<£y>’

”

>doubleknot

Integrating a Checkout Donation Request

into Your Web Site

Doubleknot

20665 Fourth Street, Suite 103
Saratoga, California 95070
Telephone: (408) 971-9120

Email: doubleknot@doubleknot.com

User Brief

EM-DU-CHDR-UB-2.0



© 2017 Doubleknot All rights reserved.

This document is provided for informational purposes only, and makes no guarantees, representations
or warranties, either express or implied, about the information contained within the document or about
the document itself. All information in this document is subject to change without notice. Additional
trademarks included herein are the property of their respective owners.

The material in this document is proprietary information of Doubleknot. The information may not be
copied or used in any manner. The document is submitted to the recipient for their use only. By
receiving this document, the recipient undertakes not to duplicate the document or to disclose in a part
of, or the whole of, any of the information or ideas contained herein to any third party without receiving
prior written permission from Doubleknot.

Doubleknot

Saratoga, CA

(408) 971-9120
www.doubleknot.com



Integrating a Checkout Donation Request into Your Web Site

What is a Checkout Donation Request?

It’s a basic tenet of fundraising that you’ll get more donations if you ask for them! But when your web site is the
primary point of contact with your constituents, it may be easy for visitors to ignore a Donate Now button, even if
it appears on every page.

Doubleknot helps increase donation rates with customized checkout donation requests. Checkout donation

requests place a donation request exactly where you want it—at the beginning of the checkout process, when
your visitors have already decided to make a purchase at your site.

With a checkout donation request, every customer purchase—whether it’s for admission tickets, event or
program registration, or merchandise—becomes an opportunity to raise awareness about your mission and ask
for additional donations to support your cause.

Overview
The general steps for creating a checkout donation request are the following:

e Create a form for the donation request that will be displayed at checkout

Set up a Dues event and assign the form to the event

Test the checkout donation request and make any necessary changes before making it visible to the public

e Configure the shopping cart so that the donation request is displayed every time a customer begins the
checkout process

Before You Start
Before you start creating the donation request, you should:

e Prepare the content of the donation request
e Decide on the donation amounts that you will ask for
o Decide whether you will allow customers to enter their own donation amounts

Setting Up the Checkout Donation Request Form

Follow the steps in these sections to set up the form for the checkout donation request. This form contains your
donation appeal and options for different levels of support.

WARNING: A checkout donation request must be a one-page form. If you add additional items to your checkout
donation request form, they must all appear on the same page.

In the following illustration, all of the displayed text describes where the information was entered. This will help
you understand how the text you enter in different parts of the form will be displayed to the customer. In this
example, custom buttons are displayed for the customer to decline or agree to donate. Instructions on creating
custom buttons are located at the end of this document.

Sample checkout donation request form

Please help us ensure a
happy new year for all!

Every gift makes a difference.

This is the HTML item on the form where you place the compelling copy and graphics that
convert your customers into donors.

You might include a bullet list that explains the potential impact of each kind of donation:

* Donating $25 allows us to....
* Donating 550 enables us to...
* Donating $100 empowers us to...

Please select a gift amount:
(You can use any names you wish for the gift levels.)

© Gift Level 1
© Gift Level 2
© Gift Level 3

© Other Gift Amount:
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Getting Started
To set up a form for a donation checkout request, follow these steps:

1.
2.
3.

4.

In EVENT MANAGEMENT, click the Forms tab. The FORMS page will be displayed.

Click New Form. The CREATE FORM page will be displayed.

In the FORM TITLE field, enter a name that identifies the form as the checkout donation request. The title is
visible to Doubleknot administrators but will not be displayed to customers.

Click Submit. The form management page for the form will be displayed.

Entering the Contents of the Donation Request
To enter the contents of the donation request, follow these steps:

1.
2.
3.

4.

In the MANAGEMENT section, click Edit Form. The ADD ITEM TO PAGE options will be displayed.

In the ITEM TYPE pop-up menu, select HTML. A rich text editor window will be displayed on the page.

In the editor window, enter or paste the descriptive information for your request. Use the editor’s text
formatting text and support for graphics to create a visually appealing request.

At the bottom of the page, click Submit. The EDIT FORM page will be displayed.

Specifying Donation Amounts
To set up the donation amounts, follow these steps:

1.
2.

Beneath the PAGE 1 heading, click Add Item to Page. The ADD ITEM TO FORM page will be displayed.

In the ITEM TYPE pop-up menu, select Radio Buttons. The page will update to display options for radio
buttons.

In the QuUESTION TEexT field (in the Question/SubText section), enter text that describes what the customer
should do—for example, “Please select a gift amount:”

For each donation amount option that you wish to configure, follow these steps:

e In the ANSWER TeXT field, enter the description of the gift amount. For example, if your organization
assigns names to donation levels, enter the name.

e Inthe CosT (IF AppLICABLE) field, enter the dollar amount of the donation.

e |nthe OTHER OPTIONS section, in the ANSWER LAYOUT STYLE pop-up menu, select Vertical.

Choose one of the following:

e To allow donors to enter a different donation amount, follow the steps in the next section.
e To require donors to choose one of the preset amounts, click Add Item and go to the section titled
Creating the Checkout Donation Request Event.

