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Pre-Event

What training videos and documents should be reviewed prior to the event?

1.
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For events linked to an auction, this guide provides an outline for creating and
managing the auction and the event.
https://support.donorview.com/en/support/solutions/articles/2000236081-auction-

event-guide-and-checklist

Event Training Videos

a.

e 2 0 O

—h

g.
h.

Single Day Event Setup - https://vimeo.com/736154790/28f017a613

Event & Attendee Questions - https://vimeo.com/732471168/ab2a288419
Event Summary Grid - hitps://vimeo.com/735773292/a2775b4c3a

Events Detail Grid - https://vimeo.com/736213633/4644b47beb

Event Attendance Grid - hitps://vimeo.com/728826049/8dfe?b27d3
Event Table Assignments - hitps://vimeo.com/741142781/7d79d8b5%1
Event Group Assignments - https://vimeo.com/735850438/5b93b0c7a7
Event Auto Reminders - https://vimeo.com/722260141/aa62e84e84

Event Support Articles - https://support.donorview.com/support/solutions/9000074823

Auction Training Videos

a.
p.

C.

Auctions - https://vimeo.com/439042880/7109664929d
Auction Events - https://vimeo.com/758810143/81048565e8

Text2Bid - https://vimeo.com/290883430/béc31fbe?0 (silent but shows how
texting works)

Auction Support Articles -
https://support.donorview.com/support/solutions/20001 14520

Credit Card Swipers & Mobile App

a.

b.

S$700 Terminal User Assignment- https://vimeo.com/1124262653/1ec26b5d98
i.  S700 Auction Checkout https://vimeo.com/1123645497/0bfbc8710a
i. S700 Event Checkout https://vimeo.com/1123344172/1ebb4e7b4d
ii. ~ S700 Donation Checkout https://vimeo.com/1123312889/40b5fbba05
Mobile App - iPad:_https://vimeo.com/738265241/450ca22c8a
i.  New Stripe Swiper - https://vimeo.com/1024079232/ec8%adabb3
i. 1D Tech Swipers - https://vimeo.com/1024081097/a09b8ceeed
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7. Donor Portal - Constituent/Donor Portal - https://vimeo.com/197283655/e26186c271

a.

Some auction participants may encounter issues logging in to their donor
portal account. You can see all the most common issues and how to
address them in this support article:
https://support.donorview.com/support/solutions/articles/2000218757-how-
can-i-help-a-donor-who-has-trouble-logging-in-to-the-portal-

Software, Mobile App & Portal

What are the differences between the cloud-based version of the DonorView software platform, the
mobile app, and the donor portal?

1. The cloud-based version of DonorView software is accessed via a browser like
Chrome or Firefox typically using a laptop or desktop computer.

a.

d.

The software platform allows access to all of the back end features of the
software like building and managing the event registration, auction and
donation pages.

It is also where you can update guest information, record auction add-ons,
and manually check-in and check-out guests.

Some activities performed during an event can only be done using the
software platform.

You can sync the §700 Terminal to the platform for credit card processing.

2. There is also a mobile app version of the software called DV Connect available from

iTunes.

a.

The mobile app is a pared down version of the software platform and has
limited functionality compared to the desktop/laptop software.

The same email and password is required to login to desktop version and
the mobile app.

The mobile app is not currently available for Android devices.

d. The mobile app can be used at events to check-in guests, sell tickets and

other items, and swipe credit cards to store in a constituent’s account.

3. The Donor Portal allows the donors or bidders to access their own information and
manage their own accounts.

a.

b.

The portal is an integral part of the online auction process as the bidders
must have a portal account with a credit card in their account in order to
place a bid online or via text.

The auction module is activated in the donor portal when an online auction
is created, and the donors have the ability to update contact information
and credit card information.

Unless the advanced portal features are activated, donor portal activities
are limited to just the auction and contact information.
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How do | set up users to help at the event?

1.

An admin user will need to send new user invitations to the personnel supporting the
event that will need access to the back end of the software or use the mobile app.

An overview of Donor View User Management can be found in this video
https://vimeo.com/855057481/b5e75d53ea

Invite User

Email Confirm Email

marysmith @gmail com marysmith@gmail.com

Grant Admin Access Has Bank Authority Grant Mobile Access

Mobile App Kiosk User Copy Security Settings From

National User? Site/Chapter

Select Sites/Chapters...

Can a DonorView User be logged in to multiple devices at once?

1.
2.

Yes, the same DonorView user credentials can be logged intfo multiple devices.

It is recommended that only non-admin users IDs be shared at the event.

Can a DonorView user have the same login for the backend software and the donor portal?

1.
2.

Technically, yes, however a different browser must be used.

If you use the same email address to login to the software platform and the portal
and are using the same browser, you will be locked out of the backend of the
software platform and will need the DonorView support team to unlock your
account.

To prevent issues with login, it is strongly recommended that a different email address
be used to login to the software platform and the portal.

Using two different emails — one for managing the back end of the software and one
for logging into the portal as a donor — will allow you to use the same browser,
however as soon as you log in to the portal, you will be logged out (but not locked
out) of the software platform.

For best performance, use one email address fo login to the back end of the
software platform, then open a new browser (not just new browser tab) or incognito
tab and access the portal using a different email address.
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Swipers and Terminals

What kind of credit card swipers and terminals are available for DonorView?

1.

There are two kinds of credit card swipers, one that only works with the DV Connect
mobile app and another, the S700 Terminal, that works with the regular platform.

The swipers that work only with the DV Connect App, Stripe M2, are shown in this
video https://vimeo.com/1024079232/ec89adabb3

There is also an older version of the swipers for the DV Connect App, the ID Tech, and
it is shown in this video: https://vimeo.com/1024081097/a092b8ceeed

The swipers that sync directly with the platform for auction checkout, S700 Terminals,
are shown in this video https://vimeo.com/1123645497/0bfbc8710a

You can also learn more about the various kinds of swipers in the support articles
here: https://support.donorview.com/support/solutions/2000117840

Can | check out auction winners using the Mobile app?

1.

The mobile app can only check out one item a time and requires the credit card to
be swiped for the checkout.

It is easier to use either the batch processing feature of the Bid History Grid or use the
Auctions grid for individual checkout.

Can | use a different swiper than the ones provided by DonorView?

No, only the swipers provided by DonorView can be used because they are specifically
programmed to work with the encryptfion and security features of DonorView.

How do | get the swipers and how much do they cost?

1. Swipers need to be ordered from DonorView prior to the event by sending the
request to support@donorview.com.

2. You have the option to purchase or rent the swipers and the support team will
provide the pricing when requested.

3. There is a deposit required for renting and when the swiper is returned, the
deposit will be refunded.

Do the swipers work automatically?

1. Mobile App Swipers:
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a. Swipers that sync with the mobile app need to be paired via the
Bluetooth settings on the device.

b. Note that swipers should be synced with just one device.

c. The swipers have about a four hour battery life, so be sure they are
fully charged and bring a charging cable for longer events.

2. S700 Terminals:

a. Once set up for your organization and a specific user, the $700
Terminals do not require Bluetooth or other pairing.

b. You will see an option to select the Terminal as the payment method
when processing auction checkout or event purchases or donations
from a DonorView page.

Constituent Records and Bidder IDs

Why are duplicate records formed when someone is registering for the event?

1.

Duplicate records are formed when the constituent uses a different name or email
address than the one that is already on file in the database.

To manage attendees, it is helpful fo understand how duplicate constituent records
are created and the importance of the primary email address for constituents when
using the donor portal and online auctions.

By default, the software will create a new constituent if the combination of First
Name, Last Name, and Email is unique.

With the default settings all three fields must match exactly in order to link a
fransaction to an existing constituent record.

Some organizations will elect to create new constituents on Last Name and Email
fields only, or the Email field alone.

The benefit of removing First Name from the duplicate check is that spouses can
share the same record or someone with a name like Robert can enter their name as
Rob, Robert, Bob, Bobbie, or any other nickname and sfill be linked to their
constituent record with just their Last Name and Email.

7. The options set up for the organization can be found in the menu under the

organization name, under the Account menu, then the Settings menu.
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@ | ) Workspace v T v Helping the Kids v < NN
1 Account ID: 121018418
Account Settings
Support Plan: Essential
|Zatior : Support # 508.205.0243 v
Seftings = Account
I s A
Social Media Users
- i Portal Info

Manage Picklists gilling Motification Emailis) Bank Information

Select picklis v Text Messaging Activity & Billing

aved Cards B Accountin
Recognition Name Format Source Name Format Gifts History Default Days Include Soft Credits In Gift Calculatio. Saved Cards g r
- Renewal
Last Name Comma First Name v First Mame Last Name v 5,000 : 5 Refund Status enewls
. NO
Membership Renewal Grace Period Date to Use in Gift Calculations QuickBooks Customer Name Format Do you use sales tax In QuickBooks? Use compound entry In QuickBooks? Show Non-Binary In Gender Dropdown?
(Days)
Date of Gift ~ Recognition Name v NO NO

90 v
Please select the fislds that should be used when determining if the constituent record already exists. This logic is used for any online transaction: ated by constituents. The Last Name field is for the best resuits when checking for existing records.
If they submit an email address, then v Last Name First Name
use:
If they do not submit an email o First Name
address, then use:
If they do not submit an email | First Name
address or Address, then use
Please select how the software should handle the entry of a new mailing addresses for or by an existing Constituent through an online form. This rule would only apply to Constituents who already have a default mailing address on file in their record

How are Bidder IDs assigned?

1. Bidder IDs can be created two ways:
a. As an attendee at an event linked to an auction.

b. By a constituent registering for the auction from the auction page.
2. Bidder IDs are only assigned to unique constituents.

3. Two different constituents cannot share the same Bidder ID.

What happens if a person bidding has a duplicate record and two bidder IDs?

1. There is no problem with a person having duplicate constituent records and/or
multiple Bidder IDs.

2. They can still bid on the auction; however, they may need to re-enter their credit
card if they used a different email address to purchase their event tickets than the
one they used to create a portal account.

Do | have to merge duplicate records at the event?

1. No, duplicate records can be merged after the event, there is no urgency fo merge
them at the event.

2. If you decide to merge them at the event, be sure to keep the constituent record
that has the portal account as the master record.

Can constituents who share an email both create a portal account with the same email?

1. No, Every portal account requires a unique email address.
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2. Constituents cannot share an email address and have separate donor portal

accounts, even if their names are different.

How can | make sure the portal account matches a constituent record already on file?

The donor portal login must match the first name, last name, and primary email
address for the constituent in order fo link to an existing constituent record.

If a constituent creates a donor portal account using a different email or name than
the one that is already in the database, a new constituent record will be created
that is tied to that portal account.

As described above, the donor will be able to do their online bidding, but you may
need to take special care at checkout if they used another bidder ID for a paddle
raise or other add-on item.

Credit Card Collection and Online Auction Registration

How do | collect credit cards prior to the event?

2.

Q. Search

47 Actions ANNUAL GOLF EVENT A Check-in all at 518 ® Undo check-in Check-outall at  s1a ® Undo check-out

Prior to the event credit cards can be collected, and bidders can be pre-registered
for the auction by contacting the event attendees from the Event Attendance grid.

The Event Attendance grid includes a column, CC on File, which indicates if the
event aftendee has a credit card on file. This column may be on the far right side of
the grid.

a. Aredicon indicates there is no card on file.

b. A green icon indicates there is atf least one credit card on file. Hovering over
the green icon will reveal the last four digits of the card and the expiration
date.

Helping the Kids v @JJ v

R R R R E

8 0 0 0 O o0 0 0 adad o a
[ N TR < N < T T < IO < U < N < TR < IO < I < IO < IO e
4

[¢]

I

3.

If there is an email address for the attendee, be sure it is a unique email address for
the attendee if you are having an online auction and text-2-bid.
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4. Right click (or control CTRL click) on the credit card icon to open the constituent’s
Payment Options tab in their record.

5. Each credit card update request must be sent individually. There is currently no way
to send this as a batch due to encryption requirements for the update links.

6. Click on the green Send Update Request to generate an email to the constfituent to
request that they add a credit card to their account.

Helping the Kids ~» @ JJ v

M oororview &t | L Warkspace v

Payment Options Search Contact -

e rofie Gifs » Herections. NICLTEIN oy Events Evenl Atandance Aucticns Marnbersiy Time Tracking Engagament Custom Forms

Andrey Credit Cards

Gift Card Balance
. att Cand Mumbar e Jefte Purchesad | = ok Laval

& Acd Profle Pictun

Profile Repor

Address:
201 Boston Post
Rel West

Marlborough, MA M date areilabln,

7. When the recipient clicks on the “Click here to update” link they will be directed to a
unique, encrypted link fo allow them to add their credit card information securely
and it will be stored in their account.

Direct Email Body

Email From Display Name Email From
Jessica Johnsan demod@donorview.com
Subject Line
Update your Credit Card
Email Options
Email to Primary Email
Email to All Emails
Email Body

“
>
.
(3
“
]
(11
il
([}
i
|

B I U a Insert Mail. v nerit v

Dear {First Name},

Please see the link below to update the credit card we have on file. We are so thankful for your support and hope you will continue that support by
updating your card

[Click Tiere to Update

Thanks,
Helping the Kids Team

Attachment

m Cancel
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& Helping
= he
"Kide
Update Credit Card
"\"MW = uﬁﬂma' = om
\H;CV Post Rd West

Mariborough MA

8. Once a credit card is on file for the constituent, the icon under the CC on File column
on the Event Attendance grid will change to green.

