eWay (Campaign Management) Dashboard Configuration
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Dashboard

Introduction

The Campaign Management (eWay) Dashboard allows the Campaign Coordinators to easily access campaign
statistics, generate reports / exports, and send email without ever leaving the Donor Site. Use of the Dashboard:

= Streamlines Coordinator access to track campaign results — no need for a separate administrator login

= Decreases the number of people requiring access to the Administrator Site

=  Simplifies training for Campaign Coordinators by limiting the access to administrative functions

= Provides Coordinators with the ability to track campaign progress in real-time — 24/7/365.

=  Facilitates employee engagement through the use of targeted email

=  Reduces the number of files required by the client to set up the campaign since Coordinator access and
security roles are assigned through the donor import file.

By empowering Campaign Coordinators with the dashboard tools, they are better able to engage donors in a
meaningful way — resulting in increased participation and greater campaign success.

Below are screenshots of the donor experience when Dashboard is activated:

Navigation
Pledge Now

Home

News & Events
Volunteer Now
FAQ'S

Leadership Levels

Corporate Match

Contact 1 "Dashboard" link will appear for

4— | Donors with Coordinator Access  PT

Privacy Policy

Change Password Welcome Jack!

- At Southport Technologies we think of ourselves as a part of

Hhn ramamiimib amd A smc abhar anad cikizan iFe imnarkanb

Summary

4 backto |-Top- |

[] Level Population pond Goal pond s Non pond s Donation Goal Donors Pledged Pledged Amount Per Donor Pledged Amount Per Capita
O 7 0 3 (42.86%) ) $100,000.00 3 (42.86%) $2,290.00 $763.33 $327.14
[ *HR 36 0 2 (5.56%) $0.00 2 (5.56%) $4,550.00 $2,275.00 $126.39
Osrr 71 0 2 (2.82%) 69 (97.18%) $0.00 2 (2.82%) $3,450.00 $1,725.00 $48.59
[ = sales 31 0 3 (9.68%) 28 (90.32%) $0.00 3 (S.68%) $4,300.00 $1,433.33 $138.71
[ » Executives 20 0 2 (10.00%) 18 (90.00%) $0.00 2 (10.00%) $15,400.00 $7,700.00 $770.00
[ = Accounting 37 0 5 (13.51%) 32 (86.49%) $0.00 5 (13.51%) $8,600.00 $1,920.00 $258.45
[=qa 0 0 $0.00

¥ Compare selected levels

Reports
Donation Export
Donor Designation
Donor Export

Email
Send email to your donors
View your email history
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Dashboard Configuration

The steps for setting-up Dashboard are as follows:

e  Configure Coordinator Levels

e (Create Coordinator Option Set

e Configure Coordinator Roles

e Add Coordinator Option Set to Company Option Package
e Associate Company Option Package to Campaign

e Select a Default Coordinator Level (Optional)

e Associate Donors with Coordinator Levels

e Assign Coordinator Role to Donor

e  Assign Reporting Levels

It is important to note that the Dashboard settings are primarily configured at the Company Level of the Navigation
Tree. Therefore, once they have been established the Dashboard can be easily activated for use with multiple
campaigns within a single company simply by associating the Company Option Package to the campaign.

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

1. Configure Coordinator Levels

Coordinator Levels are a hierarchical representation of reporting levels, similar to a family tree or an
organization chart of a corporation. Coordinator Levels group donor records to which you can assign
Campaign Coordinator access to through the Dashboard. If desired, a multi-layer Coordinator Level hierarchy
can be established providing a coordinator the ability to view a subset of donors as well as all of the donors
they are responsible for. Alternately, you can create a single-layer Coordinator Level hierarchy.

For example in the illustration below, a Coordinator assigned to ‘Coord-1’" would have access to donors
associated to Coord-1, Coord-1.1, Coord-1.1.1, Coord-1.2, and Coord-1.3. But would NOT have access to
donors associated to any of the other Coordinator Levels, i.e. Coord-2.

