allows you to configure and test a campaign without being 
charged transaction fees. 

 Campaign 
Number 

This is a unique identifier assigned to a campaign by your 
organization. 
 
Note:  This number can be mapped to an internal accounting 
system to facilitate the processing of donations.  

 Campaign Code Campaign code is utilized with donor login information to 
access the donor site in workplace campaigns. The campaign 
code can also be embedded into the website URL to facilitate 
access to a specific campaign. 
 
Note:  The campaign code must be unique across the entire 
Campaign Management system.  Therefore it is 
recommended that you include an identifier for your 
Organization as part of the Campaign Code. 

*  Campaign Year  Indicates the year in which the campaign will run ς select the 
appropriate year from the drop down list. 

* Country  Country ς select the country in which the campaign will run 
from the drop down list.    

 Address 1 Address - informational only 

 Address 2 Address - informational only 

 City City - informational only 

 Province/State State - informational only 

 Postal Code Zip Code- informational only 

 Phone 1 Primary Phone - informational only 

 Phone 2 Secondary Phone - informational only 

 Fax Fax - informational only 

 
4. Click ά{ŀǾŜ κ ¦ǇŘŀǘŜέ at the bottom of the Campaign Profile page to save your profile 

details and create the campaign shell. 
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B. Create & Activate a Default Campaign Website 
 

Once you have created your Campaign Profile, you will need to create a default Website.   
Websites control the 'Look and Feel' along with the messaging content on the donor 

site.  These are set up at the  level and are specific to that campaign.   At least 
one Website must be setup for each campaign.   However, multiple websites can be setup 
and associated with a single campaign to alter the donor experience with a particular Donor 
Group. 
 
The steps below describe the basic steps for setting up a default campaign Website.   The 
website will be populated with system generated default content.   For information on 
establishing the campaign specific website content view the more detailed instructional 
documents on Campaign Websites.     
 
Another option for creating a default campaign Website is to leverage the ά/ƻǇȅ ²ŜōǎƛǘŜέ 
tool.  This tool will allow you to copy the website settings and content from an existing 
website associated with your Organization.   View the Copy Website instructional document 
for details on how to use this feature. 
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1. From the Campaign Profile page, click the  Synchronize Icon to expand the Navigation 
Tree. 
 

2. Select the ά²ŜōǎƛǘŜǎέ link listed under the campaign you just created to access the 

page. 
 

 
 

3. From the  page, click ά!ŘŘ ŀ ƴŜǿ ǿŜōǎƛǘŜέ. 
 

 
 
 

4. Enter the required information to define a default website.  Note:  Required fields are 
indicated by an asterisk (*). 

Website Fields 

Req Field Description  

*  Type  Pledge flow used for this campaign ς ǎŜƭŜŎǘ ŜƛǘƘŜǊ ά{ǘŀƴŘŀǊŘ 
tƭŜŘƎŜ 9ȄǇŜǊƛŜƴŎŜέ ό{t9ύ ƻǊ άLƳǇŀŎǘ tƭŜŘƎŜ 9ȄǇŜǊƛŜƴŎŜέ όLt9ύ 
from the drop down list.  
 
Note:  The default is ά{ǘŀƴŘŀǊŘ tƭŜŘƎŜ 9ȄǇŜǊƛŜƴŎŜΦ 

* Name  This is the name that will be used to identify the website.   
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Website Fields 

Req Field Description  

*  Description  /ŀƴ ōŜ ǘƘŜ ǎŀƳŜ ŀǎ ǘƘŜ άbŀƳŜέ ƻǊ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ǇǊƻǾƛŘŜ 
additional details.  

 Master 
Website 

ADVANCED FUNCTIONALITY - does not apply to the first website 
created under a campaign. 

*  Skin  {ƛǘŜ 5ŜǎƛƎƴκ[ŀȅƻǳǘ ǘƘŀǘ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ ŘŜŦƛƴŜ ǘƘŜ Ψ[ƻƻƪ ϧ CŜŜƭΩ ƻŦ 
the website ς select either a legacy or custom skin from the drop 
down list. 
 
