Payment - user guide

by iRaiser

1/108



Payment - user guide

I oY A0 o [V 103 A oY o TP 4
pZ = - o1 LT = o Lo RN 5
3. Access creation and ModifiCation ........c.oveviiiiiiiiiiiie e 7
S < i U | o T PP 11
T S To T (T Lo [T S 13
L B LY =10 | o0 (=T o | 15
4.2.1. Default contents of the form (steps 1-2-3) ...............ccccoiveeiiiiiiie e 17
4.2.2. Default thank YOU PAGES ... ... ....cccviiiieiee e e e e 21
4.2.3. Default emalils |, . .. ... ... 25
A.2.4. APPENAIX ... i et e e e e e e e e e e e et e e e e e er e e e e e ee it e e eeraanas 31

5. Default SEILINGS ..uuuiiiiiiii e 31
5.1. Default settings - COMMON ............ccoieiiiiiiiiiieeeeeiee e 32
5.2. Fiscal reduction SENGS ..............ueeiiiiiiiiiiieieeeeeiiee et e e 33
5.3. ODT set up for PDF geNeration ...................uvvuuieieeeeeeeeeeeeeeeriiiiieeeeeeeeeeeenens 35
5.4. The SMArt Grid ...........coooiiiiiiiiieee et e e e e e e e e e 38
ST T I =Tt {1 T RSO 39

ST S 1= ST 40
5.7. Payment's technical iINformation ..................cooovuiiiiiiiiiiiiie e 40
5.8. DESIGN = EXPEIT ...ttt et e et e e e 42

6. FOorm/campaigns SEHINGS ..oooiiiiiiiiie e 42
6.1. First form/campaign creation ans Settings ...........cccoeveeeeeeeee e 47

7. Gifts and contacts ManagemMeNnt ........oooviiiiiiiiiiii e 56
A S =\ 1 1T 0 £ TP 56
7.1.1. Advanced SEArCN | .. ... ... e 58
7.1.2. Payment detailS ... .......cccooiiiiiiiiiei e aeaas 59
7.1.3.0NliNE PAYMENTS ||| ... . ittt e e et e e e e e e e e e e e as 64
7.1.3.1. One-off payments | ... ..........ccccooiiiii 64

7.1.3.1.1. Validated one-off online payments e, 65

7.1.3.1.2. Failed online one-off payments 67

7.1.3.1.3. Canceled online one-off payments 70

7.1.3.1.4. Suspicious one-off online payments 72

7.1.3.1.5. Pending online one-off payments 73

7.1.3.2. Regular donations | | . ... ...cceeiiiiiiieee e 74

7.1.3.2.1. Regular CommItments 75

7.1.3.2.2. Regularonline Payments 77

7. 14 AUINOTIZAIONS | et e e e e 79
7.1.4.1. One-off payment authorizations . ................ccccccccooiiiiiieeeeeeeeeeen, 80

7.1.4.1.1. One-off payment authorization statuses 81

7.1.4.2. Regular commitment authorizatons ... 82

2/108



Payment - user guide

7.1.4.2.1. Regular commitment authorization statuses 83
T.15.PIEUUES ..o 83
7.1.5.1. One-off payment pledges | .............cccccccooiieeeeeeee e 84
7.1.5.1.1. One-off payment pledges statuses ..., 86

7.1.5.2. Regular commitment pledges e 86
7.1.5.2.1. Regular payment pledges statuses . 88

S TR 70 ] 1 = (03 £ =Y =T o £ [0 o [ 88
R I O o ] | = e £ 89
B.2. BIACKIIST ... .eeieeeeee e et 91
8.2.1. How the blacklist Works .. .. ......cccooiiiiiiiiiiice e 91
8.2.2. Blacklist deactivation ... .........ccceeeiiiiiiiiiiiieiecee e 92
8.3. PEISONAI SPACE ..o e 93
8.3.1. Log in to the personal SPACE ..................ceuvuiiiiiiiiiiiei e e e e eeaes 94
8.3.2. Personal SPACE SELUD ... .......coouuueiieeeeieee et e e e et e e e e e e e e e e e e eennes 94
8.3.3. Personal space contact infformations |,................cccceeviiieiuiieeieeeeee e 95
8.3.4. How to use the personal space .......................cccceeee e 96
8.3.5. DONOI'S detalilS ,..............cceeiiiiiiieee e 97
8.3.6. DONOr's PaYMENt NISTOTY ... .. . iiiiiiiii et e e e e e e e e e e eeeaes 98
8.3.7. Regular donor's OptioNS ................coooiiiiiiiiii e 99
8.3.8. Receipts download ......................ooooiiiiiii 99

9. Data export and synchroniSation .........ccccovvvviiiiiiiiiieccec e 101

3/108



Payment - user guide

1. Introduction

Payment is iRaiser's online payment platform, it is dedicated to Nonprofits. With Payment, you will be able to
create, limitlessly, payment forms and raise funds online.
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you will simply use your payment forms’ direct URL to broadcast them and raise funds.

From Payment's back office, you will be able to monitor your fundraisings, send out automatic emails, payment
receipts or fiscal receipts, and of course export all of your data, or synchronize them with compatible third services
( database, CRM etc.)

The whole debit/credit part of the payments you'll get via Payment is processed by online payment terminal
gateways. They are third party online services in charge of reaching out bank accounts and debit and credit
them. Payment sends them all the data from its validated forms, and they proceed the payments. Payment is
always connected to at least one payment gateway when going live. There are many compatible payment
gateways, here are some of them:

= |ngenico Payment Services, online and mobile payment world leader

Ingenico manages debit and credit operations on payment cards and is integrated on most of our payment
platforms.