Are portal accounts created automatically?
1. No, just because the aftendee has a credit card on file and a bidder ID does NOT
mean that they have a portal account created, which is required for online or mobile
auction bidding.

2. However, if your Event Settings page is linked to the auction and you have enabled
Send Portal Account Info Email, then the ticket purchaser and each attendee with
an email address that was provided at the fime of purchase will receive an email link
with their portal account information.

Advanced Seftings
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Your Portal Account Information for Helping the Kids D inbox

DonorView <donotreply@denorviewmail.com T1:08AM (26 minutes ago) ¥y
tome H

Hi

Here is the information that you'll need for your pertal account with Helping the Kids. If you are planning to place a bid enline or via a text message at our upcoming auction, you will need to have this login information available.

You can now login to your portal account here: Login

“Your user name is yourname@email com
Your password is Cy53Te

You can change your password once you login by clicking on your name in the upper right corner and selecting Change Password.

Please contact us with any questions.
Helping the Kids

Please do not reply to this e-mail. This message was sent to you using an automated system. This e-mail alias is not monitored for replies.

I © Reply I I > Forward :‘II‘

3. Since ticket purchasers offen do not know the names of their guests (actual
aftendees), those guests will not receive the automatic email nofification if their
guest name and information is updated on the Event Attendance grid after the
purchase is complete.

4. Also, tickets are frequently purchased several weeks prior to an event, and the
aftendees may not log in fo the portal at the time they receive the email. They may
also forget they received it or it could go into their spam folder. You can validate if a
portal account already exists for a guest by looking in the Portal Users grid.

@ | (Jworkspace v Helping the Kids v L NN
DonorView Portal Users Accauntip:
Support Plan
& Actions 5\.[ port #
First T T T | Emai Y Shws Y ResetPass

ctive - § 1

DonorView Users g Users
Heat! I i 1}
! Mobile App Users | @ Portal Info -
nd Portal Users | & Billing 1

&)
- Blshop Accounting )
1 Blal Act ]
Sumensiocs - a
Bratt il i)
Jayley 1]
Sign in 1
Cuts ctive Signin 1
Desabala actne Sinin )
Orak sgin @
D 4 ]
| Fark Ac Sign i 1]
1 Fhzgeral c Ative Reset Password Sign in 1
Legan Gingras. CV-05600 ediana-harrigan@donorview.com Active Reset Password Sign in ]
1 (e]
Tt T BT

5. Portal users can update their password themselves by clicking on Forgot
Password or you can reset it for them by clicking on Reset Password from the
Portal Users Grid.

6. Anyone who does not have a portal account will need to register for the auction
by using the Register and Sign Up link on the auction page.
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Can guests register for the auction prior to the event?

1. Yes, the URL link to the auction page can be shared via direct email, text, or an email
marketing campaign.

2. The URL link, text code, and QR code are available on the Preview & Publish tab of
the auction page.

3. The QR code can be downloaded and included in marketing activities like mailed

invitations and social media posts. It can also be used the night of the event with
table tents, the program, and posters.

& Auctions v

Helping the Kids v @ JJ v

ment Info  Auction Settings Auction Setup Widget Settings Style Auction Page Thank You Message Preview & Publish
e
Status: Completed Status: Complata Status Complated Status: Compiatad Status” Completed

Preview & Publish

e Preview
&= Auction Form

URL:

You can use this URL anywhere, such as on your social media pages, to diract buyers to your auction = 1)
page.

hiLps://app.donorview. com/pARD

Text Messaging:

You can use this code anywhere, such as on your social media pages. to direct buyers to your auction

page via sending a text message to +15082518676. Please refrain from using any codes which contain ]
any of the following action words, "stop”, "stopall”, "unsubscribe”, "cancel", "end", "quit", "start”, "yes",

"unstop”, "add", "help”, "info", “§"

& Raise The Bid

4. Be sure the auction page is active prior fo inviting attendees to register. The bidding
does not need fo be open yet, but the page must be active. The page is only
viewable to the public between the Auction starts on and the ends on dates/times.

@} | D Workspace v & Auctions

D Helping the Kids v @ JJ v
Auction Information

Zlet =Center =Right

Goal Gategory

=RC) Raise The Bid Auction v

Show Donation Bution? Donation Page

Donation Button Text Show Donated By?

SUPPORT HELPING THE KIDS ~ Donate Now ES

Default To Pay Later For Addon Item(s) Purchases? Use Sale Value From In Kind Gift For Auctian Item Values?

5. If you activated the Send Portal Account Info Email on the Event Settings page, then
the ticket purchaser and each attendee with an email address that was provided at
the time of purchase will receive an email link with their portal account information.
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Those with a portal account can sign in to the auction using their email and password

provided. They can reset their password anytime using Forgot Password on their log in
screen.

From a desktop, auction bidders can click on Register or Sign In.

Online bidding ends in 128 d 06:48:31

Cesrat
Starting Bid

5000 50.00

Current Bid

$0.00 > $0.00

value

Category 1

Category 2

Donate Now
a Show me, v Category 1: A-Z . C  mThmbs GGallery [Efsideshow
Please Donate! Glass Art Art Lessons 1 Year
o e
£
00%
Raise the Bid Current Bid: 5200 Current Bid: $625
\ / |
% Gat
% GIVING
2]
L o~
$45. 823 Nothing of wterest? Try donating!
Starting B crement wtingbids  Increment
%0 52 %0
......
0c 1,200
Dog Walking 1 Year Give the Gift of Camp Replica Claude Monet - La Year Membership to the MFA
Manneporte
=
Current Bid: $300 Price: 5200 Current Bid: $7,500 Current Bid: 5200

8.

9.

From a mobile device, auction bidders will click on the three lines in the top right
corner to reveal the Register or Sign in opfions.

© Register for the auction
Osign in

Glass Art

ftem 2:CAI-00033

Current Bid: 5200

Starting Bid: Increment:
$100 S20

If they have a portal account or have a bidder ID and credit card on file already,
they can use the Sign In link and get this this login:
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ANNUAL RAISE THE BID AUCTION

Login using email ... or login using your
address bidderid
bradjones503@gn BidderID
-------- Last Narme
Forgot your passwaord? Last 4 digits of ¢I
O Remember me?
SIGNIN

Powered By

My conorview

www. donorview.com

10. If they do not have a portal account yet or if they don't know, they can use the Sign
Up link fo see this screen:

RegisterHere

Portal Account Type

Individual

FirstName

Last Name

Email

Password

Retype

| Cancel |

Powered By
‘ DONORVIEW
www.donorview.com
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11. If account has already been created with that email address, they will get this
message and will instead click Cancel and then choose Sign In instead.

;,%Ilclpmg
% Ithjdg

RegisterHere

This user name already exists, please click Signin
| button

Portal Account Type

Individual
Brad
lones

bjones@donorview.com

word

Cancel

Powered By

M oonor

www donarview.com

N - i

12. If they forgoft their password, they can reset it by clicking on Forgot Password on the
sign in screen.

13. If an account has not already been created, they will be directed to this screen o
add their credit card or confirm their information.

L = o* @

Add Credit Card

MODULES
Donations

35 Pledges

Events

(= Memberships — o
B MemberDirectary Upo oint v United States

Time Tracking

* PeerToPeer Use this address formy profle? Use this card to update allopen pledges?

Can people who are not attending the event still participate in an online auction?

Yes, you can open the auction to non-attendees by sharing the URL link, text code, or QR code.
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What if | only want people who are at the event to participate in the online auction?

1. You can hide the auction from the Donor Portal by toggling Hide From Donor Portal
to YES on the Auction Settings tab.

2. The only way someone would know about the auction is if the auction page link or
QR code is shared with them.

How does Ticket Purchase Required work?

1. You can add a button to purchase tickets to a linked event by toggling Ticket
Purchase Required to YES on the Auction Settings tab.

2. However, a ticket purchase is NOT required to participate in the auction.

3. This label will be updated soon in the software to reflect the change.

SUPPORT HELPING THE KIDS - Donate Now
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Equipment List

What equipment will | need for the event?

1.

Laptops & power cords — laptops are needed for auction checkout, to make
changes to pages, and perform other activities using the main software platform.

iPads/iPhones — if you will be using the DV Connect app to check in guests, scan
tickets, swipe credit cards , or sell tickets at the door.

Credit Cards swipers & charging cables - If you would like to swipe credit cards into
aftendee’s profiles or if you would like to process payments and donations using a
credit card for payment and have purchased/rented the equipment from
DonorView.

Optional items

i. Printer — for printing receipts if desired. Note that purchases and donations will
be automatically acknowledged with an email.

i. Extension cords — Helpful for charging laptops, iPads, swipers, etc.

ii. Mobile hotspot (usually a feature within a smartphone) - if Wi-Fi is poor at the
venue, a cellular hotspot can be helpful to maintain access to the platform.

Check-In

How do | check a guest in for an event?

1.

2.

3.
4.

Guests can be checked in by scanning their ticket or searching for their names using
the mobile app OR the guests can be checked in using a check box on the Event
Attendee grid.

If the mobile app is not used, simply check the box under the In column on the Event
Aftendance grid.

Be sure the applicable event is selected to reveal the list of attendees.

The grid can be sorted by clicking on any column. (One click sorts in descending
order, two clicks sorts in ascending order, and three clicks returns to unsorted.)

@} | CJWorkspace v =3 Events v Helping the Kids v @ JJ v
Event Attendance @
[
Q. search §7 Actions Annual Raise The Bid Auction v Check-inallat 11:13.. (@ Undocheck-in Check-outallat 1113 (@ Undo check-out
LestName/Const... § | FrstName § | A At First Na CC on Fik Ticke | Pad §  Bidder ID H in P oInTime
i Brac M Brad 1 =] VIP Table dD
“ Bo t Bowes =] General Ad v
[ Brad Maur Brothers =] VIP Table v 12:4
c Bradiey Mauree Brolh =] VIP Table v
© Jone ad Jo = ir d v
© Jones. Brad Jomes  Brad = Teacher T
[ Bradioy Ma Bral =] VIP Table ) N
g Bailey Geol Bal =] v 1
© Stoufer Dan . 5 v
@ Stouffer Dani | = Ticket
@ Stouffer Dani f | = Te T vl 10077190711
- o |G
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Is guest check-in required to participate in the online auction?

No, guest check-in is not required or linked to the online auction.

Does checking in a guest automatically sign them up for the auction?
1. No, guest check-in does not automatically sign them up for the auction.

2. If they have a bidder ID, email address, and credit card on file, they can use this
information to Sign In fo the auction.

3. If a guest (actual attendee) does not have this information and has not already
created a portal account, they will need to create one using the Register link on the
auction page.

If a credit card is swiped and added to a constituent’s record, are they checked in?

No, swiping a credit card does not check them into the event. The checkbox under the In
column must be manually checked on the Event Attendance grid, or they can be checked
in using the mobile app by scanning their ticket or checking their name on the list.

How can | add a credit card to an altendee’s record?
1. Credit cards can be entered several ways:
a. Manually via the Event Attendance grid or constituent’s record.
b. By swiping a credit card with the mobile app.
c. By the constituent when they register for the auction or try to bid on an item.
2. Manually

a. The fastest way to enter a credit card manually is to click on the edit icon
on the row for the attendee.

M corcrview &} | D Workspace v =) Events v Helping the Kids v @ JJ v

Event Attendance @

Q  Sear 47 Actions Annual Raise The Bid Auction v Check-inallat 11:38.. (8§ Undocheck-in Check-outallat 1138.. (® Undo check-out
kit Nama/Const . 3 First Nama I Attandee Last Nama H Attendea First Nama H CConFila } Tickat Lavel : Faid } Bidder ID H In H In Time
Bradiey Maureen Eradley Maureen = VIP Tabile
Bowes Kurt Bowes Kurt =] General Admission v 02/26/19 09:27
& Bradiey Maureen Brothers Frank =] VIP Table v 02/23/19 12:48
@ Bradioy Maureen Brothers Steve =] VIP Table o 12/21/18 02:27
@ Jones Brad Jones Brad @ VIP Single Admission 033 o 08/15/18 08:15
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b. Enter the credit card number, expiration date and security code.

Edit Attendee Info

Actual Attendee

Bradley, Maureen

Attendee First Name Attendee Last Name Attendee Email Attendee Phone

Maureen Bradley maureen@donorview.cor (860) 890-3101
Credit Card Number Exp. Month Exp. Year Security Code

v
Check In Now Check Out Now Bidder #
NO NO

Table Name

VIP 2

Meal Preference

Fish

Attendee Notes

Do you have a seating preference?

3. Swiping a credit card

a. Itis strongly recommended that this activity be practiced by all those using

the app prior to the event.
b. Loginto the DV Connect App.

Click on the Authorize icon.

Swiping the credit card is demonstrated in these videos:

i.  White M2 Stripe Swiper - https://vimeo.com/1024079232/ec8%adabb3

i.  Black ID Tech Swipers - https://vimeo.com/1024081097/a09b8ceeed
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Payments Authorize
Auctions
79 £3
2 2=
Members CRM
Time Payment
Tracking History

e. You can choose to swipe the card, then select the matching name in the
database, or search for the constituent then swipe to pair it to that specific
constituent.

f. Noftfe that if you see a blue Swipe button instead of a green Cancel button,
you need to power on or re-pair the swiper. Click on the Swipe button and
push the power button on the side of the swiper to reconnect.

g. Once the card is swiped, the swiper will beep and there will be a confirmation
showing on the screen.
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4. Donor Portal Auction Registration

Vi.

vii.

viii.

