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Paper Pledge Forms

Many companies choose to have a blended campaign – that is in addition to having donors login

to the website to pledge, they offer traditional paper pledge forms. While it certainly is faster

and more cost efficient to have everyone give online, perhaps you have a subset of employees

that do not have access or do not feel comfortable using a computer.

It is the company’s decision whether to enter those pledges into the eWay tool or manually track

those donations. Our recommendation is to enter that information into eWay. That way, when

your payroll file, reminder emails or reports are prepared you have the complete picture.

Two options for entering these pledge details exist:

1. Impersonating the donor – small number of cards to enter

2. Creating a batch of donations – large number of cards to enter

Impersonating a donor

This is new functionality made available to ECCs for the 2008/09 campaign. It can be used when you have just a few cards to enter.

Logging in as the donor themselves is never appropriate, as it breaks the audit trail of a

transaction. In that scenario, there is no way for us to know if the donor actually made the

pledge or if the ECC used the donor’s credentials to login and give.

Impersonating the donor, however, will show on the donor’s transaction with the user name of

the ECC, allowing us to accurately reflect what really happened.

Note: unlike creating a batch in QPPI – impersonating the donor and creating a donation WILL

automatically send the confirmation email to the email address on record.

To impersonate a donor:

1. Login to the administrative site at https://admin.united-e-way.org using the credentials


provided.

2. Click the “+” symbol next to “campaigns”

3. Click the “+” symbol next to the name of your campaign

4. Click on the title “donors”

5. From the donor grid, search by either “identifier” (commonly the same as the employee


id) or “name”.

6. The last icon to the right on the grid is the “Impersonate a Donor” icon [image: image2.emf] (If this icon


does not show please contact your administrator for permission.)

7. Clicking this icon will open a new browser session and you will be automatically logged in


as the donor for which you wish to make a donation.

8. Follow through the pledge experience to enter the pledge type, donation amount,


designation and acknowledgement information as seen on the paper pledge form.

Note! Making a pledge through Impersonate a Donor will send the confirmation email

automatically.

9. It is important to click “logout” at the end of the pledge experience. (Not just closing the


browser.) Failing to do so will keep an open version of that employee’s session in your


browser. You will not be able to login as either yourself or another donor until your cache


is cleared or time expires. Logout will clear the cache immediately so you can continue


working.

10. Repeat the process until all pledges have been entered.

Creating a batch of donations:

1. Login to the administrative site at https://admin.united-e-way.org using the credentials


provided.

2. Click the “+” symbol next to “campaigns”

3. Click the “+” symbol next to the name of your campaign

4. Click on the title “batches”

5. The batches grid is made up of three sections:

a. In Work – those that have been created and pledges are being entered

b. Approval – pledges have been entered and need to be verified and approved

c. Completed – batches that have gone through the process and are available for



viewing

Adding a new batch:

6. Click “add a new batch”

7. Under “use template” select the template that has been created for your campaign. (If


none shows contact your administrator.)

8. The information you will need to change is the code for the batch. (Cannot use the same


code twice.) The batch code will show in the donor’s transaction for reference later if


needed. We suggest that you use the date and the initials of the person entering the


batch (ie: MK11-3-08).

9. When complete click save/update.

A batch is the online equivalent of an envelope full of campaign paper pledges. It can remain

open so pledges can continue to be added. Please note that the pledge does not show on the employee’s record or any reporting until the batch is closed. For that reason, we suggest

completing the batch after a good number of cards have been entered or for some larger

campaigns at the end of each day. Especially if drawings or reports are created each day

throughout the campaign. Until the batch is complete, the donor may still receive reminder

emails, not be eligible for prizes or continue to show on outstanding pledge reports.

Entering pledges:

10. click on the “donations” header

11. click on “add a new batch donation”

12. Search for the donor’s record by either the company donor identifier (commonly the same


as the employee id) or the donor’s last name. If only one match exists you are taken


automatically to the data entry screen. If more than possible employee has the same last


name, you will have an option to select the appropriate account.


Note: if a transaction already exists for the donor you will see a warning message.


Please go to the donor’s account and check to make sure that you are not entering a


duplicate. Often times a donor will give online but also fill out their paper form. It does


not need to be entered if the donor has already given.