= GoCardless, online direct debit service

With Gocardless, your can have your donors making online — one-off or recurring — direct debits at affordable
costs.

= Paypal, online payment service
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Paypal makes it possible for your donors to pay without transmitting directly to you their credit cards or IBAN.
= Slimpay, online direct payment service

Slimpay provides direct debit online services with its own e-signature technology.

Payment also works with Gestpay, Buckaroo, Paylib...

Each of these payment terminals will charge you payment fees, or commissions (Paypal),_contact our marketing
team for more information on billing.

Some of these payment terminal gateways will be requested for payment invisibly: the donor won't notice
anything. Others will take the donor from the form to their own interface to validate the payment. Some of the
payment gateway listed will be used more commonly in certain countries than others. Our marketing team will
help you choose the service that fits the most your fundraising goals, budget, and organization.

Remember that no money will be sent through payment and that the fund flows will directly go from the donor’s
bank account to yours (Premium offer) or to the collective Starter subscribers’ bank account before being sent to
your bank within 30 days end of the month.

2. Back-end

Payment's back-end is available in 3 different themes:

ma = e

(TR

Payment's 3 themes have the same features, except for the dashboard’s graphs that are only available on the
last theme.

In order to log in to your back-end, go to https://mydonationplatform.eu/manager.php/jauth/login/form (replace
mydonationplatform.eu by your platform’s real URL).

Enter your login and your password to access this page:
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It is the interface you will use to manage your whole platform.

In order to navigate through Payment's pages, you will have to use the accordion menus from the left column.
Click on one of its titles so as to get access to its rubrics. These menus will let you, among other things:

¢ have a look at all of your donor’s information or modify them
monitor all the payments made using the payment platform

e set up and customize your forms and their emails

e export your data and set notification alerts

¢ set up the PDF the payment platform will send to your donors

Options from the header

English | Frangais View application 8 Disconnect

Administration Account | & pdein | Longuages:

e Account: this button shows which account you used to log in. If you click on it, you can modify your user’s
information. Be sure not to share your login and passwords with anyone, since most of the things you will
do from the back end will be linked to your personal ID.

e Languages: change the language of your interface by clicking on those buttons (does not change your
payment forms’ language.
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¢ View application: this button is a short path leading to the by default campaign of your platform, i.e. the by
default payment form of your platform.
¢ Disconnect: click here in order to log out.

APl and Shortcodes documentation links

API - Shortcodes documentation - Version

e API: click here to access technical documentations on how to use Payment’s APl and set up counters:
o Counter API: set a counter showing the amount collected
o Donation API: set a counter showing number of gifts you got

¢ Shortcodes documentation: click here to access Payment's complete shortcode list.

3. Access creation and modification

As soon as you get Payment, an access is created for you. You will have to create your team members’
access. Payment's access management relies in the hands of its administrators. In order to create a new
access, go to the « System » section of the lateral menu.

n SYSTEM

Users
Groups of users for rights

Rights of users

If you can’t display this section of the menu, or other settings options, when you are one of Payment’'s administrators, ask for an upgrade of your profile on support.iraiser.eu.

In « Users » click on « Create a new user » so as to add a new user to your payment platform. You can also use
this page to check every existing account/user.
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Users List

Login

Judicaélle WView
reader Wiew
Telemarketing 1 Wiew

Create 3 new user

Choose an ID (you won'’t be able to change it), avoid using your email address. Choose a name that will let you
be identified by your team members. Choose a password and confirm it before registering it. Payment will
suggest secured passwords, we recommend using them and changing them regularly.

Create a new user

Login*

Name*

Password

Re-type the password

]
I

Example of a password: v13IR2CmYQ

Return to the list.

In order to modify an access, go to « System » > « Users » and click on « view ». You will be able to modify the
name, the password, or delete the access.

Details of the user Telemarketing]

Login Telemarketingl

Name Mawani S

Change his password

Delete

Returntothe list
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You can create user groups so as to have a better visibility of your users. Groups are simple tags that help you
categorizing your users. You can create new groups or edit existing groups’ names, and delete the ones you
created.

Groups of users for rights

Groups of new users

admins| | IT | team collecte ¥ team compta | team relations donateurs

Set default groups

Change the name

T ¥ New name: Rename
Create a group
Narne: Save
Delete a group

T ¥ Delete

Click on « change rights of groups » to define by default users’ rights. In order to modify a user’'s group, go to
« Rights of users » in order to add it to another one.

If you want a user to be able to modify other’s access, go to « Rights of the users »
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Rights

Personal
rights

Create a
group
Delete a
group
Modify
groups and
their rights
View groups
and their
rights
Modify user
rights

View user
rights

The user can
change his
password

The user can
maodify his
informations

The user can
view his it
informations

Change the
password of a
user

Create a new
user

Delete a user

View list of ;
users

Modify
informations
of a user

View
informations g

about a user

Tick the box to activate the corresponding rights.

Click on + or —to change a user’s group.
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Rights for Telemarketing

Rights

Groups
Parcgial Personal P

: rights on " D m collecte team compta team relatjon
rights p on
g resources admins 'TD I: i E‘I donateur

Create a reader access

If you wish to create a reader access, just create one by naming it « reader ». The reader access won't be able to
modify any settings or campaigns or modify a payment.