The attendees can add or update their
own credit cards through the donor portal.

The easiest way to do this is via the link
provided for the auction.

The attendee can click the URL link for the
auction or scan the auction QR code with
their phone, and use the menu at the top

right corner of the screen to either register
or sign in.

They will click on Register for the auction to
create a new account.

If they already have an account, they can
click on Sign In to enter their email address
and password.

If they have not already created an
account, they will click on Sign Up.

To link fo an existing constituent record, the
aftendee should use the same name and

O Register for the auction

@ signin

Search any text
Show me...
Category 1: A-Z

&

Donate Now

email address that is shown for the aftendee on the Event Attendance grid.

Using the same email is especially important if they just swiped their credit
card and want that card to be included in their account information.

After they enter their information, a new window will open to allow them to
enter a biling address and credit card number.

Once they click the orange Save button, they are all set for bidding.

Can | save the columns arrangements or views in the Event Attendance grid?

Yes, The Event Attendance grid has been updated to allow users to customize the grid for each of
their events. The customization includes which columns are shown or hidden, the columns position
on the grid and their width. Any changes made to the grid will be automatically saved and are
based on the event that is currently being displayed, meaning each event can have a different
looking aftendance grid. The views are saved for each user, so different users can also create their
own views for the grid. You can learn more about customizing the Event Attendance grid in this
article: https://support.donorview.com/en/support/solutions/articles/20002467 62-can-i-save-the-

view-for-the-event-attendance-grid-

How can | sell tickets at the door?

1. Tickets can be sold at the door using a credit card and the mobile app or using the
S$700 Terminal.

2. Mobile App:
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a. Be sure to watch the applicable video for examples of purchasing tickets via

the app.

b. If you have the black swipers, ID Tech, please view this video for an example.

c. If you have the white swipers, M2, please view this video for an example.

3. S700 Terminal:

a. This video provides an example of selling tickets using your event page and
the S700 terminal. https://vimeo.com/1123344172/1ebs4e7b4d

Can you create or assign complimentary tickets?

1. Yes, in the event set up tab, complimentary tickets can be created two ways, by
creating an Offline Level or by creating a 100% off coupon.

2. From the event level, toggle the Offline Level to YES.

v Location ~ Event Attendee ~

Default For Default Fund Default Event Default Appeal

Annual Campaign ~ General v Annual Dinner v v
Subscribe to Email List Inactive Offline Level

Annual Dinner Thank you v NO .~T- ES .
Set Level Active Dates

NO

Use Access Code [

3. Any ficket levels identified as Offline Level will only be visible when logged into
DonorView and using the same browser to view the page. They are not visible to the

public.

4. You also have the option to create a 100% off coupon using the coupon tab under

Event Setup.
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5. After creating the coupon, ensure that the coupon is turned on for the appropriate
ticket levels.

| &I Workspace v = Events v Helping the Kids v @JJ v
Do e

+ Add Coupon Include Expired Coupons
Code Y Amount Y  Percent Y StartDate Y  EndDate Y  Quantity Y  Times Used Y Apply To Total? hd
[CA) Silver $10.00 0.00 % 01/20/2016 100
Z W Gold 50.00 % 02/19/2016 0 21
[CAm) FULL $10.00 0.00 % 01/08/2017 0 3
[CAm) dinner 10.00 % 10/10/2017 0 0
[} 10000 % 03/16/2024 0 0
1-11of1litems

. Check All NNUAL DINNER EVENT Levels

~ Adult Ticket

« Couple Ticket
Table of 8
Group of 4

Can | hide free tickets or other ticket levels from the event page?

Yes, by using the Offline Only level as described above.

Can | add a guest directly to the Event Attendance grid?

No, aftendees either need to purchase a ticket level (not an add-on) or be a guest of someone
who did purchase fickefts.

Can guests be merged/linked?

1. Guests can be linked by creating a relationship from the constituent’s record, but it
does not affect check-in, checkout, or attendance.

2. Two constituents can also be merged if necessary, but it is unlikely that this will be
required during an event.

3. Merging constituents must be evaluated to determine which record should be
maintained as the master.

a. Constituents are merged using the Constituent grid.

b. Itisrecommended that the constituent record linked to the donor portal be
maintained as the master record.
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M oonorvicw 1} | ) Workspace v 9 v Helping the Kids v
: Account ID: 121018418
DonorView Portal Users
Support Plan: Essential
g7 Actions Support #: 508.205.0243
First Name Y LastName Y  ConstituentID Y  Emal Y  Status T
2% Account
Julie Abbaott CV-08023 donorview.com Acty =— I
DonorView Users |7“-' Users I
Heather Adams Acti 1
Mobile App Users @ Portal Info
Ine Andrews CVY-08029 Acti Frriz] e 5 Biling i
Hunter Bishop CV-08151 sbon171@yahoo.com Active B Accounting I
Jenifer Blake Active Reset Password Sign in |
Frank Blumenstock Active Reset Passwort Sign in 1
Hayley Carbone CV-08283 Active Reset Password Sign in |
Rosie Crabtree Active Resat Passward Sign in o
Sally Cutter 5t9d0] W.com Pending Resel Password Sign in |
Joe DeSabella Cv-07409 test16@connectadview.com Active Reset Password Sign in T
sarah Drake Y0775 peertopeersS@donarview.com Active Reset Password Sign in w
n > M 1-25ofdsitems (%

c. Alist of donor portal accounts can be found in the menu under the
organization’'s name, clicking on Users, then Portal Users. Use this list to
validate if the constituent has a portal account created.

d. See this support article for instructions for merging constituents.
https://support.donorview.com/support/solutions/articles/2000027 444-can-i-
merge-two-constituent-records-together-

Do bidders IDs preassign and can | turn that off?
1. Yes, the Bidder IDs are preassigned but only if the event is linked to the auction page.

2. For events linked to auctions, this function cannot be shut off, however the Bidder IDs
can be edited if that feature was enabled on the Event Settings page.

3. If the eventis NOT linked to the auction page, the Event Atftendance grid cannot be
updated with bidder ID numbers.

4. Auctions that are not linked to an event can be managed as a stand-alone online
auction or a more fraditional silent or live auction where winners are manually
assigned.

a. If there is an online auction and it is not linked to an event, only those
bidders who have registered for the auction may participate.

b. Ifitis not an online auction, any constituent in the database may be
manually assigned as the winner for the auction item.

5. For auctions linked to event, Bidder IDs are only assigned to unique constituents.

6. A unigue name and email is required for a unique Bidder ID.
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Can multiple guests have the same credit card or Bidder ID number?

1.

Yes, multiple guests can share the same credit card number.

2. No, multiple constituents cannot share the same Bidder ID number.

a. If you wish spouses to share the same paddle number, they also need o
share the same constituent record — for example Brad and Christine Jones
are entered as Brad and Christine in the first name field.

b. If they are separate constituent records, you could assign Christine bidder ID
number 156 and her husband, Brad, as bidder ID number 1156.

How do | add a bidder number?

1.

Within the Event page editor, on the Event Settings tab, the Allow To Edit Bidder #
must be set to YES in order to add or edit bidder numbers.

Advanced Settings

Bidder numbers can then be added by clicking on the edit icon from the Event
Attendance grid.

Bidder numbers can only be added one at a time.
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Where do | find the guest’s table number or assignment?

If you used the Table Assignments feature, the table number is shown under the Table Name

column.
S oconorview 1@t | L Workspace v =} Events v Helping the Kids v @ JJ v
Event Attendance @ .
Q. Search 57 Actions Annual Raise The Bid Auction v Check-inallat| 11:33.. (©® Undocheck-in Check-outallat 11:38.. (©® Undo check-out
Last Name/Const : First Name % Atftendee Last Name H Attendee First Name H H : In Time H out Qut Time H Ticket #
£ Bradley Maureen Bradley Maureen VIP 2 EV 9
@ Bowes Kurt Bowes Kurt + 02/26/19 09:27 AM GEN 1 EVT-(
@ Bradley Maureen Brothers Frank ~ 02/23/19 12:48 PM VI 2 EVT-00010
(£4 Bradley Maureen Brothers Steve v 12/27/18 02:27 PM EVT-00011
@ Jones Brad Jones Brad o 08/15/18 08:15 AM EVT-00026
4 Jones Brad Jones Brad EVT-01127
@ Bradley Maureen Bradley o553 v 01/29/19 02:26 PM EVT-00013
@ Bailey George Bailey George ¥ 06/18/19 02:28 PM GIFT VIP EVT-(
@ Stouffer Daniel Stouffer Daniel v 0/07/1911:11 AM EVT-0003
4 Stouffer Daniel Stouffer Daniel EVT-00032
= Stouffer Daniel Stouffer Daniel v 10/07/19 07:11 AM EVT-00025
s Slidebar 1-250f32items ()

How can | assign or reassign a guest to a table?
1. If guests need to be assigned to a table, use the Table Assignments feature.

2. Some organizations may opt to use the Event Assignments feature instead. This would
assign guests fo a group instead of a table.

How do | update guest/attendee name information?
1. Ticket purchasers are identified under the Last Name/Constituent column.
2. All attendees are shown in the Actual Atftendee columns.

3. To enter a new guest name (attendee) for a ticket that has already been purchased,
click on the edit icon on the left side of the gird.

4. Click on the arrow on the right side of the name under Actual Altendee.

5. Use the search bar in the top of the window to see if the constituent already exists in
the database.

6. If the constituent already exists in the database, click on their name to identify them
as the attendee.
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If no matching constituent is found, click on New Attendee to enter the name and
email address to create a new constituent record. Other fields can be updated with
credit card information, check in, and answers to custom questions.

Edit Attendee Info

Actual Attendee

Jones, Brad Ir

Attendee Ema

2029

bradjones508@gmailcon

Attendee Phane

5282324600

8. New fickets can be sold using the event page URL link from a laptop or by using the

mobile app.

How do | edit a guest’s (attendee’s) info?

Clicking on the edit icon on the left side of the grid will open the window to edit the guest’s
(actual attendee) info.

I conorview @ | LI Workspace v 38 Events v Helping the Kids v @ JJ v
Event Attendance @
Q. Search 57 Actions Annual Raise The Bid Auction v Check-inallat 1138 (® Undo check-in Check-outallat 1138 ® Undo check-out
t Nam Attendee Last Name Attendee First Name RS T 0T Jut out Table Name 1 | Tickel®
A Brau L VIP 2 EVT-00009
Kurt Bowes Kurt v GEN
fauree Broth Frank v IP 2
[£4 Bradiey Maureen Brothers v 1
E i g Brad v
“ ones rad Jor Brad
4 Bradiey Aaureer Bradiey Jessa v g 6PM
4 Bailey Bailey g o 8/19 02 h GIFT VIP
[C4 el Stouffe r v 10/07/19 11:11 AN
“ aniel Stoufl Dan
[c4 uffe iel Stouffer [ v 10/07/19 07:11 AM 00t
e

Do bidding links get sent out automatically?

1. No. The URL, QR code, or text code need to be shared with bidders in order to

register and bid.

2. You can include this information in the Event Auto reminders if desired.
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Are cell numbers and emails required?

Only email is required for creating an account, however if the bidder would like to opt in or out
of cell phone notifications while placing bids for an auction, they can.

How do | see who has checked in?

1. The In column will indicate with a check mark if the attendee has been checked in.

2. The In column can also be filtered with a True/False function using the three dots on
the right side of the column heading.

SiEvents v Helping the Kids v @ JJ v
Event Attendance @& &
Q. Search g7 Actions Annual Raise The Bid Auction v Check-in all at 1136 (® Undo check-in Check-outall at 1136 ® Undo check-out
LastName/Const.. § | FirstMame § | Aftendee Last Name £ | Attendee First Name AR N i finTime Poouwt P OutTime H Table Neme  § Ticket #
& Bradiey Maureen Bradiey Maureen vIP 2
@ Bow K B Kurt v N1
@ W Brothers Frank v vIP
@ Maure Brot v
@ Brad Ji Brad v
g Jony Biad i B
c Bradiay v
“ Bailey Baile v FT WP
@ Stoufler Daniel Stoufler Danel - 10/07/19 17:11 AM
© Stoute Danie Stoufler Dane BV
“ Stouffer Daniel Stouffer Danie « 10/07/19 07:11 AM EVT-00025
L 1-250f32items @

Online Silent Auction:

How do I turn off bidding for an online auction?
1. For online bidding, the specific ending bid time is set on the auction page editor.
2. Click on the Auction Settings tab and enter the time and date to end the bidding.

3. Click the green Save button to save the changes.

DONQRVIEW lorkspace v &% Auctions Vv elping the Kids v v
@ | &I Work > A Helping the Kid: ou

Acknowledger

tin Auction Settings puction Setup Widget Settings Style Auction Page Preview & Publish
Status: Completed biatus: Completed Status: Completed Status: Completed

Auction Information

Page Title Alignment

=Lleft =Center =Right

Display Messa
. NO
b
Auction starts on ends on Goal Category
7/01/2024 7:30 PM B e 7/26/2024 11:00 PM B e Raiso The Bid Auction v
Is Online Auction? Bidding starts on ends on Message to display when online bidding s not active

YES 7/11/2024 10:00 AM B e 7/28/2024 7:00 PM il C) We're sorry, bidding is not currently available

Fiide From Donor Portal Mossage to display on rocapt Detault Auction Itoms Sort Ordor

NO Category 1: A-Z v

@ Save & Next
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Are credit cards required to bid, and can | change that?