[l Name Code Depth
Coord-1 Coord-1 1 % 0_.?
Coord-1.1 Coord-1.1 2 ﬂl ﬂ_,?
Coord-1.2 Coord-1.2 > @& b
Coord-1.3 Coord-1.3 :  g& %
Coord-2 Coord-2 1 % c'_.?
Coord-2.1 Coord-2.1 z sa %
Coord-2.2 Coord-2.2 : @& b
Coord-3 Coord-3 1 % q_.?
Coord-3.1 Coord-3.1 2 &I ﬂ_,?
Ol Finan-3.1 Finan-3.1 3 s5a %
Size First | Previous Fzge D'F 2 Next | Last Filter |
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Coordinator Levels are configured at the ﬁll Companies |ayel and can be created manually or via a
Coordinator Level Import file. Below are step-by-step instructions for manually creating Coordinator Levels.

Note: For companies with complex Coordinator Hierarchies it is recommended that the Coordinator Levels be

created via a file import. Refer to the Coordinator Level Import file specification and file import help
documentation for details.

1. Select ﬁll ComPanies from the left navigation tree to access the s+ Company List page.
2. If necessary, Filter the list of companies to find your Company

3. Click the ﬁll icon next to the Company Name for the company you wish to work with to access that
Company’s profile page.

4. Click the “Coordinator Levels” link on the top navigation bar.

+: Company (Northport Technologies)

§J @_Jgj_] ﬁ'l Company Contacts Sty Company Levels Sg Coordinator Levels
* = required /
Organization Truist-Dema *

ﬂ. Functional L|

Company Code Nt Click "Coordinator Levels"
Name Northport Technol from the navigation bar
Country United States =

Address 1 Address *

Address 2

City City *

Province/State Michigan W[ *
Doctal rada Zag x

5. Click “Add a new coordinator level”.

+: Company (Northport Technologies)

§J @ ﬁ'l Company Contacts % Company Levels Er'ﬂ Cod

B8 Delste selected levek

[] Name \ Code Depth

wp| Add a new coordinator level

F Midwest Region . ﬁ
_ Click %

[]  nertheast Regien| "Add a new coordinator level”

[ Southeast Region to create a new level ]

Size ilt=r
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6. Enter the required and desired optional information to define the Coordinator Level. Note: Required
fields are indicated by an asterisk (*).

Coordinator Level Fields

Req Field Description

Parent Level Denotes the level above the one you are creating — thus creating a parent — child
relationship between the two levels. Applies only when creating a hierarchical
reporting structure. To do this, follow the steps below:

e click the =licon to display a list of available Coordinator Levels

e if necessary, filter the list by the parent level name

Coordinator Levels

Enter parent level name, then dlick filted --> IE

| select | | cancel |

select the “parent level name” from the list
e click the <select> button

* Name This is the name that will be used to identify the Coordinator Level on the
Dashboard and within reports / exports.
* Code This is the code associated with the coordinator level. The code is used in the
Donor Import File to associate donors to the coordinator level.
Classification ADVANCED FUNCTIONALITY — For use by FrontStream staff only.
Code
Total Donation Dollar goal for donors within the coordinator level.
Goal

Note: The amount recorded here will be used to calculate and display percent of
goal on the Dashboard Statistics.

Total Donation Allows you to adjust the total dollars raised towards goal by either a positive or
Adjustment negative number.

Total Respondent | Participation goal for the coordinator level. Value can be entered as either the
Goal 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 display percent of
goal on the Dashboard Statistics.

Total Respondent | Allows you to adjust the total respondent rate by either a positive or negative
Adjustment number.

7. Click “Save / Update” at the bottom of the page to save your settings.
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1 H A

i Company (Northport Techp

g] @JQ E'ICompany %

Parent Level

Mame

Code

Classification Code

Total Donation Goal ($)

Total Donation Adjustment (§)

Total Respondent Goal

SAMPLE COMPLETED COORDINATOR LEVEL

* = required
] [X] [NE] Northeast Region

New York =
MY *

250000

50 Percentage #

Total Respondent Adjustn

Click "Save [ Update"

espondents

to save your settings
&) savesUpdate C

8. Repeat steps 4 — 6 until all desired Coordinator Levels have been created.

2. Create Coordinator Option Set

The Coordinator Option Set contains one or more Coordinator Roles that define the coordinator user

experience when viewing the dashboard. The Coordinator Option Set also controls participation rules and

other dashboard options that will be applied to across all Coordinator Roles linked to it.