Administration Account: | & % | English | Francais | | vigw application | 8 Disconnact

EPA\'MEHIS Da Sh board

‘ ® | anGUAGES

4. Set up

Before creating your first campaign, i.e. your first payment form, you have to set up your platform. Default
contents and defaults settings are the first steps toward your first campaign launch.
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Common

Formi (steps 1, 2t 3)
Thank you page
Emails

Appendix

Common
Motifications / exports
PDF templates

Fiscal deductions
Smart grid

Tracking

Title

Technical informations

On Payment, pictures and texts are called « contents », so whenever you have to create or modify pictures and/or
text, you will have to go to one of its content section, be it the « default content » section from the lateral menu, or
the « content » option of a campaign. Default contents will be used by every existing or new campaign/form, and
the contents set directly on a campaign (using a « content » button of the campaign list) will only be used by the
campaign that is being edited.

GP Digest Subscription At s [E7est]
@ uicription

|_'."U-_"."5

w it grid ||: Custom fields ||+ Duplicate |x Close |t Set default | Test | Diefaut Ik i| View (A) | Copy Link {4) || View (B) | Cogy Link (8) |

Settings can be edited from the » Default Settings » section and the « Set up » button of every campaign from the
campaign list. « Default settings » from the lateral menu lets you set the global settings of all the campaigns. « Set
up » lets you edit a single campaign’s configuration, without modifying other’s.

12/108



Payment - user guide

GP Digest Subscription it s [ETest|
@ - b= rriptian
RN 2 Convents l Gifigid | O Custom fields |+ Duplicate | % Close | Setdefaut || Test ||  Defauttling || View(d) | CopyLink(8) || View(B) | Copylink (B} |

4.1. Shortcodes

Every donation information that is registered is linked to a shortcode. For instance, when a donor writes his
lastname in the « lastname » field of the form and validates his gift, this information is registered and linked to the
donator-lastname] shortcode. As a result, you can use shortcodes to display your donor’s registered information
in emails, on thank you pages and PDFs. As a result, if you write « Thank you, Mr. [donator_lastname] » in an
email’s text editor, the donor will receive « Thank you, Mr. Wong ».

Those shortcodes will be useful in many ways: customizing emails, thank you pages, but also customizing your
data exports, or even setting up alerts. Shortcodes will also come in handy for your .odt templates that will be
used for generating Payment's PDFs (receipts, fiscal receipts and pledges). Those shortcodes will be slightly
different though, as instead of being between [ ], they will be using { }:

[donator_firstname] => {donator_firsthname}

You can find the shortcode lists :

= |n every Payment details page, by clicking on the « Show shortcode values for this donation »

Show shoricodes values for this donation

you will get the shortcode list of the donation;
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= Under every text editor from any content that can use them:

 Thank you page (after U / payment

EEE content

[Bsweel [ 2 © BB E « ~
BIUSex=Llzx|-%&g=s=z|=«||amsaq|

[rome - |[ e -[[&- B-|

[donator_dear] [donator_firstname] [donator_lastname] thank you for your support!

You will 00T rBCENE YOUT CONr Card and & povate mvitaton for tvo peopie to jom us fofowr Chirstmas event
Tanies 10 your Jeoration_ameun_with_cuementy] danation we will e bl to cantinue our efarz.

ety

Show shorcodes

This button displays the list of the shortcodes that can be used for the text that you are editing.

= |In Payment's footer, from any page, by clicking on « Shortcode documentation »
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AP| - Shortcodes documentation - Version

You can get the full list of every shortcode working in Payment.
Shortcodes are organized by groups:

= « Organisation » gathers all the shortcode relating to your organization’s information, as set in « Default
settings » > Common

= « Campaign » gathers the shortcodes of the campaign

= « Context » gathers the shortcodes of the gift's context information, such as, for instance, which link was
used by the donor to access the form.

= « Donation » gathers the shotcodes relating to the gift information (amount, frequency, payment method...)

= « Donator » gathers the shortcodes relating to the donor’s personal

= « Fiscal receipt » gathers the shortcodes related to receipts information (creation date, reference...)

= « Payment » gathers the transaction information shortcode

= « Payment Provider/Gateway » gathers transaction informations sent back by the involved payment
gateway

= « Payment Mode » gathers payment method information shortcodes

= « Qualification » gathers qualification question shortcodes used on the thank you page

= « Sympathizer » gathers the personal space information shortcodes

= « Reserved fields (custom) » gathers customized fields shortcodes that you created from the campaigns
(Premium offer)

You will find at the end of each shortcode list variable guidelines and links to PHP documentation to help you go
further in your use of shortcodes and create advanced settings. Thanks to that, you will be able to turn a
shortcode’s value into capital letters, dynamically change the content of an email if the donor ticked the company
gift box. Shortcodes are heavily adaptable and polyvalent, be sure to have a look at these guides and at our
shortcode help list.

4.2. default content

From the « Default contents » menu, you can define texts and pictures that will be used by all of your forms. Of
course, you will be able to customize individually your campaigns. On each page from the default content section,
you will use text editors.

Common

| Form (steps 1, 2 2t 3)
Thank you page
Emails

Appendix
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Above each page from the « Default content » section, flags are displayed. Each flag stands for a language that is
active on the platform. Simply click on one of the flags to access the corresponding text editor and customize it.

EHEEm DS
Payment can display forms in the following languages:

= French

= English

= |talian

= German

= Portuguese
= Dutch

= Flemish

= Japanese

If you need to add a new language, post a request on support.iraiser.eu (free). Please, take the time to prepare all
the translations required (thank you pages, emails, .odt) in order to be able to integrate the content as soon as
you get your language activation.

Content text editor

=I= reassurance message (step 2)

[ Source B @ @ «

B I US x x*|L| & = E EE 58 @& EE=Q

Format - || Talle ~|| A~ E3-

body A

Show shortcodes

Every text editor has the same options and will let you use links, pictures and modify your text.