1. Yes, credit cards are required for a bidder to place a bid online and that cannot be
changed.

2. Credit cards are not required for manually recording bids or add-on items.

3. If desired, a bid can be placed on behalf of an event attendee. See the response
below for “How to place a bid for a guest” for more information.

How do | place a bid for a guest?

1. Click on the gavel icon from the Auctions grid on the row of the auction item.

B conorview =} | ) Workspace v & AuctlonS@V Helping the Kids v @ JJ v
; Auctions
Views ~  Auction F’urcr
Auction Bidders
1 | ; e Purchase .
Clear Al Q. Search ¢ Auction Pages 47 Actions Annual Raise The Bid Auction v Inelude [ Advanced Analytics
88 My Views Totsls Add-On Item
. Bid History
7 Default Receipt Pt e Last Name/Conslituent H First Name : Bidder ID Auction ltem
Quick Queries A~ [ 2d o B SE#®  Jones Brad 033 Art Lessons 1 Year
[0 (=] [&] SE® Jones Brad 033 Dog Walking 1 Year
Clear Queries S
B A (] ] =E# Jones Brad 033 Give the Gift of Camp
@ Includes —
= :o O =Y Weekend Ski Trip for two at Snow Mountain
<
Purchase Amount -
(>R SB# Gift Card Basket
Non-Ref. Fee Amount . -
[o:F 4 ] =B Please Donate!

Search by bidder number or attendee last name to identify the bidder.
Enter the bid amount.

Entering the number of bids is optional.

Click the blue Assign Bid button to record the bid.

o > 0B

Assign Bid

Number OF Bids N

Assign Bid
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Is max bid an option?

Back
1. Yes, but only for the bidder when they are logged into Place Bid - Dog Walking 1 Year
their account.
2. The bidder can choose to include a max bid and the Current bid: $225
system will continue to bid on their behalf up to that
max bid amount.
3. When a new bid comes in that exceeds the max bid, 500.00|
the bidder will receive a text notice with an option fo
bid again. Place Bid

4. The max bid placed by a bidder can be viewed on
the Bid History grid.

978.555.2991

Unsubscribe

How do you hide/unhide an auction item?
1. Items can be included in the auction but not shown online.
2. They can also be included and shown but excluded from bidding.

3. Items that are excluded from bidding are not included in the Bid History for batch
checkout.

4. From the auction page editor, click on the Auction Setup tab.

5. On the item to hide/unhide, click on the edit icon in the bottom right corner of the
item window.

Helping the Kids v @JJ v

JVidget Settings Style Auction Page Thank You Message Preview & Publish
Status: Completed btatus: Compietsa Status: Compieted Stetus: Completsd
Auction Setup
Auction ftems Add-Ons [
Clear All - Q. Search New [# Download Auction ltem Import Template Gl Thumbs BB Grid

Price Date Medified Y lemio T

Min A w

B : =

. GIVING e
A Ay
5000 -
Please Donatel 8 Red Sox Tickets 6 Day Caribbean Cruise 2 Tickets lo Blue Man Group 6 Tickets to the Palriots

Category 1 Starting Bid By Now Prics Starting Bid Buy Now Prico Starting Bid Buy Now Price Starting Bid By Naw Price:

Select category 1 $600 $0 $1,000 $0 $300 $600 $600 $0

Date Modified Modified By: Date Modified Madified By Date Modi lodified By Date Modified: Modified By Date Modified Modified By:

Category 2 892023 Sarah Colins 22302023 Jessica Johnson 61120 Jessica Johnson 62023 Jassica Johnson 13172020 Sarah Colins

Select category 2. 1 @ @ 0] @ 1} @ o} 4 (0

L1
. . 1-190f19tems ()
Exclude From Online?
Save & Next
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Under Exclusion Option, select Exclude from online if the item is included for internal
bid assignment and checkout.

Select Show online, Exclude from bidding to show the item to bidders, but keep bid

assignment internal only from the Auctions grid.

To open bidding fo all bidders, leave the field Select Option blank.

ST ST OOy, ST TS T T T
Additional Notes
F. v F v B I U a A v O v = = = = E E e
Category 1 Category 2
Travel v Live v
Exclusion Option Tags Quantity
online, Exclude from bidding ¢ crise, travel, tropical
T Option
de from onlina Hide Value
how online, Exclude from bidding NO
Starting Bid Bid Increment Buy Now Price
§1,000.00 $100.00 5000
Sales Tax Amount Override?  Restrictions Expiration Date
Solicited By Donated By

How can | remove or edit a bid?

1. Click on the edit icon next to the item with the bid that needs to be edited or

removed.
S conorview } | LI Workspace v ¥ Auctions v Helping the Kids v @ JJ v
Views ~  Auction Purchase List
Clear All ~ - 5 Includ Purchase .
sar Q. Search 7 Filter IT Sort 7 Actions Annual Raise The Bid Auction - M;‘_:( ° AddOn | |~ Advanced Analytics
82 My Views . d-On Item
7 Default Receipt | Print Last Name/Constituent First Name BidderID }  Auction ltem
0] - &= Drake et
Quick Queries N & BsE® e ! o= :
Lo P g B SE® Jones Brad 033 6 Day Caribb;
Clear Queries :“ B sSE® Seott Brent 025 2 Tickets to Blue Man Group
@ Include: Bissign Bic _
@ Includes [oJhd B SE® Jones Brad 033 6 Tickets to the Patriots
Purchase Amount
e Amoun P B SE#  Figesd Steven 028 3 Day Sallng Tip
Non-Ref. Fee Amount —
' BB A B SE# Fitzgerald Steven 028 Gym Membership 1 Vea
[o: g O B SE# Drake Sarah 032 Trip to Canadian GP Formula 1
[o:Jhd B SE® Jones Brad 0 Xbox One X
o: B =E® Jones Brad 033 PlayStation 4 Pro
[ O B SE# Fitzgerald Steven 028 Replica Claude Monet - La Manneporte

2. Click the red Remove Bid bufton fo remove the bid and allow the next highest bidder
fo be shown as the current winning bid.
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3. The bidder and/or bid amount can also be edited and saved by clicking on the blue
Assign Bid button.

Assign Bid
Item: 2 Tickets to Blue Starting bid amount: Constituent
Man Group $300.00 Scott, Brent v
Bid Amount Number Of Bids
$400.00 0

g

How can | create a last minute auction item?

1. New auction items are added via the auction page editor. See this article for a

detailed description for adding items
https://support.donorview.com/support/solutions/articles/2000150881-auction-setup.

2. On the Auction Settings tab, click on +New, then +New ltem.

3. Enter the information for the item and click Next to add pictures if desired.

Helping the Kids v @ JJ v

Style Auction Page Thank You Message Preview & Publish

Auction Setup

Auction ltems

Clear All - Q Search 4+ New (# Download Auction Item Import Template G Thumbs BB Grid
Price Date Modified o WamliEm | 4
Min A - t2d Donation Item
a _ 1 fin)
s v @ New ltem from In Kind
CE Pick from Unsold Items
5 -
$0.00 v &, Import Auction liems
(o]
Category 1
Please Donate! 8 Red Sox Tickets 6 Day Carlbbean Cruise 2 Tickets to Blue Man Group

Select category 1

Category 2 - 1-190f19items O

Select cateqon,
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4. Click Update once the pictures are uploaded or the information is completed.

Add/Update Auction Item

uction Item 1D Link In-Kind Gift{s]?

Datziled description

Additional Notes

Buy Now Price Buy Now Only

What if a bidder has trouble logging into their auction portal account?

A. If a bidder cannoft log in, ask them what message shows when they attempt to log in.
Each message has a different approach to resolve the issue.

B. Error Message: Login Not Found
1. Verify that the member has a portal account created.

2. You can find a grid of all your Portal Users listed under the organization admin
menu on the top right-hand side of the page.

3. You must have Administrator access to view.
4. You can sort the list for specific users.

5. If they are on the list, check to make sure they are attempting to login using the
correct email.

6. If they are on the list and are using the correct email, ensure they are not
inadvertently adding a space before or after their email address.
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7. If they are not on the list, they need to create an account first before they can
access the portal.

& conorview M  HEWorkspace v W Favorites v Jessica Johnson v
DonorView Portal Users ID# 121018418

S Actions ~ Support Plan - Essential

Support Phone Number: 1-508-205-0243

First Name Y LastName Y Constituent ID Y Email Y Status

Heather Adams Cv-07489 heather@donorview.com Active Re ® Account v i
Joe Andrews CV-08029 Active o nin
Jennifer Blake. CV-07739 Active Mobile App Users 0 Portal Info Inin
Frank Blumenstock Cv-07427 Active Portal Users Inin
() seve e
Rosie Crabtree Active R @ Accounting ~ i
Sally Cutter Active Re inin
Joe DeSabella Active Reset Password Sign in
Sarah Drake Acive Reset Password Signiin
Steven Fitzgerald Active Reset Signin
Hamid Active Signin
Bob Jefiries Active Signin
Brad Jones Active Signin
Heather Jones Aciive Signin

8. To create an account, have them go to the auction page and click the link to
register found at the top right side of the screen under the three lines. For more
information about creating an account, see page 17, Donor Portal Auction
Registration.

C. Error Message: Account Has Not Been Verified

1. The user has signed up for the account but did not click on the link in the
confirmation email sent when they initially signed up.

2. They can click the link in the email to verify their account and then log in using
the email and password they selected.

3. If the confirmation email cannot be found, you can also activate their account
from the portal users grid.

4. To access the grid, go to the organization admin menu on the top right-hand side
of the page, click on Users, then Portal Users.

5. Click on the Pending status next to their email address.

6. A new window will open to allow you to change the status to Active. Click on
Update to save the change.

7. The user will now be able to login using their email address and password.
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Edit User

Status

Pending

Active
L
Deleted

Suspended

D. Error Message: Wrong Password

1. If the member receives the message "Wrong password," they have a portal
account, they have used the correct email, however they are entering the wrong
password.

2. Ask the member to ensure they do not have Cap Locks on or are not
accidentally adding a space before or after the password, which sometimes
happens using a copy-paste function.

3. If the member cannoft recall the correct password, the member can reset their
password on their own by clicking on the Forgot your Password link.

4. If they reset on their own, they will see a message that the reset instructions are
sent to their inbox.

5. If the member enters their email address after requesting a password reset and
instead receives a message “Login not found,” they do not have a portal
created yet or they are using the wrong email address.

6. You can also assist the member and reset their password from the Portal Users
grid.

7. Select the correct user and click on Reset Password.
8. The password will reset to "password123" all lower case, no spaces.

9. This will unlock the account, and the bidder can update their password after they
log back in.
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E. Error Message: Account Has Been Locked

1. If the member receives a message that their account has been locked, it is
typically caused by attempting to log in using the wrong password too many
times.

You can reset their password from the Portal Users grid as shown above.
Select the correct user and click on Reset Password.

The password will reset to "password123" all lower case, no spaces.

o M 0D

This will unlock the account, and the bidder can update their password after they
log back in.

Traditional Silent Auction

Can the software create paper bid sheets?

1. Yes, from the Auctions grid you can print individual bid sheets or use the actions
menu to print all the bid sheefs.

2. You can also choose the format for the bid sheet and if you export it to Word, you
can edif the bid sheefs.

How do I record traditional paper silent auction bids?

1. If your auction is using traditional paper silent bid sheets, you will use the gavelicon to
assign the winning bidders.

2. Click on the gavelicon from the Auctions grid on the row of the auction item.
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3. Search by bidder number or attendee last name to identify the bidder.
4. Enter the bid amount.
5. Entering the number of bids is optional.
6. Click the blue Assign Bid button to record the bid.
Assign Bid
Buy It Now

How does the Buy It Now feature work?

1.

If you want an item to be bought (not bid on) in an auction, then it is identified as Buy
Now Only with a sef price and quantity available for purchase.

Multiple bidders can purchase the Buy Now Only item, based on the quantity
available.

Buy Now Only items cannot be assigned/purchased like add-ons, these items are
only available to external bidders via the auction webpage.\

Auction items can also have a Buy It Now price (like eBay) which allows the item fo
be bid on until it reaches the Buy It Now price.

The Buy It Now price is usually set high (usually at least twice the value) so as not to
impede bidding.

If a bidder wants to win the item immediately, they enter the Buy It Now price as their
bid.

Can auction items be sold multiple times, and if so, how?

1.
2.

There is a Buy It Now opftion available for auction items.

Only an item assigned as Buy It Now Only can have multiple items for sale.
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Buy It Now Only items cannot be assigned via the Auctions menu, they can only be
purchased from the online auction page by a bidder. If you want to be able to
assign an item, use the Add-ons feature instead.

Click on the edit icon on the specific item to change the quantity.

Price
A x A )
2 g
y L]

. . p, v r = .
ategory X |
Category 2

g Bt Now Price tartng Buc Now Price taring 59

e todsted [
Exclude From Online? ah Coftn

8

Check the Buy Now Only box above the Buy Now Price.
Enter the Quantity and Buy Now Price after the box has been checked.
The quantity available and price can be edited as needed.