These are set up at the ﬁll Companies |aye| and may be used across multiple campaigns within that
company. Follow the steps below to create a new Coordinator Option Set:

1. Select ﬁll Companies from the left navigation tree to access the ++ Company List page.

2. If necessary, Filter the list of companies to find your Company

3. Click the ﬁll icon next to the Company Name for the company you wish to work with to access that

Company’s profile page.

4. Click the 3 icon on the top navigation bar to sync the navigation tree to the selected company.

5. Click the F' next to Option Sets to expand the navigation tree further.

6. Click Coordinator to access the Coordinator Option Sets page.
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8.

..... Pay

._ii Organizations

Eﬁ1 Companies

H-ABC Carp

#--Alphz Corp Demio 2
E---Florthport Technologies
----- Contacts

..... Company Lavels

----- Coordinator Levels

----- Functional Levels

[F-Cpticn Sets

:--Coordinator

-Documentation
Lo.Packages

----- Users

----- Donors

----- Tools

Dashboard

Periods

V'

MNavigation Tree,

Expandthe

then dlick
"Coordinator"

Click “Add a new coordinator set”.

+: Option Sets (Northport Technologies)

§J Q % Coordinator Documentation E’f’ Packages

"': Add a new coordinator set "-..

Click "Add a new

Description

Size

coordinator set"

none

Filter

Enter the required and desired optional information to define the Coordinator Option Set. Note:
Required fields are indicated by an asterisk (*).

Coordinator Option Set Fields

No-Donations

Req Field Description

* Name This is the name that will be used to identify the Coordinator Option Set.
Description Can be used to provide additional details.
Include If checked, individuals making a “No Donation” pledge will be counted as

having participated in the campaign. However, they will not be counted as a
donor.

Note: The default is “unchecked” which indicates these individuals will not
count as campaign participants.

Include Unconfirmed
Donations

If checked, unconfirmed donations will be presented in the same manner as a
confirmed donation on the dashboard.

Note: The default is “unchecked” which will not include these transactions in

the dashboard statistics.
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Coordinator Option Set Fields

Req Field Description
Exclude Inactive If checked donors marked as “inactive”, and any associated transactions, will
Donors be excluded from the campaign statistics.

Note: The default is “unchecked” which will include these transactions in the
campaign statistics.

Display Report
Preview

If checked a preview of the report results will be displayed on the Dashboard
page.

Note: By default this is “checked” resulting in the report preview display.

Include Export Filter
Summary

Determines whether or not the report filter criteria is included when the data is
exported — select ‘Never’, ‘User Specified’ or ‘Always’ from the list.

Note: The default is ‘Never’.

9. Click “Save / Update” at the bottom of the page to save your settings.

i: Option Sets (Northern Technologies)

3 &@ & °°L SAMPLE COMPLETED COORDINATOR OPTION SET J

Coordinator Set

Description

Dashboard Participation Rules

Include MNo-Donations O

Include Unconfirmed Donations []

Dashboard Options

Exclude Inactive Donors O

Display Report Preview

MName Campaign Coordinator Option Set *

Include Export Filter Summary | User Specified |+

gdate|"ﬁ_a to save your settin

Click "Save/Update" |

as

3. Configure Coordinator Roles
Coordinator Roles are used to define a set of permissions and saved reports for the Dashboard. Within each

role you can define the following:

e  Columns that display in the Campaign Summary
e Fields that display on the Report Preview

e  Email access and capabilities
e Data export access
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Coordinator Roles are configured within the Coordinator Option Set. A single Coordinator Option Set may

contain multiple Coordinator Roles.

See instructions in Section B above to create a Coordinator Option Set prior to configuring the Coordinator
Roles. Once created follow the steps below to configure the Coordinator Roles.