Note:  When your website ά¢ȅǇŜέ is set ǘƻ άLƳǇŀŎǘ tƭŜŘƎŜ 
9ȄǇŜǊƛŜƴŎŜέ όLt9ύ ŀ ǎƪƛƴ ŘŜǎƛƎƴŜŘ ŦƻǊ ǘƘŜ Lt9 ŜȄǇŜǊƛŜƴŎŜ Ƴǳǎǘ ōŜ 
utilized. 

 
5. Click ά{ŀǾŜ κ ¦ǇŘŀǘŜέ at the bottom of the page to save your entries and create the 

website. 
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6. Once created, you will need to activate the website.  To do this, select ά²ŜōǎƛǘŜǎέ from 

the Navigation Tree to return to the ǇŀƎŜ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά¢ǊŀŦŦƛŎ [ƛƎƘǘέ 
icon. 

 

 
 

Note:  !ƴ ŀŎǘƛǾŜ ǿŜōǎƛǘŜ ǿƛƭƭ ǎŀȅ ά¸Ŝǎέ ǳƴŘŜǊ ǘƘŜ Active column next to the Website 
bŀƳŜΣ ŀƴŘ ǘƘŜ ά¢ǊŀŦŦƛŎ [ƛƎƘǘέ ƛŎƻƴ ǿƛƭƭ ŀǇǇŜŀǊ ΨǊŜŘΩΦ 
 
 
 
 
 
 
 

 

C. Create & Activate a Default Donor Group 
 

Once you have created your Website, you will need to create a default Donor Group.  Donor 
Groups provide the means of segmenting donors and establishing unique sets of business 

rules to different groups of donors.  These are set up at the  level and are 
specific to that campaign.  At least one Donor Group must be set up for each campaign.  
However, multiple Donor Groups can be set up and associated with a single campaign to alter 
the donor experience for a particular segment of donors.   For more information on Donor 
Groups and how they impact the donor experience and reporting refer to the detailed 
documentation on Donor Groups. 

 

1. Select ά5ƻƴƻǊ DǊƻǳǇǎέ from the Navigation Tree to access the  
page. 
 

2. From the  page, click ά!ŘŘ ŀ ƴŜǿ ŘƻƴƻǊ ƎǊƻǳǇέΦ 
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3. Enter the required information to define a default Donor Group profile.  Note:  Required 
fields are indicated by an asterisk (*). 
 

Donor Group Profile Fields 

Req Field Description  

*  Name  This is the name that will be used to identify the Donor Group. 

*  Description  /ŀƴ ōŜ ǘƘŜ ǎŀƳŜ ŀǎ ǘƘŜ άbŀƳŜέ ƻǊ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ǇǊƻǾƛŘŜ 
additional details. 

 Label This label is used for reporting purposes.   
 
Note:  When a donor submits an online pledge their donation 
is flagged with the donor group label at the time of their 
donation.  Numerous reports can be filtered by Report Label 
and most exports contain the Report Label.  

 Tag Fields (1, 
2, 3) 

ADVANCED FUNCTIONALITY ς ¢ƘŜ ά¢ŀƎέ ŦƛŜƭŘǎ ǇǊƻǾƛŘŜ ǘƘŜ ŀōƛƭƛǘȅ 
to store up to three additional attributes for each donor group. 
These tags are included in the Donor Group Export and can be 
used to summarize data across groups with common attributes. 

*  Organization 
Primary 
Contact 

Indicates the Primary Contact person from your organization 
responsible for the management of the campaign experience of 
this donor group ς select from the drop down list. 

 Company 
Primary 
Contact 

Indicates the Primary Contact person from the company 
responsible for the management of the campaign experience of 
this donor group ς select from the drop down list. 

 
 

4. Click ά{ŀǾŜ κ ¦ǇŘŀǘŜέ at the bottom of the page to save your entries and create the Donor 
Group. 
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5. Click the Donor Group  tab at the top of the page to access the Donor Group 
Settings page. 
 