Click the blue Update button to save the changes.

= T T

v B I U= Av (v
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Add-Ons

How do | record an Add-on purchase for a guest?
1. Add-ons include things like raffle, game, and wine or purse pull fickets.

2. Add-ons can only be viewed and recorded in the back end of the software using the
Auctions grid. They are not visible on the auction page.

3. Add-ons can be an instant purchase or can be identified for payment later and
included with other items for a single checkout at the end of the evening.

4. You can establish if Add-on purchases are recorded immediately or as pay later. To
see the current setfting for the auction, view the Auction Settings tab in the auction
page editor.

5. With the Default To Pay Later For Addon ltem(s) Purchases? toggle marked Yes, then
the add-ons can be recorded, but checked out later. If it is marked as No, a
payment is recorded at the time of the entry.

1} | L) Workspace v &> Auctions Helping the Kids v @ JJ v

Auction Information

SUPPORT HELPING THE KIDS ~

[ Lo

6. A credit card is not required; payments can be made with other methods as desired.

7. Torecord add-on items, go to the Auctions grid.
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There are two opftions for entering add-ons, you can purchase one af a time by
clicking on Purchase Add-on ltem or you can add them in batches with the Add
Paddle Raise & Add-On link.

@} | &) Workspace v & Auctions v fw v v @M v
Views ~  Auction Purchase List
Clear All ~ — - o . . Include Purchase Add Paddle .
| Search % Filter 1T Sort & Actions Annual Raise The Bid Auction A ) i Advanced Analytics
BE My Views Totals Add-On Item Raise & Add-On !
S leceipt Print H Last Name/Constituent H First Name H Bidder ID Auction ltem Auction Paddle
Add-Ons Only -
Tools » 1 =Ew Drake Sarah 029 8 Red Sox Ticket
Auction ltem Winners
Check Out fools = SE* Meyers Amanda
¥ Default Tools » 5] SO Janes B
No Bids - ) sEe N .
Payments Due N
Tools = B SE* Jane: B
Quick Queries ~ Tools. = . B SEH* Fitzgerald Steven
Tools » 5] S 10 # Fitzgerald Steven 028 Gym Membership 1 Year

For single entries:
a. Select the appropriate event attendee/bidder under Constituent.

b. If add-ons are marked for | will Pay Later, there is no need to select a
payment method.

c. Check the box next to the items being recorded and enter the quantity on
the right columns under # of Bids/Qty.

d. Click the blue Process button at the boftom of the window to record the
order.

Process Auction Payment

Constituent Payment Type Payment Date
Jeffries, Bob v Payment Type v 02/25/2024 B
Check Number Receipt Number Additional Donation Amount
Check Number Receipt Number 5000 s
1 will Pay Later
= N
Memo Pay Sales Tax?
Memo o

* - denotes Buy Now Only item.

Item Amount Sales Tax Total # of Bids / Qty
Raffle Tickets $5.00 $0.00 $50,00 10
Game Ticket $2.00 $0.00 $50.00 25
= $1000 Paddle Ralse $1,000.00 $0.00 $1,000.00 1
o $9000 Paddle Raise $5,000.00 $0.00 $5,00000 1
= Shipping Fee $75.00 $0.00 $75.00 1
Total:  §7.00 $0.00 $100.00

St the Thank You Email
uppress the Than You Ema Cancel

e. If the items are not being recorded for payment later, “I will Pay Later” is
marked No.

f. Record the payment type.
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Process Auction Payment

Constituent
Jeffries, Bob
Check Number

Check Number

1 will Pay Later

NO

Memo

Memo

* - denotes Buy Now Only item.

Item
Raffle Tickets
Game Ticket
O $1000 Paddle Raise
O $5000 Paddle Raise
(m] Shipping Fee

Suppress the Thank You Email

Payment Type
Payment Type

<New/Edit>
Cash

Check

Coupon

Credit Card

Event Expense
Event Subscription
Gift Card

Multiple

Not Paid

Online - ACH
Online - ApplePay
Online - Credit Card
Online - Google Pay
Online - PayPal
Online - Venmo
Pledge to pay later
Stock

Subsidy

75200 T %000
$1,000.00 $0.00
$5,00000 $0.00
$75.00 $000

$7.00 5000

Payment Date

02/25/2024 B
Additional Donation Amount

$0.00

Pay Sales Tax?

YES
Total # of Bids / Qty
$50.00 10
$50.00 25
$1,00000 1
$5,00000 1
$75.00 1
$100.00

= Cancel

g. If acredit card was not previously entered, the card can be manually
entered at the bottom of the window.

h. Click the blue Process button at the bottom of the window to complete the

purchase.

i. A thank you email will automatically be generated and sent to the

constituent.

10. For batch entry of add-ons:

a. Click on the Add Paddle Raise & Add-On link at the top of the grid.

b. Inthe new window, choose the add-on you would like to enter all the
bidders for at once. You can do this multiple times as needed.

Paddle Raise & Add-On

t the Pad

Select Paddle Raise/Add-On

,U0U
$2,500
$5,000
$10,000

Raffle Tickets

Game Ticket

Wine Pull

Raise o

Paddle Raise/Add-On

Select Paddle Raise/Add-On

Price

A $0.00

Ir including leading zeros.)

Raise/Add-On

8

and enter the Bidder Number(s)

to assign, then Save

Amount Tax Deductible

Tax Deductible Amount

»

$0.00

4

Record Created

Cancel

Amount
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c. Under Bidder Number, enter the bidder IDs to record this add-on item for.
Each number is entered, then click Assign to add it to the list. Be sure to
include the number exactly as it appears in the software, including any
leading zeros.

Paddle Raise & Add-On

Please select the Paddle Raise or Add-On and enter the Bidder Number(s) to assign, then Save
Paddle Raise/Add-On Price Tax Deductible Amount
Raffle Tickets v $5.00 $0.00
Bidder Number (Enter the exact Bidder Number including leading zeros.)
033] ‘ |
Bidder Number Paddle Raise/Add-On Amount Tax Deductible
Amount
i} 001 Raffle Tickets $5.00 $0.00
o 003 Raffle Tickets $5.00 $0.00
o 014 Raffle Tickets $5.00 $0.00

“»

Record Created

Cancel

d. Once you have entered the bidder ID numbers, click Save to update the
grid with these new add-on purchases.

e. If any of the bidder IDs do not exist, you will receive an error message and
see ared check mark under the Record Created column.

f.  You can delete any erroneous entries with the trash can icon.

g. Click Close to close the window.

Paddle Raise & Add-On

Paddle Raise/Add-On
Raffle Tickets

Bidder Number (Enter the exact Bidder Number including leading zeros.)

033
Bidder Number
001
o 003
o

014

ect the Paddle Raise or Add-On

Price

v $5.00

Paddle Raise/Add-On

Raffle Tickets

Raffle Tickets

Raffle Tickets

and enter the Bidder Number

Amount

$5.00

$5.00

$5.00

Tax Deductible Amount

$0.00

Tax Deductible
Amount

$0.00
$0.00

$0.00

4

Record Created

©
o
)

Close Cancel
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Are credit cards required for Add-on items?
1. Credit cards are not required for recording purchases or checking out add-on items.

2. Credit cards are only required by the bidders when they are placing their bids online.

How do | increase/edit the Add-on quantity?
1. A quantity limit can be placed on the add-on items.
To view and edit the quantity available, go to the auction page editor.

2

3. Click on the Auction Setup tab and then the Add-ons tab.

4. The add-ons items and the current quantity can be viewed on the grid.
5

Next to the item, click on the edit icon to change the quantity.

M conorview

@ | CJWorkspace v

v v

Helping the Kids v @ JJ v

Acknowledgement Info  Auction Settings Vidget Settings Style Auction Page Thank You Message Preview & Publish
Auction: Annual Raise The
Status: Completed Status: Completed tatus: Completed Status: Completed Status: Completed
Auction Setup
Auction Items Add-Ons
[ty
=
+ Add Add-On
SortOrder Y Add-On Y  Price Y  Non-Refundable Fee Y  TaxDeductible Amount Y | Quantity Y |Purchased Y
\' 10 Raffle Tickets $5.00 $0.00 100 43
Zw 20 Game Ticket $2.00 $0.00 50 24
[cAm| 30 $1000 Paddle Raise $1,000.00 1
[CAm} 40 $5000 Paddle Raise $5,000.00 4
[CAm) 50 Shipping Fee $75.00 §75.00 $0.00 0
[cAm| 50 Wine Pull $20.00 20
1-60f6items
E Save & Next
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6. Edit the quantity as desired and click on the blue Update button to save the
changes.

Price Non-Refundable Fee Tax-Deductible Amount

Raffles
How do | pull a raffle winner?
1. Raffles can be managed multiple ways within the software.

2. Selling raffle tickets as add-ons items within the auction will require a traditional raffle
experience with printed tickets and manually pulling the winner.

3. Tickets can also be sold as add-on items from the Event page, and they also require
a tfraditional experience.

4. The software does offer an option to sell raffle tickets as an event level.

5. Raffle tickets sold as an event level can be pre-sold or sold at the event by using the
mobile app or by manually recording the purchase via the event page.

6. If the raffle tickets are sold as an event level, those purchasers are shown as a raffle
ticket level on the Event Attendance grid.

7. The grid can be filtered to just show raffle ticket purchasers.

8. Note that raffle tickets sold as event levels need to show how many “attendees” are
included with each purchase.

a. For example, one ficket = 1 attendee

b. An event level that includes multiple tickets, like 5 tickets for $100 would be
set up for 5 attendees so that all five of their purchases will be included in
the raffle chances.

9. Click on the three dots next to the Ticket Level column header.
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10. Enter the name of the raffle ticket level under Contains to identfify all the purchasers.
11. Click Filter to filter the list.

@} | ) Workspace v = Events v Helping the Kids v

Event Attendance @

Q  Search &7 Actions Multi Prize Raffle v Check-inall at  3:3 (@® Undo check-in  Check-outallat 353.. (® Undo check-out

LastName/Const... i | FistName } | Attendee Last Name i | Attendee First Name i |[cCConFile §  TicketLevel E Paid §  BidderID ) I InTime i out

4 Jones Brad Jones Brad = Il columns >

[c4 Jones Brad Jones Brad -} Brand New Pick Up Truck Y Filter > Show items with value that:

c4 Jones Brad Jones Brad -] Airfare for 2 [B Set Column Position > Contains v

4 Jones. Brad Jones Brad m iPhone $1000 Prizq

4 Gest Peter Gest Peter =] $5,000 Prize P

4 Gest Peter Gest Peter =] Brand New Pick Up Truck

Contains v
4 Gest Peter Gest Peter = Brand New Pick Up Truck
4 Gest Peter Gest Peter [S] 5 Night Cruise
lear
© Gest Peter Gest Peter =] Laptop
Filter

[c4 Gest Peter Gest Peter B Home Theater

© Reese Todd Reese Todd 5 $5,000 Prize

@ Reese Todd Reese Todd [=] 5 Night Cruise

© Reese Todd Reese Todd =] 5 Night Cruise

23 » » 1-250f69items O

12. With the filtered list showing just the desired raffle ticket holders, click on the
Actions menu.

13. Click on Raffle Winner to randomly draw the winner.

@} | ) Workspace v S Events v Helpingthe Kids v @ JJ v
Event Attendance @
Q. Search & Actions Multi Prize Raffle v Check-inallat 353.. (O Undocheck-in Check-outallat 3s3.. (@ Undo check-out
LastNam (8 Export to Excel File B Export to Existing Excel CConFile i  TicketLevel n Paid i  Bidder ID HES i inTime i ou
@ Jones i= Create Email List < Create Email Campaign = §1,000 Prize
[ Junt Print Name Tags 2 Create Constituent s $1.000 Prize
c4 Junt 1 Batch Update Records (O Send Text Message 8 $1.000 Prize
© Lasnier - =] $1,000 Prize
& Print Badges ¢ Raffle Winner
23 Lasnier . ; =] 1,000 P
@ Send Direct Email e
[ Lasnier ra Lasmier = 8 $1,000 Prize
2 Defaris Maria Defaris Maria B $1,000 Prize
21 Sino Kathryn Sino Kathryn =] $1,000 Prize
“ Sino Kathryn Sino Kathryn =] $1,000 Prize
© Sino Kathryn Sino Kathryn B 1,000 Prize
4 Cholle Olga Cholle Olga = $1,000 Prize
4 Tedeshi Nicholas Tedeshi Nicholas = $1,000 Prize
(23 Worthington Rita Worthington Rita (=] $1,000 Prize
1-130f 13 item: O
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14. The software will randomly choose the winner from the list of atftendees on the
grid.

15. This feature can also be used for drawing random door prizes for all attendees
if no filter is applied to the grid.

DONORVIEW pace v x ing s v -
1 | 2 Works Helping the Kid: L= NN
Event Attendance @ )
Draw Winner &
S Actions [ Unw heck-oul
H Name  § 1 . ) R * i
- *

[ * ]

Ed
Lasnier

)
]
<
N
o
N
i

Paddle Raise (a.k.a Fund-A-Need or Call to Heart):

How do I record the donations pledged during a paddie raise?

1. You can set up paddle raise (a.k.a fund-a-need or call-to-heart) donations via the
auction page.

2. From the Auction page editor, on the Auction Setup tab, click on the Add-ons tab to
add any items you wish to be able to record at your event.