= the « source » button will let you integrate code. Be sure to click on it before writing code, and save by
clicking on the saving button.

=« the show shortcode » button displays the complete list of the shortcodes that are available and that can
be used. In order to integrate a tag, click on it. It will automatically appear in the text zone. If you need help
to understand the use of a tag, have a look at its value in the right column.
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Common texts T

=i Organization name iRaiser.org
Z1= Organization description Organisation description
::‘ﬁ Title of the form Stronger together

=I5 Meta description

=i Meta keywords

Save

The common texts section will let you create tags for your organization, that you will be able to use wherever you
want on any of Payment's page. enter the name of your organization, a description of your actions and choose a
title for your form (the title will be displayed at the top of the browser).

Be sure to personalize the meta data and keywords so as to enhance your forms’ SEO. PPayment is delivered
with demonstatrion content, if you don’t modify itV, you will have the same meta data as many other platforms on
the market...

4.2.1. Default contents of the form (steps 1-2-3)

The « Form (stepl,2 and 3) section will let you modify and set up the pictures and texts that will be displayed in
every form. Be sure to replace the demonstration content of your platform, so as to not have the same texts as
other Payment users.

= Step 1 is the first page from the A version of the form, and the first column from its B version
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| DONATE ONCE 1 DONATE EVERY MONTH WHY DONATE ¥
Yisuif danarien will 1 s OaninLE s
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I €10 l €30 l €50 ok €5 | €15 | €30 ‘W walild rt habva gme 5 Fa without e
1T yeis b iy gueestioenabeul miabing
¥ 50 | €100 & hoiation, £all L o (33 1R TAA0E
Chonss Your cwi dimsanl L Cheoss yuisr own amaunt £
1
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o

L v prvuc o of §

> 00 TO KEXT STEF

= Step 2 is the second page from the A version of the form, and the second column from its B version

WY COORDINATES

Emall * &g, jo-hinggsidemal. com WHY EACH DOMATION
- MATTERS
jsan.supantivraiserou
Al eas Tunding comes S mur
| am making a donanan on behal of an organisanon e liaf

Compary 1.5 fppke

Acme Company
Tiile * Arst Mamee * o.£. |oanna Last Mame * e g. Hloggs
Mr & Jdman Dupor

Address 1% 6¢ 123 Steetsan Roar

123 rue de la Republgue

Addresz ey, Gresmaich

Zbme alage
Pastcode * Clity* B¢ Lorian
TEDO1 Pars

Country * e.g: Lnied Ringdom,
FRAMCE H

* Rucyareil Fiedde [Thigmlosmation &

Frld0ny £0 jesie pid Tae reoi prh > 40 TO KEXT STEP

= Step 3 is the third page of the A version of the form ans the third column from its B version
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ghee-es your IBANVBIC directly hl’h\ln-.ldl;:ty-l card type ABOUT Us

Phoase anLe Yo IBAN Bum bir m wisa

HHamsar = a et b ed On a0 Seat

Pleass eniar your Seed nusmies

B W

Expiry data
- B |- e
Security Codo

Thii 3 e necuiey coti i locatid
i th Bk bl youd card

= Reassurance messages are the texts that are on the right side of the different steps of the A version of the
form and are at the bottom of its B version.

The B version of the form displays all the steps on one single page

A i _l‘-

AR
CURCE s

As every page from the default content section, it is organized in accordions. Click on a title to display the
corresponding content.
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Steps 1,2and 3 =
~ IMAGES

STEP1
. =6 Name of step 1 Wy donation

~ GIFTS GRID
~ REASSURANCE MESSAGE

In « Images », you can upload the picture from the « next step button » of the A version of the form. Be careful to
use pictures of this size and weight: 256px * 71px / 20ko (max)

In « logo » upload your form’s logo.Be careful to use pictures of this height and weight: 200 px (height) / 100ko
(max)

You will also need to upload the logo that will be displayed on the personal space and the appendix (legal
information/Credits/Contacts) in: Design (expert) > header > logotype. The logo hides an URL, the URL of your
website. If you don’t upload a logo, this URL will appear. Be sure to put a transparent image to replace the logo if
you don’t want to display the logo and want to hide the link.

Upload your default form background picture in « body (background-image). You can also add some expert CSS
settings. Be careful to use pictures of these dimensions: 2000 px * 850px / 300 ko (max)

In step 1, you can choose the title of the first column/page of your form: Name of step 1.

In gifts grid, you can choose the titles and the descriptions of the grids:

| DONATE EVERY MONTH

support us throughout the year

ie&He15|'£3a|

‘Eﬁﬂli£1ﬂﬂ‘

Choose your own amount €

10

In reassurance message, you can customize the text that will be displayed at the bottom of the first column of the
B version of the form or at the right side of the first page of the A version.

STEP 2

=i Name of step 2 My coordinates

~ REASSURANCE MESSAGE

~ EXAMPLES
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In Step 2, you can choose the title of the second column/page of the form: « Name of the step 2 »

In reassurance message, you can customize the text that will be displayed at the bottom of the second column of
the B version of the form or at the right side of the second page of the A version.

In examples, you can choose different examples that will be displayed in light grey to help the donor filling the
form.

Email * Eoraya@hotmail.com

Belzam@iraiser.eu

In reassurance message, you can customize the text that will be displayed at the bottom of the third column of
the B version of the form or at the right side of the third page of the A version.

STEP 3

£E Name of step 3 Ny payment

~ REASSURANCE MESSAGE
~ PAYMENT BUTTONS

In « payment buttons », you can change the payment validation buttons. Buttons are pictures. You cans replace
them by creating your own pictures, with the color and the text you want.