NOTE: We strongly recommend providing the option for customers to donate the amount of their choice.

Allowing Customers to Enter a Donation Amount
To allow customers to enter the donation amount of their choice, carefully follow these steps:

1.
2.

In the OTHER OPTIONS section, click the checkbox to the right of “Allow Other”?

In the “OTHER” TEXT field, enter the description that will be displayed next to the option (such as “Other
Gift Amount:”). This will be displayed in the same way as the text you entered in the ANSWER TEXT fields for
the preset donation amounts.

At the bottom of the page, click Submit Changes. The item will be added and the EDIT FORM page will be
displayed.

Beneath the Page 1 heading, click Add Item to Page.

In the ITEM TYPE menu, select Variable Cost Display Text. The page will update to display options for this
type of item.

In the CosT DISPLAY OPTIONS section, follow these steps:

e In the DESCRIPTION field, enter a description for the option. This text is not displayed to customers.

e In the LINE ITEM DESCRIPTION field, enter text for the option to be displayed to the customer, such as
“Enter a custom gift amount here.”

e Inthe CosT field, enter 1. (The actual donation will be for the amount that the user enters.)
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7. Inthe OTHER OPTIONS section, in the LINK TO OTHER ITEMS menu, select the name of the item for the radio
buttons you created for the preset gift amounts.

NOTE: You must perform this step to allow customers to enter a custom donation amount in the field.

8. Inthe REPORTING LABEL field, enter a short description to use at the column heading for this item in reports.
(If you leave this blank, all the text of the LINE ITEM DESCRIPTION will be displayed in the column heading.)

9. Atthe bottom of the page, click Add Item. The item will be added to the form and customers will be able
to specify donation amounts if they wish.

10. At the bottom of the page, click Continue.

11. On the following page, click Done.

Creating the Checkout Donation Request Event
To create the dues event for the checkout donation request, follow these steps:

1. In EVENT MANAGEMENT, click the Dues tab.
2. At the right side of the page, click New Dues. The CREATE AND MODIFY A DUES CAMPAIGN page will be
displayed.
3. At a minimum, the following items must be configured:
e In the DESCRIPTION field, enter a name. This will not be displayed to customers.
e |nthe CAMPAIGN BEGIN DATE and END DATE fields, enter or select the beginning and end dates for the
checkout donation request campaign.
e Inthe CosTIs PER section, select Registration (Skip Individual Registrants).
e Scroll down the page to the SkiP REGISTRATION DETAILS pop-up menu, and select Yes.
e |nthe PAYMENT TYPE section, select Pay Online or By Mail. This will ensure that the donation request is
displayed correctly for any kind of customer purchase.
e In the DEPOSIT PAYMENTS INTO menu, select the account where the funds from this donation request
should be deposited.

4. Atthe bottom of the page, click Save. The Dues event will be created.

Attaching the Form
To attach the form to the event, follow these steps:

1. Inthe DUES tab, click the name of the event for the checkout donation request. The MANAGE EVENTS page
will be displayed.

At the left, click Assign Forms. The ASSIGN FORMS page will be displayed.

In the FORM: menu, select the form you created for the checkout donation request.

Click Assign. The form will be attached to the event.

5. At the bottom of the page, click Done.

PwnN

Testing the Donation Checkout Request Form
Before you configure the donation checkout request to be displayed during every checkout process, you must test
the request to make sure that the form is displayed correctly. To test the donation checkout request, follow these
steps:
1. Display the MANAGE EVENTS page for the checkout donation request.
2. Beneath the description of the event, select and copy the URL of the event.
3. Launch a different Web browser in which you are not logged in to Doubleknot. For example, if you are
logged in using Internet Explorer, launch Firefox or Chrome.
4. Paste the URL into the address bar of the browser, and press Enter. The checkout donation request page
will be displayed.
5. Make sure that all of the text, pictures, and options on the page are correct.

NOTE: When you set the Dues event as a checkout donation request in the next section, the “No Thanks”
and “Donate Now” buttons will be displayed at the bottom of this page.

6. If needed, make changes to the form and test the checkout donation request again.
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Setting the Form as the Checkout Donation Request
To display the checkout donation request during the customer checkout process, follow these steps:

1. Click the Utilities tab.
2. Inthe GLOBAL SETTINGS panel, click Cart Configuration. The MODIFY STORE SETTINGS page will be displayed.
3. Inthe UPSELL EVENT pop-up menu, select the name of the Dues event you created.
4. Click Save. The checkout donation request will be displayed at the beginning of the checkout process for
every customer purchase.
5. Immediately after assigning the checkout donation request as the Upsell Event, make sure that it appears
correctly on the live site:
e Using a browser in which you’re not logged in to Doubleknot, register for any of your organization’s
events.
e After you begin the checkout process, make sure that the checkout donation request is displayed.
e Agree to donate, and make sure that the amount of your donation is added to the items in your cart.
If the checkout donation request does not display or function correctly, IMMEDIATELY return to the CART
CONFIGURATION utility and deselect the Dues event in the UPSELL EVENT pop-up menu. Then, revisit the procedures
in this document to correct configuration errors.
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