3. Paddle raises are not visible on the auction page and can only be entered via the
desktop version of the software.
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4. To record a paddle raise, go to the Auction grid and select the appropriate auction
from the dropdown menu at the top of the grid.

5. Click on Add Paddle Raise.

1} | D Workspace v 2 Auctions v
Views ~  Auction Purchase List
Clear All O search W Filter It Sort & Actions Include T Add Paddle Raise |22 Advanced Analytics
B8 My Views .
t Last N 1 First N Bidder I A f_abaionpPadde i Amount Dus
Add-On Transachans
b == Dvak 0.
Add-Ons Only B 3 sE® Urake *
Auctian Htem Winners = a O B SE®  Bo Filee 005 1000.00
Gheck Out PN o B SE# s s400.
77 Default
» [ 8B d
Na Bids e 8 sEe =
Payments Due (- [ B SES 00
@A ( [+] SE®  Fugend o
Quick Queries A
[ F3 ( B S5 Draka Sarah 003 100
Clear Queries. [- g o B SES Grasn Emeri 3.100.00

6. Select the appropriate Paddle Raise amount and enter the Bidder Number.
Click Assign to add the bidder to the assignment list.

Paddle Raise
Ple: elect the desirs e value and enter the Bidder Id to assign it. Bidder Ids must match exactly including any leading zeros.
Paddle Raise Price Tax Deductible Amount

>

A
$500 v $500.00 v $500.00

4

Bidder Number

3

Bidder Number Paddle Raise Amount Tax Deductible Record Created

Amount
m Cencel
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7. Once all the bidder IDs and paddle raise amounts have been entered, click
on Save to record the transactions.

Paddle Raise

le Raise

$500

Bidder Number

Bidder Number

Bidder Number
] 031
[ 041
[ 008
[} 005

Price

v $500.00

Paddle Raise

$500

£500

£500

$500

Amount

$500.00

£500.00

£500.00

$500.00

Tax Deductible Amount

$500.00
Assign
Tax Deductible Record Created
Amount
$500.00
$500.00
$500.00

$500.00

Cancel

8. The transaction is recorded if there is a green checkmark next to the row. If any of the
bidder IDs are not valid, you will see a red check mark on the row with their bidder ID

number.

9. Those that are invalid can be removed by using the trash can icon to delete them.

10. You can continue adding paddle raise amounts and bidder IDs as long as the
window is open. When complete, click Close to close the window. You can reopen and

add more anytime.

Paddle Raise

$500

Bidder Number

Bidder Number

Bidder Number

Price

v $500.00

Paddle Raise

$500

$500

£500

$500

£500

Amount

$500.00

$500.00

$500.00

$500.00

$500.00

Tax ble Amount

$500.00

Tax Deductible Record Created
Amount

§500.00
$500.00
§500.00

§500.00

$500.00 P

Close Cancel

&

11. Paddle raises are recorded and shown on the Auctions grid as their own line item with

the level showing under the Auction Paddle column.
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S Filter

P P BB R DR R DB P B D3

Views ~  Auction Purchase List

e Talaks Purchase Add-On lter

Add Paddle Raise

12. It is recommended that you sort the grid by Last Name/Constituent for check out.

13. When checking out a guest, you can click on the dollar bill icon to check out any
paddle raises or add-ons. All add-ons and paddle raises will be listed and be checked

out together in one transaction.

14. If the constituent also has auction items, check the box next to the auction items to

include in the fransaction and click on Check Out atf the top of the grid.

15. The pop up window will allow you to check out all their auction items, add-ons, and

paddle raises in one fransaction.

16. Select the Payment Type, then click Process to complete the fransaction. The bidder

will automatically receive an email thank you.

]

[}

<]

[

1]

Suppress the Thank You Email

Pay Sales Tax?
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What is the fastest way to input bidder numbers for a paddle raise?

1. Itis recommended that all bidder numbers be assigned prior to the event, and the
event must be linked to an auction to assign bidder numbers. Purchasers who provide
names of their guests will automatically receive a bidder number.

2. If attendees are updated after the ficket levels are purchased, each number must be
manually assigned as outlined in, How do | add or edit a bidder number.

3. Entering paddle raise donations is done using the Paddle Raise feature in the Auctions
grid.

How do | add a new paddile raise level?

1. The setup of Paddle Raise level will take place on the "Auction Setup” page within the
setup of your Auction. Directly next to the “Level” and "Add-on” sub-tabs you will see the
“Paddle Raise” opfion.

Helping tha Kids v @ 8C v

Auction Setup

+ Add Paddle Raise

B

$250.00 $250.00
500 $500.00 $500.00

$1,000.00 $1.000.00

R B R

0
500 $2,500.00 $2,500.00
0

$5,000.00 $5,000.00

[

$10,000.00 510,000.00

2. Once on that sub-tab you will be able to add, edit or removal Paddle Raise level under
your Auction. To add a new Paddle Raise level click the “+Add Paddle Raise” button
above the grid. You will then be able to populate the following fields:

a) Sort Order — Enter a number that will determine the order you wish this Paddle Raise

level to appear in the selection picklist. The lower the number the higher it will appear
in the picklist.

b) Name - Enter the display name of this Paddle Raise level.
c) Description — Enfer any text you want to internally describe this Paddle Raise level.
d) Price — Enter the total Amount of this Paddle Raise level.

e) Tax-Deductible Amount — Enter the total Amount of the Paddle Raise level that is Tax-
Deductible.

f) Default For, Fund, Event, Appeal — Select which designation(s) you wish to assign to
the Paddle Raise fransaction.
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g) Gift Category —Select a category you wish to assign to the fransaction record for this
Paddle Raise.

h) Fundraising Goal Category - Select which Goal Category this transaction should be
assign to. This will allow for the own or paid balance to appear on a fundraising goal
widget graphic.

When you have completed this setup click the blue "Update” button. You can then
repeat this process for each of the Paddle Raise levels you wish to add. After adding a
Paddle Raise you can then click the pencil and paper icon to edit its setup. Or click the
Trash-can icon to remove if.

Live Auctions

Can live auction items be shown online, but not allow online bids?

1. Yes, live auction items can be shown online to allow bidders to see the item and read
a description, but not be able to place a bid.

2. See the description above for Hiding/Unhiding an auction item.

How do | record a live auction item bid?

1. Bids are recorded using the gavel icon on the Auction grid.

2. See the instructions above for How do | place a bid for a guest.
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Can a live auction item be sold multiple times?
1. Yes, and there are a couple of options.

2. You can create the live auction item multiple times and hide any of the extra items
from view.

3. You could also create the live auction item as an Add-on and then it can be
purchased by any number of bidders up o the maximum quantity you establish.

Displays and Reporting:
Are there built in reports for auctions?

1. No, there are no standard auction reports, however you can see graphics from under
the Workspace>Auctions Dashboard, which can be downloaded.

2. You also can export the data from the Auctions grid, Bid History grid, or using the Gifts
Grid and filtering by the gift type "Auction.”

&} | (2 Workspace v # Auctions ) Helping the Kids v @1JJ ~

FALL AUCTION

nE Proceeds By Category

5560
~ $450
l l o .

Uncategorized

4 Proceed vs Value By Category

L s

Highest Proceeds By Category

Can | look at total raised and by item/donor level?

1. The total for auction items can be viewed in the Bid History grid under the Bid Amount
column. This does not include add-ons.

2. If enabled, the goal progress widget on the auction page will also show the total
amount raised per the settings.
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Helping the Kids v @JJ v

£} | &) Workspace v

4¥ Auctions v

Views ~  Auction Bid History (nefaunt
§ _ o
Clear All Q. Search S Filter 1T Ssort 3 Actions Annual Ralse The Bid Auction - Show full bid history?
BE My Views .
Date Last Name/Constituent First Name Bidder 1D Auction Item + Bid Amaunt o)A
T Dafault
k4 04/19/2022 Scoll Brent 025 2 Tickets to Blue Man Group $400.00 $0
Quick Queries ~ L 2 07/11/2018 Fitzgarald Sleven 028 3 Day Sailing Trip $850.00
k4 02/16/2023 Jones. Grad 03 & Day Caribbean Cruise $5,000.00
Clear Queries
L 2 08/10/2018 Jones Brad 033 6 Tickets to the Patriots 75001
() Includes
| ¥ 11/28/2018 Drake Sarah 032 8 Red Sox Tickels $950.00 so
Date Of Bid
» 02/26/2024 Jones Brad 033 Art 1 Vear 625
Purchase Amount ®
02/26/2024 Jones Brad 033 Dog Walking 1 vear 3004
Non-Ref. Fee Amount L 2 . .
Jones, Brad 033 Give the Gift of Camp $200,
L4 03y Jones Brad 03, Glass Art $180.00
¥ 07411201 Fitzgerald Steven 0 Gym Membership 1 Year £650.00
®
Total: $22,125.00
e - 1-160f 6items | &

3. The list can be filtered by the LastName/Constituent field for a specific donor.

4. To see auction items and add-ons, export the data from the Auctions grid using the
Actions menu. Click on Export to Excel and sort the data as needed.

B oonorview 1@} | CJ Workspace v & Auctions v Helping the Kids v @ JJ v
Views ~  Auction Purchase List (¢
Clear All ~ . = = Include Purchase
{1 Search 57 Filter 1T Sort Annual Raise The Bid Auction v — | Advanced Analytics
88 My Views olas Add-On ltem
[§ Export to Excel File [ Export to Existing Excel File
¥ Default Receipt Print I e Auction Addon
:= Create Email List Create Email Campaign
Quick Queries ~ ® @ BEw i
o & B sEe & Print Bid Sheets & Print Item Descriptions | s
A e
. _ &4 Winning Bid Email Notify (2 Winning Bid Text Notify
Clear Queries oA 0 B SE® + Man Group
@ Includes @ D B SE® & Print Item Certificates 3 Batch Update Records Patriots
Purchase Amount g @ N sEe O Send Text Message B Split Winning Bid b
Non-Ref. Fee Amount — — I
Lo O B sEs @ Send Direct Email ip 1 Year
[0 R4 O B =Yk Drake Sarah 032 fip to Canadian GP Formula 1
o P O B SEw Jones Brad 033 Xbox One X
[o:F g B =B Brown Arlene 001 PlayStation 4 Pro

How can | see who is winning an item?

1. Current auction winners can be seen on both the Auctions grid and Bid History grid.

2. The entire bid history can be seen on the Bid History grid by checking the Show full
bid history box.

3. Clicking on the Auction ltem column will sort the column so that the full history of
each itemis revealed.

4. The current winner is identified with a blue loving cup icon.

5. A green loving cup icon indicates the item has already been checked out.
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B conorviEw @ | & Workspace v # Auctions v Helping the Kids v @JJ v

Views ~

Clear All
88 My Views

v Default

Quick Queries o~

Clear Queries
® Includes
Date Of Bid
Purchase Amount

Non-Ref. Fee Amount

Keep Minimized

Auction Bid History (pefa

Q. Search < Filter 1T Sort g7 Actions Annual Raise The Bid Auction v b

Date 3 Last Name/Constituent H First Name H Bidder ID H \ § Bid Amount P An

07/11/2018 Scott Brent 025 2 Tickets to Blue Man Group $190.00 $0.

07/11/2018 Jeflries Bob 026 2 Tickets to Blue Man Group $200.00 $0.

Jones Brad 033 2 Tickets to Bl $210.00 $0.

Jones Brad 033 2 Tickets to Blue Man Groug $220.00 $0.

< 07/20/2018 Jones Brad 033 2 Tickets to Blue Man Group $220.00 $0.
08/10/2018 Jones Brad 033 2 Tickets o Blue Man Group $230.00 $0.

10/15/2019 Jones Brad 033 2 Tickets to Blue Man Group $0.

03/17/2022 Jones Brad 033 2 Tickets to Blue Man Group 50.

L 2 04/19/2022 Scott Brent 025 2 Tickets to Blue Man Group $0.
07/11/2018 Jeffries Bob 026 3 Day Sailing Trip $750.00 $0.

Total: $86,140.00

»oow 1-250f65items | &

Are there ways to display goal progress?

1.

Page Title Alignment

Display Message

NO

Auction slarts on

117272018 7:30 PM

s Online Auction?

YES

Hide From Donor Portal

NO

Tickat Burchace Ranirad

Auction Information

= Left =Center =Right

Yes, the auction page can be set up to include a thermometer or donut progress
and live bidders scroll.

From the auction page editor, on the Auction Settings tab the Goal Category
identifies all the revenue that will be included in the goal widget.

This Goal Category can also include sources like donation and event page revenue if
desired.

Click Save & Next to save the changes.

o} | CJ Workspace v & Auctions v Helping the Kids ¥ @ JJ v

nf Auction Settings Auction Setup Thank You Message Preview & Publish

Style Auction Page

Widget Settings

Status: Compleled Stalus: Cempleted Status: Completed Status: Completed Status: Completed

[
ends on Goal Category
- C) 7/26/2024 11:00 PM B © Raise The Bid Auction ~
Bidding slarts on ends on Message lo display when online bidding is not active
7/11/2018 12:00 AM = C] 7/268/2024 700 PM [=lC] We're sorry, bidding is not currently available.
Massage to display on rocaipt Default Auction ltems Sort Order
Category 1: A-Z v

(oon | s

5.

Next, go fo the Widget Seftings tab to select the type of goal progress to display,
enter the total goal amount, and customize the colors and labeling.
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6. Determine if Pay Later Add-ons and the Live Bidder Scroll will be enabled.