 
6. Enter the required and desired optional information to define the Donor Group settings.  

Note:  Required fields are indicated by an asterisk (*). 

Donor Group Settings Fields 

Req Field Description  

*  Website  A donor group must be associated with an Active Website in 
order for donors to login to a donor site ς select the desired 
Website from the drop down list.  

*  Option Package Option Package that will be used to define the donor 
experience for donors in this group.  By default the Option 
Package will inherit from the campaign setting ς if desired 
select a specific Option Package from the drop down list. 
 
Note:  All Optional Packages created under your Organization 
will populate in the drop down list. 

 Designation 
Match Election 
Option Set 

ADVANCED FUNCTIONALITY ς only applies if setting up an 
advanced campaign with matching. 

 Direct Match 
Request Option 

ADVANCED FUNCTIONALITY ς only applies if setting up an 
advanced campaign with matching. 
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Donor Group Settings Fields 

Req Field Description  

Set 

 Gift Amount 
Alert Threshold 

Gift Amount that will trigger an automated email to the 
assigned site coordinator alerting him when an associated 
donor submits a pledge that meets or exceeds the specified 
threshold.  
 
Note:  Refer to the help documentation on setting up Site 
Coordinator functionality for more information. 

 Private Flags the donor group as private, only donors pre-associated 
with the donor group will be able to access its giving options. 
 
Note:  ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ άǳƴŎƘŜŎƪŜŘέ ƻǊ άǇǳōƭƛŎέ 

 Total Donation 
Goal 

Dollar goal for donors within the donor group. 
 
Note:  The amount recorded here will be used to calculate and 
ŘƛǎǇƭŀȅ ǇŜǊŎŜƴǘ ƻŦ Ǝƻŀƭ ƻƴ ǘƘŜ άtƭŜŘƎŜ ¢ƘŜǊƳƻƳŜǘŜǊέ ƛŦ 
activated. 

 Total Donation 
Adjustment 

Allows you to adjust the total dollars raised display on the 
Pledge Bar by either a positive or negative number.  

 Total 
Respondent 
Goal 

Participation goal for the donor group. Value can be entered 
as either the actual number of respondents, or as a 
percentage of the Estimated Potential Donor Count 
established for the donor group.  
 
Note:  The amount recorded here will be used to calculate and 
ŘƛǎǇƭŀȅ ǇŜǊŎŜƴǘ ƻŦ Ǝƻŀƭ ƻƴ ǘƘŜ άtŀǊǘƛŎƛǇŀǘƛƻƴ ¢ƘŜǊƳƻƳŜǘŜǊέ if 
activated. 

 Total 
Respondent 
Adjustment 

Allows you to adjust the total respondent rate displayed on 
the pledge bar by either a positive or negative number.  

 Estimated 
Potential Donor 
Count 

Estimated number of donors in the donor group. Value is used 
when Respondent Goal is set to Percentage 

 Summation Tag ADVANCED FUNCTIONALITY:  This summation tag allows you to 
select a άŘƻƴƻǊ ƎǊƻǳǇ ǘŀƎέ (configured in the Donor Group 
Profile) to use to aggregate data when using either the Donor 
Group Donation Pledge Bar or the Donor Group Participation 
Pledge Bar ς select from the drop down list if applicable. 