Click “Add a new role”. Note: This link will appear at the bottom of the Coordinator Option Set profile

page after saving a new option set.
il Option Sets (Northern Technologies)

;J @Q E‘% Coordinator Documentation B’ Packages

Coordinator Set
Name Coordinator Option Set *
Description

Dashboard Participation Rules
Include No-Donations .|
Include Uncenfirmed Donations []

Dashboard Options
Exclude Inactive Donors O
Display Report Preview
Include Export Filter Summary | User Specified

Coordinator Roles

Click "Add a new role" to

8] Add a new role « create a new Coordinator Role
Name Code
Campaign Managar cm o
Size

@ Save /Update | Q Cancel / Return

Enter the required and desired optional information to define the Coordinator Role. Note: Required

fields are indicated by an asterisk (*).

Coordinator Role Fields

Req Field Description
* Code This is the code associated with the coordinator role. The code is used in the
Donor Import File to associate donors to the coordinator role and grant that
individual access to the Dashboard.
* Name This is the name that will be used to identify the coordinator role.
Description Can be used to provide additional details.

Allow Manage
Payments

This is used to allow a coordinator to track when a donor payment is received.

Allow Manage
Special Events

This is used to allow coordinator to manage Special Event dollars raised directly
from Dashboard.

Beneficiaries

This is used in conjunction with Allow Manage Special Events to create a drop-
down list of available Beneficiates to receive Special Event dollars.
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Coordinator Role Fields

Req

Field

Description

Deposit Types

This is used in conjunction with Allow Manage Special Events to create a drop-
down list to show how payment for the Special Event will be processed.

Dashboard Display
Columns

Indicates which fields will be included on the Campaign Summary visible via the
Dashboard — check the box next to the field name to include it on the summary.
If desired, enter a ‘custom label’ that will be used as the column header for a
particular field.

Note: By default all fields are included with system default column labels.

Allow Summary
Comparison

Determines whether the summary comparison functionality is available. This
functionality allows the coordinator to select the levels they wish to compare
then add them to the comparison grid for side-by-side review — check the box
to activate this feature.

Note: This feature is ‘inactive’ (unchecked) by default.

Allowed Columns

Indicates which fields display on the report preview when ‘Display Report
Preview’ is activated in the Coordinator Option Set.

Note: All fields are selected by default. Follow the steps below to deselect:
e Inthe ‘Selected Columns’ field highlight the field(s) you wish to
deselect
e  Click the &l icon to remove them from the ‘Selected Columns’ list

Email Allowed

Determines whether the email functionality is available. This functionality
allows the coordinator to send emails to donors in his/her assigned coordinator
level(s) - check the box to activate this feature.

Note: This feature is ‘inactive’ (unchecked) by default.

Allowed Filters

Indicated which filters / queries are available to the coordinator when the
email functionality is activated — check the box next to the filter name to allow
that filter.

Note: Allfilters are ‘active’ (checked) by default.

3. Click “Save / Update” at the bottom of the page to save your settings and activate the Exporting
configuration area.
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Coordinator Role

Code cc
Name Campaign Coordinator T

Description Used for local campaign coordinators

SAMPLE COMPLETED COORDINATOR ROLE

Allow Manage Payments [ ]

Special Events

Allow Manage Special Events []

Beneficiaries

Deposit Types

Dashboard Display Columns

Columns Display Custom Labels
Level |Level |
Population |PODU|ati0ﬂ |
Respondent Goal |Respnndent Goal |
Respondents | Respondents |
Non-Respondents |Non—Respondents |
Donation Goal |D0nation Goal |
Danors |Donurs |
Pledged | Pledged |
Pledged Amount Per Donor |Pledged Amount Per Donor |
Pledged Amount Per Capita |Pledged Amount Per Capita |
Leadership Givers O |Leadership Givers |
Leadership Total O |Leadership Total |

Dashboard Reporting

Allow Summary Comparison

Allowed Columns

Available Columns Selected Columns
Donor Identifier - First Name -
First Name Last Name
Last Name Responded
Responded Coordinator Level

Coordinator Level

Company Level

Functional Level
Leadership Level

CustomVariableS

Email
Email Allowed Email Allowed
Allowed Filters Coordinator Level
Donation Status
Recognition Program
Exporting

11|Page
Click "Save/Update" to save your settings
& Activate Exporting configuration

Save / Update
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If desired the coordinator can be given access to donor and/or donation details via the Dashboard

Exporting feature. Follow the steps below to configure these optional exports.

a. Click “Add additional exports”. Note: This link will appear at the bottom of the Coordinator Role

profile page after saving a new role.