7. Click Save & Next to save the changes.

@ | & Workspace v & Auctions v v Helping the Kids v @ .JJ v

Acki ent Info  Auction Settings Auction Setup Widget Settings Style Auction Page Thank You Message Preview & Publish
Auc
st smpleter Sta

Widget Settings

Use Widget? Include ‘Pay Later' Auction Add-Ons Current Winning Bids in Include Live Bidder Scrol
- Total -

Thermomeler [ 100%
e Raise the Bid
Raise the Bid
Title Font Sze
Large v 50% Goal:
Background Color Text Color
: . $50,000
Goal Color Progress Color
. .- 0% Raised
Qutline Color % Raised Color 3 0 0 0
: . $35,

s | sovesen

8. With the widget enabled, the widget can be best viewed (and projected) on the
auction page from the Gallery or Slide Show views.

9. You can read more about the auction goal progress widget in this support article.
https://support.donorview.com/support/solutions/articles/2000230952-auction-
widget-settings

10. There is also an option to create another goal progress widget to include on another
website, for example the organization’s own website. See this video to learn more
about the Fundraising Goal Progress feature
- https://vimeo.com/764158934/034650bc79

c BiThumbs = GalGallery [ Slide Show
100%
! . .
Please Donate! Raise the Bid
50%  Goal:
' $50000 -
0%  Raised:
$45,123
Item: 8 Red Sox Bid: $950.00
Tickets
Bidder: Sarah Drake 11/28/2018 10:07:21
AM
m Item: 8 Red Sox Bid: $950.00
1 o Tickets
clics B ximoraiionTson Bidder: Sarah Drake 7/11/2018 6:53:46 PM
Item: 8 Red Sox Bid: $900.00
Nothing of interest? Try donating! Tickets
Bidder: Steven 7/11/2018 6:53:00 PM
Fitzgerald

Page 57 of 68


https://support.donorview.com/support/solutions/articles/9000230952-auction-widget-settings
https://support.donorview.com/support/solutions/articles/9000230952-auction-widget-settings
https://vimeo.com/764158934/034650bc79

DonorView
Auction-Event FAQs — Rev 6 - 6/9/26

Communications

How do | send out text messages to bidders?

1. Text messages can be sent with custom messages or standard messages for winning
bid notifications.

2. To send messages to all bidders, use the Auction Bidders grid.

3. Click on the Actions menu, then Send Text Message.

ov Auctions v Helping the Kids v
Auction Bidders

Q. Ssearch & Actions Annual Raise The Bid Auction v

Auction N Export to Excel File [@ Export to Existing Excel File  yconstiuent i RecognonName §  BidderID = i Phone
[C4 Anualg = Create Email List 4] Create Email Campaign Scott, Brent 025 pesriopesr2@donorvie.
v 2 . f .
@ AnnualR2 @5 Print Name Tags O Send Text Message Jeffries, Bob 026 peertopeer3@donorvie.
@ AnnualR2 & Print Badges @ Send Direct Email \"?.\7-“ Text Message Brad and Christine Jones 033 bradjones508@omail.c. 5282324600
@ Annual Raise The Bid Auction CV-07755 Steven Fitzgerald Fitzgerald, Steven 028 peeriopeerG@donorvie.
“ Annual Raise The Bid Auction CV-07754 Sarah Drake Drake, Sarah 032 peertopeerd@donorvie...
c4 Annual Raise The Bid Auction cv-07739 Jennifer Blake Blake, Jennifer 030 peertopeerd@donorvie...
] Annual Raise The Bid Auction ©V-08039 Vipul Minocha Minocha, Vipul 001 vm@connectedview.com | 5085448201
4 Annual Raise The Bid Auction CV-07500 Brent Janes Jones, Brad 002 brent jones@dononvie...
] Annual Raise The Bid Auction ov-08277 Daniel Stouffer 003 dan stouffer@associali... 5088682730
g Annual Raise The Bid Auction Cv-02592 Moore Bank Moore Bank 004 5082050243
[C .

Annual Raise The Bid Auction CV-07403 Amanda Meyers Meyers, Amanda 005 testi5@connectedview...  978-555-5732
[

—-—

4. Enfer the text message info and choose to send the message immediately or prepare
texts and schedule them to go at specific fimes.

) workspace v \uctions v v
Send Text Message X
Remaining Daily Text Messages: 2000
Insert Mail Merge Field v
Text

Only five minutes left to bid! Don't miss your last chance to win and support Helping the Kids,
too!

Include Video Recording

NO
—_
Schedule Text Message 0 Schedule Text Message Delivery On:
YES N 2/26/2024 9:55 PM FC]
—

' | certify that | am not engaging in any unsolicited advertising, marketing or other activities

prohibited by applicable law or regulation covering anti-spam, data protection, or privacy

ion in any i jurisdiction, il i but not limited to anti-spam laws and

regulations such as the CAN SPAM Act of 2003, the Telephone Consumer Protection Act, and

the Do-Not-Call Implementation Act. | also certify that the SMS list comprises only

constituents with contact initiated by an individual or contact initiated by our organization to
send informational content to an individual based on having a prior relationship.

Schedule Text Message [NeERI]

Initials: JJ
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Note that there is a maximum of 2000 direct text messages per day. The automatic
messages sent via the auction process do not count fowards the 2000 total. Only
those messages generated manually count toward the total.

To send messages to winning bidders, use the Auctions grid.
Click on the Actions menu, then either Winning Bid Text Notify or Send Text Message.

Winning Bid Text Notify will send a notification to the bidder that they have won the
item. It is a standard message that is not editable.

Using Send Text Message allows a custom message to be sent as described above.

* DONORVIEW

Views

Clear All
g8 My Views

¢ Default

Quick Queries

Clear Queries
) Includes
Purchase Amount

Non-Ref. Fea Amount

@} | 2 Workspace v & Auctions v Helping the Kids v @ JJ v
~  Auction Purchase List (De
Q. Search % Filter T Sort snnual Raise The Bid Auction v incugo  Purchase | Advanced Analytics
: & Ay Totals Add-On ltem 4
A Export to Excel File [A Export to Existing Excel File
Receipt Print 3 i Auction Addon
= Create Email List /] Create Email Campal gn
- ~ =
~ @ SE®
A O B SEs = Print Bid Sheets = Print ltem Descriptions | Crulee
. &4 Winning Bid Email Notify | ) Winning Bid Text Notify
(o4 ( B =sE8 Man Group
(o4 ] B [=1F & Print Item Certificates 3 Batch Update Records Patriots
< — -
@A 0 = SES {2 Send Text Message [E Split Winning Bid L
Lo 0 B SE® ® Send Direct Email p 1 Year
(o4 O B SE# Drake Sarah 032 Trip to Canadian GP Formula 1
[o g 0 B SE* Jones Brad 033 Xbox One X
[oFd ] B [=1=F ; Brown Arlene 001 PlayStation 4 Pro

Are winning bidders notified automatically at the end of the auction?

1.

No, you can send the notification manually from the Auctions grid in the Action menu
by clicking on Wining Bid Email Notify and/or Winning Bid Text Notify.

These are standard messages and cannot be edited.

To send a custom message, use Send Text Message or Send Direct Email instead to
create a personal message.

S oonorview (3 | [J Workspace v > Auctions ~ v Helping the Kids v @ JJ v
Views ~  Auction Purchase List (Default
Clear All Q. Search < Filter 1T Sort 5 Actigns Annual Raise The Bid Auction v Include Totals  Purchase Add-On Item == Advanced Analytics
88 My Views Receipt | Prin : [® Export to Excel File [® Export to Existing Excel File i Auction Addon H Winning Bid Amount Amount Paid i AmountDue
W Defaut w o SE# Create Email List < Create Email Campaign L 595000 95000 $000
Quick Queries ~ [ o B SE® & Print Bid Sheets & Print ltem Descriptions ) Cruise §5,00000 5000
[P a B SE% & Winning Bid Email Notify >  Winning Bid Text Notify + Man Group $40000 30,00
Clear Queries
SIS o = E SEB® | 5 prntltem Certificates 12 Batch Update Records patrct §75000 s0o
Purhase Amount @M o [&] SE# (> Send Text Message & Split Winning Bid 3 $85000 $0.00
RorSERE RO o . e see @ Send Direct Email o 00 e
[>: g a B SE# wrans g yaran GP Formula 1 $2,000.00 $0.00
[-F.d ] B SE* Jones Brad 033 Xbox One X $2,00000 $0.00
< [P a B SE#* Brown Arlene 001 PlayStation 4 Pro $500.00 $0.00 $500.00
[ g a B sSE® Fitzgerald Steven 028 Replica Claude Monet - La Manneporte $7,500.00 5000 $7,500.00
[ P4 a B =E % Jones Brad 033 Year Membership to the MFA $20000 $0.00
[o: g a B SE#® Stouffer Daniel 034 Spa Day $20000 $0.00
(0.2 ] 2 =SE8 oufier Dacy 034 Slass At $20000 3000 $200.00

Page 59 of 68




DonorView
Auction-Event FAQs — Rev 6 - 6/9/26

Checkout:

How is sales tax calculated?

1.
2.
3.

Sales tax is calculated by the settings established in your organization’s settings.
Check your state’s sales tax requirements for the auction.

See this support article for information about the settings and how sales tax is
calculated.
https://support.donorview.com/en/support/solutions/articles/9000215421-auction-
item-sales-tax

Sales tax is not included in the item’s invoice.

Sales tax is calculated during checkout and can be printed with the receipt.

How do | check out guests at the end of the event?

1.

If your guests have created a portal account, they can check themselves out using
the portal. You can learn more about the portal checkout option in this article:
https://support.donorview.com/en/support/solutions/articles/9000277052-mobile-
checkout-using-the-constituent-portal

To manually check out a guest, go fo the Auction grid.

The easiest way o see all the items a constituent has purchased is to sort the Last
Name/Constituent column.

You can click on the Last Name/Constituent column once to alphabetize the list.
Clicking twice will reverse the order and clicking a third time will remove the sort.

For constituents with only one auction item or just add-ons to check out, you can
click on the dollar $ icon to open the checkout window.

If a bidder has multiple Add-on items, clicking any of the dollar $ icons will open the
checkout window and will automatically include all the items.

Helping the Kids v @JJ v
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} | G2 Workspace v & Auctions v v Helping the Kids v @ JJ v
Auction Purchase List (Default)
o Y
Q. Search Y Filter 1T Sort 47 Actions Annual Raise The Bid Auction v Include Totals  Purchase Add-On Item |~ Advanced Analytics
Receipt Print Last Name/Constituent + First Name Bidder D} Auction ltem Auction Addon Winning Bid A
mff:o] & [=3=E 3 Jones Brent 002 $1000 Paddle Raise
mj:o:] B = = * Jones Brent 002 Raffle Tickets
i
ii] &3 B3 == % Meyers Amanda 005 $5000 Paddle Raise
i &3 ] =Y = 3 Moore Bank 004 $1000 Paddie Raise
] (e} =3 % Moore Bank 004 $1000 Paddle Raise

From the checkout window, you can select the payment type.

If the items were marked for | Will Pay Later, turn the toggle to No to be able fo select
the payment type.

The items included in the checkout are shown with a blue check mark below.

Check to see if Sales Tax is included properly.

. All the amounts can be edited.

an automatic thank you email.

in their checkout.

constituent.

Pracess Auction Payment

Payment Type

Recaipt rumber

A

»

i

TAem Pay Sales Tax?

Mem 3 :

1otes Iy it
Item Amount Sales Tax Tetal # of Bids / Qty
[m] Raffle Tickets . . B
= Game Ticket o S0 00 1
]
& 1.00 50.0 ] 1
= 0 $n.0 00 1
o r $ou 1
Total: 1,000.00 0.0 1,000

uppress the Thank vou Ema
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14. Click on Checkout fo open the checkout window.

1} | CJ Workspace v &> Auctions v Helping the Kids v @JJ v
Views ~  Auction Purchase List
L
Clear All o Purchase

( ) . . " Include

— ) Q. Search 7 Filter 1T Sort 47 Actions Annual Raise The Bid Auction v elide  aAdd-On Checkout | # Advanced Analy

BE My Views Totals ’

Item
v¢ Default
Receipt Print H Last Name/Constituent + H First Name H Bidder ID  } Auction ltem H Auction Addon
Quick Queries ~ Lo P B SE# Jones Brad 033 Xbox One X
Lo:Jhd B SE® Jones Brad 033 Year Membership to the MFA
Clear Queries

Lo P B SE® Jones Brad 033 Art Lessons 1 Year

@ Includes
Lo P B SE® Jones Brad 033 Dog Walking 1 Year

Purchase Amount <
(o R g B =E % Jones Brad 033 Give the Gift of Camp
Non-Ref. Fee Amount
i &8 B SE® Jones Brad 033 $1000 Paddle Raise
(i) B B SE® Jones Brad 033 Raffle Tickets
mf o] B =E 8 Jones Brad 033 Game Ticket
i EB B =E 8 Jones Brent 002 $1000 Paddle Raise
mj:o:] B SE8 Jones Brent 002 Raffle Tickets
Keep Minimized

15. The checkout window will include all the items included in the transaction.
16. Choose the Payment Type.

17. If Credit Card is selected, either choose the card or file, or if there is no card, enter
the credit card information at the bottom of the page.

18. Click the blue Process button to complete the transaction. The constituent will
receive an automatic thank you email.