 
7. Click ά{ŀǾŜ κ ¦ǇŘŀǘŜέ at the bottom of the page to save your Donor Group Settings. 
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8. Once created, you will need to activate the Donor Group.  To do this, select ά5ƻƴƻǊ 

DǊƻǳǇǎέ from the Navigation Tree to return to the page then 
ŎƭƛŎƪ ǘƘŜ ά¢ǊŀŦŦƛŎ [ƛƎƘǘέ ƛŎƻƴΦ 
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Note:  !ƴ ŀŎǘƛǾŜ 5ƻƴƻǊ DǊƻǳǇ ǿƛƭƭ ǎŀȅ ά¸Ŝǎέ ǳƴŘŜǊ ǘƘŜ Active column next to the Donor 
DǊƻǳǇ bŀƳŜΣ ŀƴŘ ǘƘŜ ά¢ǊŀŦŦƛŎ [ƛƎƘǘέ ƛŎƻƴ ǿƛƭƭ ŀǇǇŜŀǊ ΨǊŜŘΩΦ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
D. Establish the Campaign Settings 

 
With a default Donor Group set up, you can now associate that Donor Group to the Campaign 
and establish the other campaign settings. 

 
1. Select ά{ŜǘǘƛƴƎǎέ on the Navigation Tree to access the Campaign Settings page. 

 

 
 
 

2. Enter the required and desired optional information to define the Campaign settings.   
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Note:  There are many campaign settings that are configured on this page.  Below is a 
listing of those fields and what they control.  Fields that must be completed prior to 
activating a campaign are indicated by an asterisk (*). 
 

Campaign Settings Fields 

Req Field Description  

Settings 

 Start Date Kickoff date for the campaign. 
 
Note:  If the campaign and pledge options are active then 
donors will still be able to make a donation outside of the 
campaign dates. 

 End Date Last date of the campaign.    
 
Note:  If the campaign and pledge options are active then 
donors will still be able to make a donation outside of the 
campaign dates. 

 Estimated 
Potential Donors 

Estimated maximum number of donors expected to 
participate in the campaign. 

 Estimated Online 
Respondents 

Estimated number of donors expected to pledge via the 
online donor site. 

 Estimated Batch 
Respondents 

Estimated number of paper pledge cards that will be entered 
into the system via the batch feature. 

*  Align Donors By When Geographically Aligned designation panels are used 
this field controls whether donors will be aligned based upon 
ǘƘŜƛǊ ΨIƻƳŜ ½ƛǇ /ƻŘŜΩ ƻǊ Ψ²ƻǊƪ ½ƛǇ /ƻŘŜΩ ς if applicable, 
select the appropriate choice from the drop down list. 
 
Note:  ΨIƻƳŜ ½ƛǇ /ƻŘŜΩ ƛs the default. 

*  Option Package  Option Packages contain the business rules for the campaign, 
including gift options and leadership levels. Option Packages 
are configured at the Organization Level.  You must have at 
least one Option Package created under your Organization in 
order to activate your campaign. 
 
Note: The Option Package designated as the ΨhǊƎŀƴƛȊŀǘƛƻƴ 
5ŜŦŀǳƭǘΩ ǿƛƭƭ ōŜ ǳǎŜŘ ōȅ ŘŜŦŀǳƭǘΦ   ¢ƻ ƻǾŜǊǊƛŘŜ ǘƘƛǎ ǎŜƭŜŎǘ ǘƘŜ 
desired Option Package from the list. 

 Reporting Option 
Package 

ADVANCED FUNCTIONALITY ς The Reporting Option Package 
contains the Option Sets that control Where Raised Reporting 
(FrontStream only) and report/export Delivery Options (email 
or FTP).  Reporting Option Packages are configured at the 
Organization Level. 

 Company Option 
Package 

ADVANCED FUNCTIONALITY ς The Company Option Package 
contains the Option Sets that control Dashboard Reporting 
and Where Raised Reporting (FrontStream only) 
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Campaign Settings Fields 

Req Field Description  

documentation.  Dashboard Reporting allows campaign 
coordinators to view campaign specific summary information 
by Coordinator Level, selected reports and/or send emails. 

 Designation 
Match Election 
Option Set 

ADVANCED FUNCTIONALITY ς Advanced campaign function 
ǘƘŀǘ ŎƻƴǘǊƻƭǎ ǘƘŜ ƳŀǘŎƘ ǇǊƻƎǊŀƳǎ ŀǎǎƻŎƛŀǘŜŘ ǘƻ ŀ ŘƻƴƻǊΩǎ 
pledge.   Applies to IPE campaigns only. 