Be careful to use pictures of these dimensions: 256px * 71px / 20ko (max)
Your buttons’ alternative texts can be set up at the bottom of this page:

= Text for payment by credit card

= Text for online payment via external platform (Ingenico)

= Text for authorizations

= Text for one-off pledges
= Text for regular pledges

Click on save to register your settings.

4.2.2. Default thank you pages

Common
Form{steps 1, 2 et 3)
Thank you page
Emails

Appendix
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The « Thank you page » section lets you customize every single thank you page that will displayed to your
donors. You can set them differently according to the payment channel and/or frequency of your donation.

The thank you page is always divided into two blocks. On the left, will be displayed the message you set, and on
the right, you will see additional questions to the donor — if you activated them (campaign list > set up of the
campaign > qualification questions). Here is a thank you page:

(Rniser

Helping you reise more

THANK YOU FOR YOUR SUPPORT

Hi Xim Dapont,
Thank you for your lifeschanging monthly donation of & 4,000,

Be sure to check the information you gawe us:
123 rue de la Républigueiéne étage

78001 Paris

FRANCE

If anything is wrong, please click hera

Thank you iRatser.org for helping us go farward.

Azealla Louner

gt ey

bright color displayed at the top of the thank you page is pre-set automatic.
Set up the thank you pages corresponding to the payment channels and frequency you use on your forms. If you

don’t write any content on a thank you page that is active, the donor will see an empty thank you page displaying
the automatic message:

221108



Payment - user guide

There are two different types of thank you page for each payment channel:

¢ The thank you page after submission of the form will be necessarily displayed to every donor clicking on
the payment validation button. This thank you page is mandatory.

e The thank you page after payment validation is optional and will only be displayed if you share its URL in
the corresponding thank you email, using the shortcode [dontaion_validate _url]. This URL validates the
pending corresponding donation (if applicable), sends a second thank you email and displays the thank
you page after payment validation.

Click on the flag(s) to switch from a language to another, and click on thank you page’s title to modify its content.

Texts on the thank you pages iies

ONLINE PAYMENT
ONE-OFF PAYMENTS

~ Thank you page (after form submission / payment validation)
~ Thank you page {after payment validation)
REGULAR COMMITMENTS

~ Thank you page {after form submission / payment validation)
~ Thank you page {after payment validation)

One-off thank you page (after form submission/payment validation)

This thank you page is displayed to donors who made a one-off online payment (credit card, Paypal, Gocardless
IBAN...), as soon as they hit the payment validation button. Online payments are automatically processed by
online payment gateways, so when the donor actually see this page, his or her payment is already validated.

Regular commitment thank you page (after form submission/payment validation)
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This thank you page is displayed to donors who made an online regular commitment (credit card, Gocardless
IBAN...), as soon as they hit the commitment validation button. Online commitments are automatically processed
by online payment gateways, so when the donor actually see this page, his or her commitment is already
validated and his or her payment information registered for the first regular payment debit (usually on the 5th of
the month).

AUTHORIZATIONS
ONE-OFF PAYMENTS

-~ Thank you page (after form submission)
~ Thank you page (after authorization vaiidation)
REGULAR COMMITMENTS

~ Thank you page (after form submission)
-~ Thank you page (after authorization vaildation)

One-off authorization thank you pages (after form submission)

This thank you page is displayed to donors who made direct debit authorization, by registering their IBAN (/BIC) —
as soon as they hit the authorization button.

Regular commitment authorization thank you page (after form submission)

This thank you page is displayed to donors who made a regular debit authorization, by registering their IBAN
(/BIC) — as soon as they hit the authorization button.

PLEDGES
ONE-OFF PLEDGES

-~ Thank you page {after form submission)
~ Thank you page (after pledge validation)
REGULAR COMMITMENTS

~ Thank you page {after form submission)

-~ Thank you page (after pledge validation)

One-off pledge thank you page (after form submission)

This thank you page is displayed to donors who made a pledge (cheque or bank transfer) as soon as they hit the
pledge button.

regular commitment pledge thank you page (after form submission)

This thank you page is displayed to donors who made a pledge (cheque or bank transfer) as soon as they hit
the pledge button.

Thank you pages after the validation of the payment are optional and will only be displayed if:

—you choose to put their URL in the corresponding thank you page using the [conation_validate url] shortcode
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and the donor clicks on it

— the donor made a donation using the Gocardless Iban service, and clicks on the confirmation link in the online
regular commitment thank you email.

Activate only the optional thank you pages you need.
One-off online payment thank you page (after payment validation)

This thank you page is displayed to donors who made an online payment using the Gocardless Iban service,
when they click on the confirmation link of the « Notification for SEPA mandate » email.

Online regular commitment thank you page (after payment validation)

This thank you page is displayed to donors who made a regular online commitment using the Gocardless IBAN
service, as soon as they click on the confirmation link of the « Notification for SEPA mandate » email.

One-off authorization thank you pages (after payment validation)

This thank you page is displayed to donors who made a direct debit authorization by sending out their IBAN (/BIC)
details, when they click on the URL generated by the [donation_validate_url] shortcode if you integrated it in the
corresponding thank you email. When the donor clicks on this link, he or she validates his authorization (the
authorization is then registered in the validate authorization section) and receives the « thank you email (after
authorization validation) ».

Regular commitment authorization thank you page (after payment validation)

This thank you page is displayed to donors who made a regular direct debit authorization by sending out their
IBAN (/BIC) details, when they click on the URL generated by the [donation_validate url] shortcode if you
integrated it in the corresponding thank you email.When the donor clicks on this link, he or she validates his
authorization (the authorization is then registered in the validate authorization section) and receives the
commitment « thank you email (after authorization validation) ».