Email

Email Allowed [l Email Allowed

Allowed Filters
[¥] Coordinator Level

[¥] panation Status

[ Recognition Program

E: il
=t Click "Add additional exports”

L — to configure data export options

Export Type Export Label
none

Size

@ savesupdate | (@] canceliReturn

b. Select the “Export / Report Type” from the drop-down list. Refer to the Report / Export

documentation and sample exports on the User Support Site for additional information about each

report option.

:: Option Sets (Northern Technologies)

§J @JQ &. Coordinator Documentation |3’, Packages

Language English w

Export / Report Type - zelect type - v|

@J Save /Update | Q Cancel/ Return

Select the
"Export/ Report Type”
from the list

c. Once the “Export / Report Type” is selected additional export configuration fields will appear. Enter
the required and desired optional information to define the export. Notes: Required fields are

indicated by an asterisk (*).

Coordinator Role Export Fields

Note: If left blank the export / report type label will be used.

Req Field Description
Language PLACEHOLDER FOR FUTURE FUNCTIONALITY
Export Label Establishes a customized name for the export when viewed on the
Dashboard.

£ 3 Allowed Formats

Denotes the available file format option(s). At least one format must be
selected. Follow the steps below to select:
e Inthe ‘Available Export Formats’ box highlight the format(s) you
wish to allow

e Click the Hicon to add them from the ‘Selected Export Formats’
list
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Coordinator Role Export Fields

Req Field

Description

Allowed Columns

Establishes what fields will be included in the export. Configuration varies
based upon the type of report selected. Refer to the documentation on
Exports for information on configuring exports and flexports.

Note: The field name will be listed as “Customize Columns” if a “flexport”
is selected as the Export / Report Type.

Displayed Filters

Denotes which filters / data queries will be accessible via the dashboard —
check the box next to the desired filter names to activate them.

Note: By default the filters are ‘inactive’ (unchecked).

Default Filters

Establishes the default data filters /queries that will be applied to the
export and cannot be changed by the coordinator on the dashboard — to
activate check the box next to the desired filter name then enter the desired
default value.

Note: By default the filters are ‘inactive’ (unchecked).

Note: If the filter is included as an active “Displayed Filter” the coordinator
will be able to override this default prior to generating the export. If the
filter is inactive then this filter will be applied each time the export is
generated.

Click “Save / Update” at the bottom of the page to save your export.

13|Page




Dashboard

i: Option Sets (Northern Technologies)
oordinator [=?| Documentation ackages
Coordinator {=7| D tat Packa;
SAMPLE COMPLETED EXPORT PAGE
Language  |English ~
Export / Report Type Donor -
Export Label Non-participants +
Allowed Formats ‘Available Export Formats Selected Export Formats
Tab Delimited
B/ excer 2003+
Allowed Columns Include only selected columns [
Available Columns Selected Columns
Campaigniiumber ~ FirstName
Campaigniame LastName
StartDate WeorkEmaziladdress
EndDate 3| DateLastloggedin A
OrganizationHame CoordinatorHierarchyLevalName
OrganizationHumber
OrganizationWebsiteURL &
OrganizationEmailAddrass
CompanyName
CompanyAccountiumbear =
Displayed Filters
[ Coordinator Level
[¥ Dener Properties
[ bonation Properties
[ rayment Type
[ penation Status
[ recognition Pragram
Default Filters
[y Payment Type
By Donor Properties
[CJey Denatien Properties
[¥] By Participation Status
Participated Oal OHas ®Has not
[Jey Recognition Pregram
@) saveiupdse cand Click "Save [ Update™
to save your settings

e. Repeat steps a —d to create additional exports.

4. Add Coordinator Option Set to Company Option Package

Once created the Coordinator Option Set gets bundled into a Company Option Package. This package, and

the Coordinator settings contained within it, can then be associated with one or more campaigns associated
with that company.