 Direct Match 
Request Option 
Set 

ADVANCED FUNCTIONALITY ς Advanced campaign function 
that controls a donors ability to make a request for a 
matching gift on a donation given directly to an eligible 
charity. 

* Currency  Currency that donors will use when making their pledges ς 
select the appropriate currency from the drop down list. 
 
Note:  ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ Ψ¦ƴƛǘŜŘ {ǘŀǘŜǎ 5ƻƭƭŀǊǎΩΦ 

* Default Donor 
Group  

Donor Group that will be used as the default should a donor 
record not be previously associated with one.  You must set-
up and assign a default donor in order to activate the 
campaign.  To do this, follow the steps below: 

¶ click the icon to display a list of available Donor 
Groups 

¶ select the desired group from the list 

¶ click the <select> button 

 Donors May 
Custom Align 

In campaigns where the Designation Panels are set up to 
geographically align this setting allows the donor to manually 
enter an alternate zip code to align to in order to see 
different designation options. 
 
Note:  By default this is unchecked preventing donors from 
custom aligning.  

 Allow Donation 
Cancellation 

¢Ƙƛǎ ŦŜŀǘǳǊŜ ŎƻƴǘǊƻƭǎ ǘƘŜ ŘƻƴƻǊΩǎ ŀōƛƭƛǘȅ ǘƻ ŎŀƴŎŜƭ ŀ ǇƭŜŘƎŜ 
ǿƘŜƴ ǘƘŜ άtƭŜŘƎŜ {ǘŀǘǳǎέ ƛǎ ǎŜǘ ǘƻ Ψ/ŀƴŎŜƭκ5ŜƭŜǘŜ !ŎǘƛǾŜΩΦ  LŦ 
unchecked donors will have the option to Ψ5ŜƭŜǘŜΩ ƻƴƭȅ ŀƴŘ 
ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ Ψ/ŀƴŎŜƭΩ ŀƴ ƻƴƎƻƛƴƎ ŘƻƴŀǘƛƻƴΦ 
 
Note:  By default this is unchecked preventing donors from 
cancelling a pledge. 

*  Pledge Status Indicates whether the pledge and/or cancel/delete features 
are active ς select the appropriate choice from the drop down 
list. 
 
Note:  ΨtƭŜŘƎƛƴƎ ŀƴŘ /ŀƴŎŜƭ κ 5ŜƭŜǘŜ !ŎǘƛǾŜέ ƛǎ ǘƘŜ ŘŜŦŀǳƭǘΦ 

* Donor Donation 
Count Limit 

Establishes the number of donations a donor can make within 
the campaign. 
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Campaign Settings Fields 

Req Field Description  

Note:  ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ ΨмΩΦ    

* Donor Payroll 
Donation Count 
Limit 

Establishes the number of payroll donations a donor can 
make within the campaign.   
 
Note:  ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ ΨмΩΦ    

 Minimum 
Donation For 
Designation 

Sets the minimum donation amount required for the donor 
to search a broader database of agency designation options. 
 
Note: Leaving this blank will allow the donor to designate 
regardless of donation amount. 

 Last Year 
Campaign 

Associates a prior campaign with the current campaign 
allowing for multiple years of Giving History to be displayed 
ǘƻ ǘƘŜ ŘƻƴƻǊΦ    Lǘ ŀƭǎƻ ŎƻƴǘǊƻƭǎ ǿƘƛŎƘ ŎŀƳǇŀƛƎƴΩǎ Řƻƴŀǘƛƻƴǎ 
are used with the Carry Over function (ADVANCED 
FUNCTIONALITY) - select the appropriate campaign from the 
drop down list. 
 