One-off pledge thank you page (after payment validation)

This thank you page is displayed to donors who made a pledge (cheque or bank transfer) when they click on the
URL generated by the [donation_validate url] shortcode if you integrated it in the corresponding thank

you email.When the donor clicks on this link, he or she validates his pledge (the pledge is then registered in the
validate pledge section) and receives the one-off « thank you email (after pledge validation) ».

regular commitment pledge thank you page (after payment validation)

This thank you page is displayed to donors who made a regular commitment pledge (direct debit or bank transfer)
when they click on the URL generated by the [donation_validate_url] shortcode if you integrated it in the
corresponding thank you email. When the donor clicks on this link, he or she validates his pledge (the pledge is
then registered in the validate pledge section) and receives the « one-off thank you email (after pledge

validation) ».

4.2.3. Default emails
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Common
Form (steps 1, 2 et 3)
Thank you page

Emails

The « Emails » section from the default content menu lets you set up all the emails that are automaticaly sent by
Payment. These emails are sent when:

= when the donor has made a donation

= when the credit card that was registered for a regular commitment is about to expire
= when you validate a payment (authorization, pledge)

= when the donor forgets to send his payment after a pledge

= when his online regular payment failed

= when his receipt is available

= when he leaves a form, after giving his email address, without making a donation

= when his mandate is ready and waiting for validation

On this page, you will find the complete list of the emails that can be sent to your donor. You can’t add any new
email to this list, if you need to send additional emails, please use your compatible CRM. If you want to deactivate
an email, simply empty its fields (all of them).

The « Emails » page is similar to most of the default content pages and uses accordions. Click on an email’s title
in order to access its editor. Click on the « show shortcodes » button to display all theshortcodes available for the
email you are editing, and click on the shortcode you want to integrate in order to instantly use it in your content.
Each email has a test button, click on it if you want to send a test email to Payment’s administrator.
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ONLINE PAYMENT
ONE-OFF PAYMENTS

~ Thank you email (after payment validation)

EiS Sender's email address

£ sender's name
e
== Subject thank you
EE Content
BSourm': B E -
E 2 & 2 E | A E Q
Formal - || Taile = | A~ B
|arator, ] [donatar i par] [donator i ypsar] thark you for your [donaton_amount_with_edrency] donation.
You will soon receive cur brochure, please check the detsils you gave us:
{darator_civiity_longlfirstupper] [donator i fi | [donater & firstuppe]
|daratar_addressi| [donator_addressl]
|donator_posteoda] [donztor_eiy]
Icanator_eountry]
If arythirg is wrang, please cantact us al [organisation_phone].
Thanks again for your support.
Have some tima 7 We would be pleased ta show you our latest orojects
organisation_represantative]
body A
Show shoricodes || Test
Save
General

This part is very important for the smooth functioning of Payment’s emails. the sender’s email address and name
will be used for every email that does not have specific sender information and for your export notification emails
and suspicious gift alerts. This sender information must be filled so as not to deactivate important emails.

Emails sent via the form 11 ES

COMMON
Ef5 Sender's e-mail address jvalinform@iraiser.eu
EH Sender's name iRaiser Academy
Recipients in BCC (separated with %") servicech@iraiser.eu

"Recipients in BCC" is used on the following emails: follow-up email in case of drop out, thank you email for one off and regular gift, thank you email for pledge by cheque

and by french direct debit, notification emall "tax receipt ready” and first card renewal follow-up email (not working with 2nd and 3rd emails)

Save

You can send copy of the emails sent by Payment to your donors by putting one or several emails (separated by
« ; ») in the recipient in BCC field. You will receive a copy of every automatic email, except the 2nd and last credit
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card expiration email.
If you have several languages activated, click on the flags to go from one language to another.

The title of each email from this list will let you know when/on what condition it is sent.

ONLINE PAYMENT
ONE-OFF PAYMENTS

:

Thank you email (after payment validation)
REGULAR COMMITMENTS

:

Thank you email (after payment validation)

»

Follow-up e-mail card renewal: 1/3

b

Follow-up e-mail card renewal: 2/3

»

Follow-up e-mail card renewal: 3/3
AUTHORIZATIONS

ONE-OFF PAYMENTS

~ Thank you email (after form submission)

Thank you email (after authorization validation)
REGULAR COMMITMENTS

b

:

Thank you email (after form submission)
- Thank you email (after authorization validation)

PLEDGES
ONE-OFF PLEDGES

- Thank you email (after form submission)
~ Follow-up email waiting pledge
- Thank you email (after pledge validation}

Online payments > One-off payment >Thank you email (after payment validation)

This email is sent when the donor’s online payment is validated by the online payment gateway that processed it
(Ingenico, Paypal, Gocardless...).

Online payments > Regular commitments >Thank you email (after payment validation)

This email is sent when the donor’s online regular commitment is automatically validated by the online payment
gateway that processed it (Ingenico, Paypal, Gocardless...).

Online payments > Regular commitments >Follow-up emails card renewal 1/2/3

These emails are sent when the regular donor’s credit card is going to expire. The first email is sent 30 days
before the expiration date, the second 5 days before and the latest one is sent the day the credit card expires. In
each of these emails, there is a link to the donor’s upgrade/renewal form: [donation_renew_url] or [link|text].

[donation_renew_url] is the only shortcodes that permanently corresponds to the upgrade/renew form URL.
[link|text] is a generic shortcode which value changes from one email to another.