Company Option Packages are set up at the 'ﬁ.l Cempani=s |avel. Follow the steps below to associate the
Coordinator Option Set to a Company Option Package:

1. Click the I next to Option Sets to expand the navigation tree.

2. Click Packages to access the Company Option Packages page.

l4|Page



Dashboard

+114 Organizations

Elﬁ1 Companies

H-ABC Corp

[#-Alpha Corp Demeo 2
[El-Merthern Technologies

£

[=-Option Sets

[#-Matching Grants

H-Importing

[H#-Southport, Inc.

----- Contacts

..... Company Levels
----- Coordinator Levels
----- Functicnal Levels

----- Pay Periods

Expandthe
Navigation Tree, then
click "Packages”

AJ

----- Donors

----- Tools

t-Reporting

Click “Add a new option package”.

Rl Add anew option package

+—|—

:: Option Sets (Northern Technologies)

§J Q % Coordinator Documentation gPaCMQes

Click "Add a new option
package" to create a new

Code

Si:e

Name

g company option package |

=3

Enter the required and desired optional information to define the Company Option Package. Note:

Required fields are indicated by

an asterisk (*).

Coordinator Role Fields

Req Field Description

* Code This is the code associated with the company option package.

* Name This is the name that will be used to identify the company option package.
Description Can be used to provide additional details.

* Coordinator Set Denotes the Coordinator Option Set associated with the Company Option

Package — select the Coordinator Option Set from the drop down list.

Documentation Set

ADVANCED FUNCTIONALITY - This setting does not impact the configuration
or use of the Dashboard. This is additional functionality for use by FrontStream
in conjunction with Where Raised Reporting.

Default

Denotes if this Company Option Set should be used as the default setting for
campaigns managed under this company — only check this box if this option set
is to be the default for all campaigns.
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5. Click “Save / Update” to save your settings.

i: Option Sets (Northern Technologiel

SAMPLE COMPLETED

8] @@ & coordinstor (7] Documenta COMPANY OPTION PACKAGE
Code *

Name |NT Company Option Package | *

Description | Select from list to

Coordinator Set

| Coordinator Option Set \j

Documentation Set |- sele

ocumentation option set - v

Default

Click "Save / Update"” |

to save your settings

<

associate the
Coordinator Option Set

5. Associate Company Option Package to Campaign
Once created the Company Option Package needs to be associated to the Campaign. This is done in the

@ N
Campaign Settings located at the d’“ C2mMP2Ians oy,

1.

. o . L
Click #" Came=ians on the Navigation Tree to access the ** Campaign List

-
Locate your campaign in the list then click the "d icon next to the campaign name.

From the campaign profile page, click the gj icon to expand the Navigation Tree.

Click “Settings” to access the Campaign Settings page.

ﬁ Crganizations
E1 Companies
E?‘ Campaigns

= Campaign Managernent

E-Alpha Corp [ALFHA_DEMO]

---Demo Campaign [DEMOZ2]
---Fa',.'e's test campszian []

|é|---|"lorthern Tech_z010 [NTZ20

----- R.egistration

----- Designation Panels

Expand the
Mavigation Tree, then
click "Settings"

[#-Emzil

[F--Donor Groups
F-Importing
[-Websites
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5. Set the “Company Option Package” to the company option package containing your desired
coordinator option set.

:: Campaign (Northern Tech_2010)

§J @J@_i] _:7‘ Campaign E Settings |_7f9’ Registration Designation Panels =l Email ug
Settings

Start Date 9/1/2010

End Date 12/31/2010

Estimated Potential Donors 5000

Estimated Online Respondents 2000

Estimated Batch Respondents

Align Donors By Home Zip Code
Option Package Truist Default Option Package
Reporting Qntian Rack SOV Select the Company
= o [l Northorn Tech G P —— 41 | Option Package from the
ompan Ion Fackage o] ern | ecl ompan Ion Fackage -
PRV e g PeTY P = drop down list.
Designation Match Election Optom Set TR
Direct Match Reguest Option Set - zelect - W
Currency United States Dollars v
Default Donor Group A ] [ none ]
Donors May Custom Align |