13. If available please enter the address information for the donor. It is important for


acknowledgements that a donor requests from the agency of their choosing and/or


sending the impact card if a donor qualifies.

14. Choose the payment type of the pledge – the screen will refresh to present the


appropriate data elements based on that selection

15. For payroll deduction please use the following:

a. Payment type: payroll deduction

b. Amount: please enter the TOTAL of the contribution and not the amount per pay



period

c. Amount type: dollars

d. Billing Frequency:

i. Per pay period: to be deducted equally from all pay periods

ii. One time – the donor has opted to take the entire deduction out of the first



      pay period


NOTE: at this time we do not support deductions taken from any number of


pay periods other than one or all. If you receive a card that reads for


example $10 x 5 pay periods you must inform the donor that the $50 will be


paid during the first pay period or equally amongst all pay periods. If you


have a donor that is paid monthly, please do not select monthly as the billing


frequency. Use the “per pay period” option, as while the numbers are the


same you will want all of the codes to match in the file imported to your


payroll system after the campaign.

e. You have the option to enter the designations by dollar amount or percent of the



total donation. Place the amount or % in the amount field and enter the code of



the agency (you will have a chance to check your code.) Note: the eway system



can only store up to 8 designations per donor. If a donor has more than 8



designations, it is ok to enter the donation with the total gift going to United Way



(account number 13439) and provide the details to your administrator for entry into



our fundraising software which handles the payment to the agencies.

f. If a code is not provided, aka a “write-in” designation is desired you skip the code



field and enter the name of the agency in the name field (you will have a chance to



provide more details in the next step)

g. Enter the answers to the acknowledgement questions – pay special attention to



the phrasing of the question. Often times the questions online are asked in the



reverse of the question on the pledge form.

h. Click “verify” after all has been entered.

i. The screen will refresh and the names of the agencies or details for the write-ins



agencies will be pre-filled. Please enter any further details and check the



agencies and click “save/update”.

j. Repeat until all pledges have been entered and the batch is ready to be closed.

16. Check your work

a. At any time during the batch or after all entry has been completed you can go back



to the donations tab and see the names and gift amounts of each donation that



has been entered. It is particularly important that you look at the gift amounts of



payroll deductions as the number one mistake is confusing a total gift with an



amount per pay period.

b. When complete, click on the “batches” item from the left column menu

c. The batch will read “checked out: username”. You must check the batch in by



clicking the first icon after the name. [image: image3.emf]
d. After the batch is checked in you will check the approval icon [image: image4.emf]
e. Doing so makes the batch drop down to the approval section

17. Approving a batch

a. Run a calculator tape of the pledge cards in the batch so you know the number of



transactions and the total dollars expected in the batch.

b. Click the “inspect batch” button [image: image5.emf]
c. If the totals match exactly, click the “approve” button

d. If not, click the “reject” button and the batch will move back to the top of the screen



in the “in work” area. Go through the donations until you find the source of your



error – correct it and repeat until you can safely approve.

e. Once approved the final step is to click the “submit for processing” icon [image: image6.emf]
f. At that point the batch is complete. The batch, much like a report, will go to a job



queue. It will show a status of Queued(#), Processing or Completed. When



complete it will drop down to the bottom of the screen and at that point all pledges



will be reflected on the donor records. Pledges entered in batch do not



automatically send confirmation emails to the donor.

Note: sometimes a pledge will end in error. If that were the case, it most likely means

that a similar pledge has already been made on that donor’s record. When it happens

a batch will show “in work” that has the word exception associated with it. It behaves

the same as any other option batch, you can go to the donation tab to research the

donation and see the error that it caused. If the problem is a duplicate you can delete

the transaction from the batch, at which time you will be able to delete the exception

batch as a whole. It will only stop the records with questions; the other transactions

will have made it through.

Please keep all paper pledges together and at the end of the campaign give them to your

Loaned Executive or eWay Administrator. United Way goes through each pledge to verify the

data entry and stores them for a number of years to help with donor requests.

While this looks like a lot of steps, once you have created batches you can enter them relatively

quickly. As always, if you would like a United Way representative to train you we can do so with

a visit or over the phone. Please call your administrator to set-up a time.
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