Authorizations > One-off payments > thank you email (after form submission)
This email is sent when the donor clicks on the one-off authorization confirmation button(IBAN/(BIC)).
Authorizations > One-off payments > thank you email (after authorization validation)

This email is sent when you validate the donor’s authorization from the back end, or when the donor clicks on the
validation URL from his authorization thank you email ([donation_validate_url]).

Authorizations > Regular commitments > thank you email (after form submission)

28/108



Payment - user guide

This email is sent when the donor clicks on the regular commitment authorization confirmation button
(IBAN/(BIC)).

Authorizations > Regular commitments > thank you email (after authorization validation)

This email is sent when you validate the donor’s authorization from the back end, or when the donor clicks on the
validation URL from his authorization thank you email ([donation_validate_url]).

Pledges > One-off pledges >thank you email (after form submission)
This email is sent when the donor clicks on the pledge confirmation button.
Pledges > One-off pledges >follow-up email waiting pledge

This email is sent 21 days after the donor’s pledge registration if you have not confirmed its reception from the
back-end. If 21 days is a too short period for you, ask for a change on support.iraiser.eu. Please remember that
the longer the follow-up awaits, the lower its chances to succeed will be. If you do not wish to validate the pledges
from your back-end, please empty all the fields of this email so as to deactivate it and avoid sending it to a donor
who already sent back his or her cheque or money transfer.

Pledges > One off pledges > thank you email (after pledge validation)

This email is sent when you validate a donor’s pledge after receiving the donation, directly from the back-end, or,
when the donor clicks on the pledge validation URL ([donation_validate url]).

Pledges > Regular pledges > thank you email (after form submission)
This email is sent when the donor clicks on the regular commitment pledge confirmation button.
Pledges > Regular pledges > follow-up email waiting pledge

This email is sent 21 days after the donor’s regular commitment pledge registration if you have not confirmed its
reception from the back-end. If 21 days is a too short period for you, ask for a change on support.iraiser.eu.
Please remember that the longer the follow-up awaits, the lower its chances to succeed will be. If you do not wish
to validate the pledges from your back-end, please empty all the fields of this email so as to deactivate it and
avoid sending it to a donor who already sent back his or her cheque or money transfer.

Pledges > Regular pledges > thank you email (after pledge validation)

This email is sent when you validate a donor’s regular donation pledge from the back-end, or when the donor
clicks on the regular commitment pledge validation URL ([donation_validate_url]).

Failed regular payment > follow-up e-mail failed transaction 1/2/3

These emails are sent when an online regular payment’s debit fails. An email is sent for each failed transaction.
After the third consecutive failure, the corresponding commitment is automatically suspended.

Other > follow-up e-mail in case of drop out

This email is sent to any donor who entered an email on the form but did not validate a gift. Please remember that
when the validation of a gift fails, the error message is displayed at the top of the form. Payment won’t send an

email to inform the donor of the failure.

This follow-up email is sent about 15 minutes after the donor entered the email address on the form. His content
must be written as an invitation for the donor to come back to the form he left and make a donation.
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If adonor opens several forms and registers an email address on each of them, he will get a follow-up
email for each of these forms.

In some rare cases**, this email can be sent if a payment gateway did not validate the status of a pending gift,
after 3 days. In this situation, the donor sees the thank you page as soon as he clicks on the payment
confirmation button, but does not receive any thank you email. His gift is registered as still waiting to be
processed, not as validated. Payment will then ask the payment gateway involved in the process for the status of
the gift, every hours, for 3 days straight. If Payment does not get a response, the gift is considered as failed, and
the follow-up email is sent to the donor.

The default waiting duration is set at 30 minutes but you can change that and choose another one by contacting
the support. It should not be too long so as to avoid increasing the failure rate of the follow-up email:

= 10 min
= 15 min
= 20 min
= 30 min (default)
= 45 min
= 1 heure
= 2h

= 3h

= 4h

= 5h

= 12h

= 1 day

= 2 days
= 3 days
= 4 days
= 1 week
= 1 month

**Especially with Paypal donations when the donor does not click on the « go back to the shop » after validating
the payment and the gift is registered as pending and switches to failed 3 days later.

Other >notification email « receipt ready »

This email is sent when a donor’s receipt is available. The receipt is attached to the email, and there is a direct
link to the donor’s personal space in the email’s content.

Other >notification email for SEPA mandate

This email is sent right after the donor’s GOcardless IBAN gift. Be sure to customize the table’s content.

URL shortcodes that can be used in emails:
[sympathizer_personal_space_url] : this shortcode displays the direct URL to the personal space.
[donation_renew_url] : this shortcode displays the direct URL to the donor’s upgrade form.

[donation_editlban_url] : this shortcode displays the GOcardless IBAN form where the donor can modify the
registered information before validating the mandate.

[donation_validate_url] : this shortcode displays the URL to validate a pending pledge/authorization/Gocardless
IBAN.

Be sure to integrate shortcodes that are relevant to the payment method used by the donor.
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4.2.4. Appendix

Names and content of the appendix pages 18

~ CONTENT OF THE CREDITS PAGE
~ CONTENT OF THE LEGAL INFORMATION PAGE
~ CONTENT OF THE CONTACT PAGE

Save

The « Appendix » section is also displayed like most content pages and uses accordions. Click on the title of the
section you want to modify in order to display the text editor.

Be sure to keep these pages up to date. This page can be displayed by clicking on the links that are in the footer
of your forms:

5. Default settings

In the Default settings menu, you can set up Payment’s main configuration. these settings will be used by all of
your forms/campaigns.