Note: hƴŎŜ ŜǎǘŀōƭƛǎƘŜŘ ȅƻǳ Ƴŀȅ ǘƻ Ψ{Ƙƻǿ tǊŜǾƛƻǳǎ /ŀƳǇŀƛƎƴ 
5ƻƴŀǘƛƻƴǎΩ ǘƻ ǘƘŜ ŘƻƴƻǊ ƻƴ ǘƘŜ ά5ƻƴŀǘƛƻƴ IƛǎǘƻǊȅ tŀƎŜέΦ  ¢Ƙƛǎ 
is set up in the Website Content area. 

Merchant 

 Merchant 
Account 

This allows for an alternate merchant account or manual 
processing override to be established for campaigns 
accepting Credit Card donations. 
 
Note: The Merchant Account designated as the ΨhǊƎŀƴƛȊŀǘƛƻƴ 
5ŜŦŀǳƭǘΩ ǿƛƭƭ ōŜ ǳǎŜŘ ōȅ ŘŜŦŀǳƭǘΦ   ¢ƻ ƻǾŜǊǊƛŘŜ ǘƘƛǎ ŘŜŦŀǳƭǘ 
ŜƛǘƘŜǊ ŎƭƛŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ Ψaŀƴǳŀƭ tǊƻŎŜǎǎƛƴƎ hǾŜǊǊƛŘŜΩ ƻǊ 

click the icon to select an alternate merchant account 
from the list. 

Distributor 

*  Distributing 
Organization 

Designates the Organization responsible for processing and 
disbursement of funds collected through the campaign.    
 
Note:  By default this is set to the Organization that 
configures the campaign.  If the campaign funds will be 
distributed by another Organization using the Campaign 
Management system, you can override this default by clicking 

the icon to select an Organization from the list.  This will 
allow that Organization to access specific campaign reports to 
facilitate the disbursements. 

Totals 

 Total Donation 
Goal 

Denotes the dollar goal for the campaign. 
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Campaign Settings Fields 

Req Field Description  

Note:  The amount recorded here will be used to calculate 
and ŘƛǎǇƭŀȅ ǇŜǊŎŜƴǘ ƻŦ Ǝƻŀƭ ƻƴ ǘƘŜ άtƭŜŘƎŜ ¢ƘŜǊƳƻƳŜǘŜǊέ ƛŦ 
activated.  It will also be used to calculate the Campaign 
Summary Reports and Quick Stats. 

 Total Donation 
Adjustment 

Allows you to adjust the total dollars raised display on the 
Pledge Bar by either a positive or negative number. 

 Total Respondent 
Goal 

Participation goal for the campaign. Value can be entered as 
either a count of the actual number of respondents, or as a 
percentage of the Estimated Potential Donor Count 
established for the campaign.  
 
Note:  The amount recorded here will be used to calculate 
ŀƴŘ ŘƛǎǇƭŀȅ ǇŜǊŎŜƴǘ ƻŦ Ǝƻŀƭ ƻƴ ǘƘŜ άtŀǊǘƛŎƛǇŀǘƛƻƴ 
¢ƘŜǊƳƻƳŜǘŜǊέ ƛŦ ŀŎǘƛǾŀǘŜŘΦ  Lǘ ǿƛƭƭ ŀƭǎƻ ōŜ ǳǎŜŘ ǘƻ ŎŀƭŎǳƭŀǘŜ 
the Campaign Summary Reports and Quick Stats. 

 Total Respondent 
Adjustment 

Allows you to adjust the number of total respondent rate 
displayed on the pledge bar by either a positive or negative 
number.  The adjustment will affect both the pledge bars and 
the respondent goal in the Campaign Reporting Summary. 

 Include 'No 
Donation' In 
Totals 

5ŜǘŜǊƳƛƴŜǎ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ƛƴŘƛǾƛŘǳŀƭǎ ǎŜƭŜŎǘƛƴƎ Ψbƻ 
5ƻƴŀǘƛƻƴΩ ǿƛƭƭ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ŎŀƳǇŀƛƎƴ 
Participation/Respondent totals for OPPS Reporting / 
Exporting. 
 
Note:  By default these individuals will not be included. Check 
the box to include them in the campaign totals. 