6. Click “Save / Update” at the bottom of the page.

6. Assign Coordinator Role to Donor

Donors that are also Coordinators for the campaign are assigned a Coordinator Role, Reporting Coordinator
Level and optionally a Summary Coordinator Level. These coordinator settings taken together define the
donor’s Dashboard user experience and available data.

e Coordinator Role: A set of permissions that determines the summary data, exports and email
capabilities available to the coordinator via the Dashboard. See Step 3: Configure Coordinator Roles
above for additional details.

o Reporting Coordinator Level: The highest coordinator level code that a campaign coordinator is
responsible for. The campaign coordinator will be able to view summary level campaign details as
well as donors associated to this coordinator level and its children. A coordinator may be assigned
multiple reporting levels.

e Summary Coordinator Level: Allows coordinators to view summary level campaign numbers for
selected coordinator levels without the ability to report on them or email them. A coordinator may
be assigned multiple summary levels. Note: The summary coordinator levels cannot be the same as
the reporting coordinator levels. If added via OPPS Admin or donor import, the coordinator cannot
modify the Summary Coordinator Levels they see.

[ . —
These settings are configured at the & C=MPINS |4yel and can be set manually via the Donor Settings
page or via a Donor Import file. Below are step-by-step instructions for manually setting the coordinator
settings.

17|Page



Dashboard

Note: For companies with a large number of coordinators it is recommended that the Coordinator Settings be
established via a Donor file import. The associated fields in the Donor file are: #69 — Coordinator Hierarchy
Role Code, #77 — Coordinator Hierarchy Reporting Code, #95 — Coordinator Summary Code. Refer to the
Donor Import file specification and file import help documentation for additional details.

1.

Click #" Came=igns on the Navigation Tree to access the ** Campaign List

[
Locate your campaign in the list then click the i‘ icon next to the campaign name.

From the campaign profile page, click the %J icon to expand the Navigation Tree.

Click “Donors” to access the Donor List page.

B
B
B

=

:|..=

> ®™

- §2% Organizations
-l companias
]?‘ Campaigns
Ipha Corp [ALPHA_DEMO]

emo Campaign [DEMO2]

=ye's test campaign []

é---Northern Tech_2010 [NT2010]

--Settings
...Registration

--Designation Panels

[#-Email

~-Usars

--Payments

--Tools

f-Doner Groups

Expand the Navigation Tree,
then click "Donors”

t-Importing
¥-Websites
i-Batches

H-Reporting

--Special Events

Click the &

icon next to the donor name for which you wish to grant Dashboard / Coordinator access to
access the Donor Settings page.

++ Donor List

| Associate donors |§§] Disassociate selected donors  [fip] Add a ne

Sea

w donor

rch Donors

Identifier ||

Mame

FT|

[ excact match

[ exact match

[ show advanced search options

Search

Click the " Settings™
icon to access the
Donor Settings Page

[] 1dentifier . Name
[ 1234
3=

Ci y Level C

Smith, Jennifer

iy Pay Period Donor Group

Default

N\
Donated  Active \

no yes

REQ I HP
S e —

Associate the donor to a “Coordinator Role”.
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7.

8.

9.

Dashboard

a. Click the &7 icon to view the list of available roles.
b. Highlight the appropriate role with the Coordinator Roles box.
c. Click “Select” to save your selection.

Associate the donor to the appropriate “Reporting Coordinator Level”.

a. Highlight the appropriate level(s) in the ‘Available Coordinator Level’ box
b. Clickthe B icon to add them from the ‘Selected Coordinator Level’ list

If applicable, associate the donor to the appropriate “Summary Coordinator Level”.
a. Highlight the appropriate level(s) in the ‘Available Coordinator Level’ box
b. Clickthe Eicon to add them from the ‘Selected Coordinator Level’ list

i: Donor (1234, Northern Tech_2010)

Campaign Settings

Dooo o & (%] Default
Coordinator Role ] (%] [CC] Campaign Coordinator
K Coordinator Roles
Step €

(CM) Campaign Manager

§J @Q Y Donor g Settings E Registration % Variables %Donations Acknowledgement % Company Cust|

il C i Levels Selected Coordinator Levels
Step T I (Atlanta) ALl {NE) Northeast Regisn
x -
Reporting Coordinator Level
- <]
Available Coordinator Levels Selected Coordinator Levels
) At (=5
c M) Mig
Summary Coordinator Level
<]
Step 8 i

Distributing Organization & X [ inherit frem campaign ]
Date Terms and Conditions Accepted

Click “Save / Update” at the bottom of the page to save your settings.