Process Auction Payment
Constituent T
Jones, Brad Jr. - Credit Card v =]
Receipt Number Additional Donation Amount
€ mbs Receipt Number 5000 .
Payment Option Pay Processing Fee?
Visa Ends with 1111 Exp. on 4/2029 v : NO.
Memo Pay Sales Tax?
Memo =y
e NEREY [TEe 3
o Dog Walking 1 Yea I - .
o g Walking 1 Year $300.00 $37.50 $337.50
g A essons 1 Year P Py e
a Art Lessons 1 $625.00 $60.00 $535.00 3
" Give the Gift of Camp’
a Give the Gift of Camp $200.00 30.00 $200.00 1
Raffle Tickets $5.00 30.00 $5.00 1
Game Ticket $2.00 $0.00 $4.00 2
a $1000 Paddile Raise $1,000.00 $0.00 $1,000.00 1
Total  §433200 $137.50 $4,471.50
Suppress the Thank You Email Cancel
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Can you bulk charge credit cards?
1. Yes, by using the Bid History grid.

2. This will only process bids for auction items, it does not include auction items that are marked
as “Exclude from bidding,” add-ons, or paddle raise items.

3. All bidders must have a credit card on file.

4. Click on the Actions menu and select Process Bids.

@ | D Workspace v & Auctions v [#3 Helping the Kids v @ JJ v
Views ~  Auction Bid History (pefault
Clear All Q. Search S Filter 1T Sort & Actions Annual Raise The Bid Auction - Show full bid history?
EE My Views . . . . .
il Date :  LastNameiconstient [ Export to Excel File [ Export to Existing Excel File i BidAmount P Amount Paid P MaxBi HEE=
77 Default _ )
w OT/11/2018 Fizgerald = Create Email List <1 Create Email Campaign $85000 $0.00 $0.00 750
Quick Queries ~ ® 071172018 Fiizgerald = Process Bidi (@ Send Direct Email $650.00 000 $0.00 $350]
® 071172008 Fitzgerald Steven Print Bid Sheets Replica Claude Monet - La Manneporte $7.500.00 $0.00 5000 55,00
Clear Queries
S— L 2 07/1172018 Drake Sarak 032 Tnip to Canadian GP Formula 1 $2.000.00 $0.00 $0.00 $1.2
@ Includes
e v 08/10/2018 Janes Brad 033 6 Tickets to the Fatriots $750,00 $0.00 $0.00 5600
ate Of Bi
11/28/2018 Drake Sarah 032 8 Red Sox Tickets $950.00 $950 00 $0.00 $600/
Purchase Amaunt L4 o ! “ "
<
[T ] T t 2 10/15/207 Jones. Brad 033 Spa Day $120.00 $0.00 $0.00 $2540
L 2 1/18/2019 Jones, Brad 033 Year Membership to the MFA $200.00 $0.00 $200.00
v 03/0/2022 jones Brad 033 Glass Art $18000 5000 s0.00 5100
L 4 04/19/2022 Scott Brent 025 2 Tickets to Blue Man Group $400,00 $0.00 5000 £300]
L 2 02/16/2023 Jones. Brad $0.00 50.00 £1.00
v 02/28/20 janes Brad \ 5000 50.00 5100
v 05/20/2023 jones Brad 033 $200.00 50.00 50.00 5200
Total: §22,125.00 Total: §950.00
m e (0

5. A new window will open.
6. If processing fees will be included, toggle Add processing fees to totals fo Yes.
7

To include the pre-determined sales tax, foggle Add sales tax to totals fo Yes.

8. Type YES in the box and click OK to process all the bids.

M oonorview @} | CJWorkspace v Auctions Helping the Kids v @ JJ v
~  Auction Bid Histor
Are you sure you want to
Clear Al Searck Filter
process your bids? Existing Excel F
. 2 This action will process all winning bids. Bids will be charged to ~ Email Campaig
the bidders' credit card. In order to charge processing fees to
Quick Queries ~ ¥ item winners, please put the switch to "YES" position. ect Em
¥ Add proceessing fees (o totals?
Clear Queries . NO
® -
k4 Add sales tax to lolals?
B ® o o
o : 2 This action cannot be undone. Please type “YES" into the text [
box to continue.
v
¥
»
®
Total: $22,125.00
] o
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Can you choose which credit cards to use?

1. Yes, the credit card used can be selected with individual checkout, but not in the Bid History
Batch Process charges.

2. For Bid History Batch Process charges, the system will choose the credit card with the farthest
expiration date as the default.

3. If the bidder wants to use a different card than the default, the other credit cards will need
to be deleted from their record.

4. From the checkout window with the Payment Type “Credit Card” selected, all credit cards
on file will be listed under Payment Options.

5. Choose the appropriate card or click on New Credit Card to enter a new number.

Process Auction Payment

Constituent Payment Type Payment Date
Jones, Brad Jr v Credit Card v 02/26/2024 i)
Check Number Receipt Number Additional Donation Amount

K Number Rece

Number $0.00

Ll

Payment Option Pay Processing Fee?
Visa Ends with 0228 Exp. on 5/2022 v NO

New Credit Card

. N Pay Sales Tax?
Visa Ends with 0228 Exp.
Item Amount Sales Tax Total # of Bids / Qty

Dog Walking 1 Year $300.00 $37.50 $337.50

v Raffle Tickets ) )

o affle Tickets $5.00 $0.00 $5.00 1

Game Ticket $2.00 $0.00 $4.00

v $1000 Paddle Raise N

o #1000 Padle Ralse $1.000.00 000 $1.000.00 1

] $5000 Paddle Raise

= $5000 Paddle Raise $5,000.00 $0.00 $5,00000 1

Total:  $1307.00 $37.50 $1,346.50

How do | remove a credit card from a profile?

From the constituent’s record on the Payment Info tab, credit cards can be deleted by
clicking on the frashcan icon.

B conorviEw @} | ) Workspace v & Auctions Vv Helping the Kids v @ JJ v
Paymem Options Search Confact -
e Profle  Gifs  Pledges  lInferacons  Documenis  Relaionships  Evenis  EventAftendance  Auctions  Memberships meTracking  Engagement  Custom Forms
SurveysForms  Email Campaigns | Paymen
b
Mr. Brad Credit Cards

Jones Jr. + Add credit card | Send Update Request | View Update Link
Brad and Chr /
E ending in 0228 expired on 5/31/2022
E ending in 1111 expired on 1/31/2021 0]
E endingin 1111 expires on 4/30/2029 W

Profile Report Gift Card Balance

& Update Profile Pict
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Can you split the payment for an auction bid?

1. Split payments can be accommodated by clicking on the row of the item from the
Auctions grid.

2. Click on the Actions menu, then Split Winning Bid.

fat | CJ Workspace v & Auctions v Helping the Kids v @ JJ v
Views A Auction Purchase List (Default
Be sure to highlight | R . : ncate  Purchase
the row of the item to . Search % Filter IT Sont Annual Raise The Bid Auction v rotals Add-On Ttem »*  Advanced Analytics
split prior to clicking i [ Export to Excel File [® Export to Existing Excel File
el the_Ac_tions_b-Split e o : = Create Email List <] Create Email Campaign pustenagen
Winning Bid o SEe ks
[ B SEe = Print Bid Sheets & Print ltem Descriptions e
Sl E s - - P, £ Winning Bid Email Notify £ Winning Bid Text Notify ——
LR [ ] B SES & Print ltem Certificates 3 Batch Update Records Patriots
Purchase Amount N oA D B sSEe 0 Send Text Message Split Winning Bid . |
orRet Fee Ao L= 2 - B SE® @ Send Direct Email
[o:F 2 a B =(E . Drake sarsh 032 Trip to Canadian GP Formula 1
B M O B SEe Janes Brad 013 Ko One X
o ] B 2= Brown Ardene om PlayStation 4 Pra
3 A W) B SES Fitzgerald Steven 028 Replica Claude Monet - La Ma...

In the new window, the winning bid amount is listed in the top right corner.

Select the constituent name in the right column, then enter the amount each
constituent will contribute to the total.

Click the blue Assign Bidders button at the bottom to split the bid.

After the split, the constituents can be checked out with their appropriate

Item: & Day Caribbean Cruise Starting bid: $1,000.00
Bid Amount
ad I v 52,5000
Constituent
Stouffer, Daniel v 5250000
eom AT
v
Bid Amount
# or constituent name v
Bid A
r # or constituent name v
Bid Ameunt
rstituent nar v
Constituent Bid Amount
Find by bidder # or constiuent name ¥
Constituent Bid Amount
nstituent nar v
8id Amount
Find by bidder # or constituent name ¥
Constituent Bid Amount
Find by bidder # or constituent name v
Assign Bidders |
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1. Payment types are selected from the dropdown menu in the checkout window.

2. If other forms of payment will be collected, ensure the proper payment type has
been included in the list of options using the <New/Edit> feature.

Process Auction Payment

Constituent

Jones, Brad Jr.

Check Number

Check Number

Memo

Memo

* - denotes Buy Now Only item.

Item
6 Day Caribbean Cruise
Raffle Tickets
Game Ticket
$1000 Paddle Raise
[m] $5000 Paddle Raise

Payment Type

Payment Type hd

[ PaymentType |

<New/Edit>

Cash

Check

Coupon

Credit Card

Event Expense
Event Subscription
Gift Card

Multiple

Not Paid

Online - ACH
Online - ApplePay
Online - Credit Card
Online - Google Pay
Online - PayPal
Online - Venmo
Pledge to pay later
Stock

Subsidy

$1,000.00 $0.00

$5,000.00 $0.00

%aym ent Date
02/26/2024

Additional Donation Amount

$0.00

Pay Sales Tax?

Total # of Bids / Qty
$5,257.50 0
$5.00 1
$4.00 2
$1,000.00 1
$5,000.00 1

»

Who pays the credit card fee, and can that be changed?

1. When auction items are manually checked out, by default the organization pays the
credit card processing fees. This can be toggled to allow the bidder to pay the fee.

2. When batch credit card processing using Bid History, charging the credit card fees to
the bidders is optional.

Process Auction Payment

Constituent
Jones, Brad Jr.

Check Number
Check Number

Payment Option

Visa Ends with 1111 Exp. on 4/2029

Payment Type
Credit Card v

Receipt Number

Receipt Number

Pay Processing Fee?

Payment Date

02/29/2024 &

Additional Donation Amount

>

$0.00

Memo T Pay Sales Tax?
Memo ES
* - denotes Buy Now Only item.
Item Amount Sales Tax Total # of Bids / Qty

Hbox One X $2,000.00 $25.00 $2,025.00 6

faflle Tickets $5.00 $0.00 $5.00 1

Game Ticket $2.00 50.00 $4.00 2

$1000 Paddle Raise $1,000.00 $0.00 $1,000.00 1

0 $5000 Paddle Raise < 00000 0.00 000,00 1
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1. Bidders are automatically sent a thank you email that includes a list of their

purchases.

2. Areceipt can be printed for individual items, but not all items for a donor at once.

3. Eachreceipt must be printed individually.

4. After checkout, click on the receipt icon on the row of the item.

S conorview o} | CJ Workspace v &> Auctions v v
Views ~  Auction Purchase List
Clear Al Q_ Search % Filter 1T Sort &7 Actions
82 My Views
Last Name/Constituent
¥ Default
i1l Drake
Quick Queries A o O Jones
~ ] Scott
Clear Queries
Fd O Jones
(® Includes
Fd O Fitzgerald
Purchase Amount
<
g O Fitzgerald
Non-Ref. Fee Amount
a = o IS,

Annual Raise The Bid Auction v
First Name Bidder ID
Sarah 029
Brad 033
Brent 025
Brad 033
Steven 028
Steven 028

Include Totals

Purchase Add-On
Auction ltem

8 Red Sox Tickets

6 Day Caribbean Cruise

2 Tickets to Blue Man Group

6 Tickets to the Patriots

3 Day Sailing Trip

Gym Membership 1 Year

5. The receiptis produced as a pdf. An example is shown below.

Auction Receipt
Sarah Drake

235 E. Plume St.
Norfolk, VA 23510

Phone:

Constituent ID: CV-07754

Bidder ID: 029

;;%Helpmg
g the K|dg

Helping the Kids

One Research Drive, Suite 310B

Westborough, MA 01581
Phone: 508-232-4600

Tax ID: EIN: 12-3456789

Purchased on: 11/27/2018

Printed on: 02/26/2024

Payment Type: Check Check #: 123
Name Category 1Category2 Value  Amount Sales Tax Tax
Paid Deduct.
Amount
8 Red Sox Tickets Sporting Live $1,500.00 $950.00 $0.00 50.00
Tickets
Total: $950.00 $0.00
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What if | need help with event or auction?

1.

Support is provided via email during regular business hours weekdays 8 AM to 8 PM
Eastern Time, not including holidays.

For organizations with Empower (formerly Essential) or Elevate (formerly Essential Plus)
support plans, phone support is also available during regular business hours by calling
508-205-0243 and leaving a message with the name of the organization, contact
person’s name and phone number, the best fime to call back, and a brief
description of the issue. A support specialist will return the call during business hours.

If the event takes place outside normal business hours, the organization can arrange
after-hours, weekend, or holiday virtual support by contacting
support@donorview.com prior to the event.

If on-site support is desired, contact support@donorview.com for a list of available
vendors who provide on-site support for DonorView.
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