 Include 
Unconfirmed 
Donations In 
Totals 

ADVANCED FUNCTIONALITY ς Determines whether or not 
individuals with unconfirmed donations will be included in 
the campaign totals for OPPS Reporting / Exporting. 

 Exclude Inactive 
Donors in Totals 

Determines whether or not inactive donors are included in 
the OPPS campaign reporting / exporting totals. 
 
Note:  By default these individuals will not be included. Check 
the box to include them in the campaign totals. 

 Campaign 
Username 

ADVANCED FUNCTIONALITY ς Establishes a Campaign 
Username that allows for individuals that did not have a 
Donor Record created as part of a workplace campaign donor 
import to self-register. 
 
Note:  Donors must provide the Campaign Code, Campaign 
User Name and Campaign Password in order to access the 
campaign.  They will then be prompted to set-up a donor 
account by providing their personal information. 
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Campaign Settings Fields 

Req Field Description  

 Campaign 
Password 

ADVANCED FUNCTIONALITY ς Establishes a Campaign 
Password that allows for individuals that did not have a 
Donor Record created as part of a workplace campaign donor 
import to self-register. 
 
Note:  Donors must provide the Campaign Code, Campaign 
User Name and Campaign Password in order to access the 
campaign.  They will then be prompted to set-up a donor 
account by providing their personal information. 

 Confirm 
Campaign 
Password 

ADVANCED FUNCTIONALITY ς Prompt to reenter the 
Campaign Password to confirm it was typed correctly. 

 Campaign Login 
Active 

ADVANCED FUNCTIONALITY ς Activates the ability for donors 
to utilize the Campaign Level  Login ς check the box to 
activate the functionality. 
 
Note:  By default this is unchecked. 

 Login 
Requirement 

APPLIES TO PUBLIC CAMPAIGNS ONLY:  Controls when in the 
pledging process a donor must log-ƛƴ ƻǊ ǊŜƎƛǎǘŜǊ ƛƴ ŀ ΨtǳōƭƛŎ 
/ŀƳǇŀƛƎƴΩ ς select the appropriate choice from the drop 
down list. 
 
Note:  ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ Ψ9ƴǘƛǊŜ {ƛǘŜΩΦ   

 Donors May 
Change Password 

Activates a link in the donor site navigation bar that allows 
the donor to change their password at any time.  
 
Note:  By default donors may not change their passwords.  
Check the box to activate this feature. 

 Forgot Password 
Active 

Activates the Forgot Password link on the campaign login 
page allowing the donor to receive an email with his/her 
password and establish a custom question in case he/she 
forgets the password again. 
 
Note:  By default the forgot password feature is inactive.  
Check the box to activate this feature. 

 Password 
Expiration Active 

Determines if donor passwords will expire.  If activated 
passwords will expire after 2 months. Once a password 
expires a donor must change his/her password before gaining 
access to the donor site.   The new password cannot be one 
of the last five passwords created for that donor. 
 
Note:  By default the password expiration feature is inactive.  
Check the box to activate this feature. 

*  Primary Pledge Establishes the primary URL that donors will use to access the 
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Campaign Settings Fields 

Req Field Description  

URL site.  This is the URL that will populate in system generated 
emails ς select the appropriate URL from the drop down list. 
 
Note:  Use of any of the URLs will still grant access to the 
campaign site regardless of the primary URL indicated here. 

 Default Website 
Skin 

Sets the default website skin and establishes the look & feel 
of the campaign login page ς select the appropriate URL from 
the drop down list. 
 
Note:  A generic skin created by FrontStream will be used if a 
specific skin is not selected from the list. 

Single Sign-on 

 Single Sign-on 
Fields 

ADVANCED FUNCTIONALITY ς only applies if setting up an 
advanced campaign that facilitates donor access to the site 
through Single Sign-on. 

 
 

3. Click ά{ŀǾŜ κ ¦ǇŘŀǘŜέ the bottom of the page to save your Campaign Settings. 
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