How An Admin Can Review Donation Requests

Select to Review Donation Requests

To review donation requests, you may either click on "Donations" from the drop-down menu below
"Administration",

Or you can click on "Click Here" from the welcome banner.

Simple. Relational. Innovative.

for visiting our employee volunteer platform. Here you will find tools to help you
m erence in your community! Use this site to log volunteer hours, learn about new
and find out how we're working together to support of community.
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E You have 4 "New " donation requests@§Click here §o review them.
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Search Donation Requests

Here you can filter down to see which requests are:

- New

- Denied

- Ready for Payment
- Paid

After clicking on the status, make sure to click on "Search".

*Some companies may have additional statuses for their requests.

!

Simple. Relational. Innovative.
PROFITS4PURPOSE
Home MyDetalls Administration  Logout (2 Faas

Manage Public Donation Requests

I Requests Donations Setup

Search Add Request

Status

(] Use the current rg
Start date Ready for Payment @’5 (e.g. 0T/18/2011)
Paid

End date By (eg.07/18/2011)

Additional Conditions

+ Add new condition W
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View Donation Request Detail

Click on the donation request to view the detail and to update it's status.

Status ‘ New R

[C] Use the current reporting year

Start date | | By (e.g.07M8/2011)

End date | | By (e.g.07118/2011)

Additional Conditions

+ Add new condition W

Donation Requests ¥ SO N RSl Mail Merge

1D NON-PROFIT & SUBMITTED & NEEDED 4

Jan. 16, 2013

() 31022 Rady Children's Hospital Sep. 08, 2014

(] 31023 Boys and Girls Club Jan. 25, 2013 Jan. 01, 1870 New

() 45499 2013 American Cancer Society / Relay for Sep. 17, 2013 - MNew
Life Team Kent State

() 45500 2013 Relay for Life Bradford County Sep. 17, 2013 - MNew

Goto: 1 Show rows: 100 | 14dofd | « | »

How An Admin Can Review Donation Requests Page 3



How An Admin Can Review Donation Requests

Review Donation Request and Update Status

From here you can view the detail of the donation request. If you would like to change the status of
the request, once approved or denied, click on the below field.

And then click on "Save Changes".

1D NON-PROFIT & SUBMITTED & NEEDED a STATUS

Close

m Delete This Reqguest

Email: | ryan@profitsd purpose.com |
Status: Last Status | 06/03/2013
Change: | J Save Changes
SUBMITTED: 01/16/2013 5 NEEDED: | 09/06/2014 *
Cancel
1153
Description: We volunteered at the event across the street.

Export to: E;:

Recipient Inffo Notes Additional Info Donated Items Mail Merge

Non-Profit Rady Children's Hospital Q

L View this non-profit's donation history

Can't find your non-profit Click here to add a new one.

Contact Luke Harmon R
First Name Luke
Last Name Harmon
EMAIL luke@profitsdpurpose.com
Phone 2532241872

[ P T Y AND bl sk
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Review Mail Merge After Making Status Change

After changing the status of the donation request, a mail merge will automatically be created. You
have the ability to change the email as you wish. Once it looks just as you would like, click on "Send
Email".

If you do not want the requestor to be notified of the status change, select "Skip Email".

]

Subject:

Status change on your donation request

H a | B - Paragraph - Font Family = Font Size -
Xa@| [iE-i=- | |9 oo Bm | A2~
o | | |—Ix x[Q2© H

Hi Cali,

Congratulations! We are pleased to Inform you that your donation request has been approved. We know how Important your
charity organization Is to you and recognize that your hard work and time will benefit a great cause.

We will process the order within the next 10-15 business days. Please note that If this s a local event, your check will be ready
for pick up at our main lobby.

Path: p Words:73 y

Add CC or BCC

Send Email Skip Email
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Export Donation Requests

If you would like to export your donation requests, click on the "CSV", Excel, or Adobe file icon.

Search Add Request

Status ‘ New R ‘

(] Use the current reporting year

Start date | | By (eg. 07/18/2011)

End date | | By (eg. 07/18/2011)

Additional Conditions

+ Add new condition v

=N

Donation Requests ¥ Sl o8 | 24 | Mail Merge
ID NON-PROFIT & SUBMITTED a NEEDED a STATUS
O 31023 Boys and Girls Club Jan. 25, 2013 Jan. 01, 1970 New
() 45499 2013 American Cancer Society / Relay for Sep. 17, 2013 - MNew
Life Team Kent State
() 45500 2013 Relay for Life Bradford County Sep. 17, 2013 - MNew
Goto: 1 Show rows: 100 ~| 130f3 [ 4 || »
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