7. Assign a Default Coordinator Level to Campaign (Optional)

A default coordinator level can be assigned to a campaign to automatically align a donor either via import

or self-registration to a Coordinator Level.
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Dashboard

- P
Set the Default Coordinator Level this is done in the Campaign Settings located at the l" Campaigns

level.

P o .. . .
7. Click & S=2mP=isn= op the Navigation Tree to access the ** Campaign List

o
8. Locate your campaign in the list then click the -"‘ icon next to the campaign name.

9. From the campaign profile page, click the g‘ icon to expand the Navigation Tree.

10. Click “Settings” to access the Campaign Settings page.
= Campaign Managernent
ﬁ Crganizations

E1 Companies

El.?‘ Campaigns

; Alpha Corp [ALPHA_DEMO]

Demeo Campaign [DEMOZ]

Faye's test campaian []

Expand the
( ----- Settings 4 NavigatiijonTree,then
..... Rogeaaten click "Settings"
..... Designation Panels
[#-Emzil
----- Users

H-Donor Groups
- Importing
[-Websites
11. Set the “Default Coordinator Level”

a. Click the [£ icon to view the list of available Coordinator Levels.
b. Highlight the appropriate coordinator level with the Coordinator Level box.

c. Click “Select” to save your selection.
Currency |United States Dollars V|

Default Donor Group | Direct Match DG

Default Coordinator Level @ [ none ]

Coordinator Levels

(NPW) West

| |

Nanars Mav Custom Alion [l
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Dashboard

12. Click “Save / Update” at the bottom of the page to save your settings.

8. Associate Donors with Coordinator Level
Donors must be assigned to a Coordinator Level in order to be included in the Dashboard reports. Donor can
be assigned to a coordinator level via a donor import, manually via Donor Settings page, or by setting a
Default Coordinator Level in Campaign Settings. See step 7 Assign a Default Coordinator Level to a
Campaign (Optional) for more information on assigning a default coordinator level.

The Donor Coordinator Level can be set at either the & C=mP=ians op Bl companies level. While the
Coordinator Level can be set manually via the Donor Settings page, associating donors via a Donor Import file
is highly recommended as it is more efficient.

To associate the donor to a Coordinator Level the corresponding “Coordinator Level Code” should be included
as field #38 — Coordinator Hierarchy Level Code in the Donor Import file. Refer to the Donor Import file
specification and file import help documentation for additional details.

If you wish to view or edit an individual’s Coordinator Level, you can do this via the Donor Settings page

[ B - =t . . .
located at either the # Camepaigns ¢ ﬁll Companies |aye|. Below is a screen shot showing that setting.

:: Donor (1234, Northern Technologies)

§] _@JQ ’ﬁ’ Donor ; Settings % Fields %Donations

* = required

Account
User Name j=mith
Password (XTI T1] (no value)
Confirm Password teenen

Required To Change Password At Next Login ]

Settings

Company Level A X no
@Level & [X| [New York] New York

Functional Level

Coordinator
System Administrator User Name

Donaor Ceiling Override

Salary

Company Pay Period
Hourly Pay Rate (§)
Annual Salary (§)

PTO Hourly Rate ()

&) & | none |

& [X|[ none ]
] [X| [ none ]

(26) Bi-weekly w
(no value)
(no value)
(no value)
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Dashboard

This screenshot is taken from the company level donor view. The view at the campaign level will be different.

When using the optional Default Coordinator Level donors that are not aligned to a Coordinator Level as
outlined above are aligned as follows:

e In a self-registration campaigns the donor is associated to the Default Coordinator Level upon
completing their online registration.

e Imported donors are associated to the Default Coordinator Level at time of import if field #38 —
Coordinator Hierarchy Level Code in the Donor Import file.

e Donor manually associated to the campaign that have not been aligned to a Coordinator Level will be
associated to the Default Coordinator Level upon submitting a pledge.
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