Comman
Naotifications / exports
PDF 1emplates

Frscal deductions
Smart grid

Tracking

Title

Technical informations

In this section you will set up:

e your organization’s shortcodes, so as to beable to use them in your emails, appendixes, thank you pages,
exports

¢ the minimum and maximum donation amounts of your form

e PDF sent by Payment (receipts, pledges)

¢ automatic fiscal deductions

¢ the Smart Grid

31/108



Payment - user guide

e tracking for analytics
¢ the titles displayed on your forms

You will also find the export and synchronization service, and Payment's technical information.

5.1. Default settings - common

Default settings — common

Commeon settings

COMMON SETTINGS

Write down all the information required in the corresponding fields. Each field will let you use its shortcode in
emails, thank you pages, reassurance messages etc. This way, if your organization moves to a new place or if the
legal representative is replaced, you will just have to update these fields and it will update all the pages where you
used the shortcodes.

Organization website address: the URL must have HTTP or a HTTPS, this is the URL that will be integrated
behind the logo of the form and that will let your donors go back to your website.

Administrator email: this field is mandatory and very important. Please choose a collective email address or one
that is always checked by someone and keep it updated. This address will receive: instant suspicious gift alerts,
test emails, technical information.

Whitelisted emails: put your team members emails to prevent them from being blacklisted. You can add as

many emails as you want, separated by « ; » without space. Be sure to check that the email you are adding here is
not already blacklisted. If it is the case, delete it from the blacklist first.

Minimum and maximum amounts

Define the minimum and maximum amounts you will accept for the gifts on your platform. Set the minimum

accordingly to your processing fees. The maximum amount should be set wisely, and only if you have particular
internal rules. Any donation equaling or exceeding this maximum value will be rejected.
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MINIMUM AND MAXIMUM AUTHORISED AMOUNTS

One off gift minimum amount 1
One off gift maximum amount

Recurring gift minimum amount 5
Recurring gift maximum amount

Save

5.2. Fiscal reduction settings

Bear in mind that tax reduction may not be used by your organization. Be sure to activate this only if needed

On the fiscal deduction management page, you will be able to set any tax deduction in order to use them on your
forms.

| DONATE ONCE

every gift matters

< [

‘€1DDH€200‘

Choose your own amount €

The real cost of your donation Is € 2 (tax

exemption of € &),

The tax deduction message, if activated from the campaign’s setting, will be displayed at the bottom of each
donation grid (one-off and regular) and will adapt to the amount chosen by the donor. In each form/campaign, you
can choose from 4 different tax deductions:

= Tax deduction for individual

= French tax on wealth deduction

= Tax deduction for corporations

= Custom tax deduction each automatic deduction from this page works the same way.
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For the three first deductions, pick the calculation method you want to use:

Fiscal deductions management 1B

TAX DEDUCTION FOR INDIVIDUALS

Calculation method Customized v

Minimum amount for 0
deduction triggering

Number of ceilings 1

Tax deductionrate 1 (in 75
%)

Ceiling 1 531

Tax deductionrate 2 (in 66
%)

= Note to be displayed up to 20% of the taxable income
(about deduction)

You can pick from the two main French deductions for nonprofits, the Belgian deduction or customize your own
deduction. the customized method. The customized method lets you pick your own minimum donation amount for
deduction, the number of « ceilings » and the related tax deduction rates as well as the last part of the deduction
sentence displayed in the payment grid.

— Custom tax deductions

If none of the previously mentioned deductions suits you, or if you wish to rewrite completely your deduction
sentence from scratch, use the custom tax deductions (1,2) and set it as desired.
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CUSTOM TAX REDUCTION 1

Minimum amount for

deduction triggering
Number of ceilings v

Tax deduction rate (in %)

EE Note to be displayed

(about deduction)

CUSTOM TAX REDUCTION 2

Minimum amount for
deduction triggering

Mumber of ceilings v

Tax deduction rate (in %)

B Note to be displayed
(about deduction)

Save

These custom tax deductions, once set, will let you use new shortcodes that will help you build your new
reduction explication sentence in « Contents » from the campaign > Step 1 > Tax deduction sentence:

= [amount custom1]: will display the final cost of the gift once the custom deduction 1 is applied
= [deduction custom1l]: will display the amount of custom deduction 1
= [amount custom2]: will display the final cost of the gift once the custom deduction 2 is applied
= [deduction custom?2]: will display the amount of custom deduction 2

Example: Your donation will only cost you [amount custom1] after the application of the common tax deduction
[deduction custom1].

In order to activate or deactivate the tax deduction sentence on a form/campaign, go to the campaign’s set up
page and click on « Enable fiscal deduction?* Yes/No » and:

¢ Enable gift on behalf of an organization* or

¢ Associated with French tax on wealth?* or

Enable « Gift Aid » (UK only) or

¢ Go to the campaign’s contents page to customize your deduction

5.3. ODT set up for PDF generation
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Dazhboard =

& cowmacrs PDF templates (.odt format) -
B parments - . PRR—— R e i ;
‘ UPLOAD TEMPLATES (PLEDGES, INVOICES, FISCAL RECEIPTS)
| 5 cavpacns
= Add a tamplate | odt) |
| E  perauLt conTENT
- Template 1 Cheque - defaut ISIR | Download | O Dekls Modify
Comamon Template 2 pa - defout Download | B Delsts Modify
Template 3 RF part pro 2 Download | 8 Dobla Modify
Fipcal daduction Template 4  RF reguler clessique | Download | B Onlsta Modity
mart grid
ting Template 5 RF ponciuel classiqee | Downboscd | B Dekte Modily
itle
Template &6 it 2016 Download | B Doiats Madify

Payment generates PDF for pledges and receipts. From this PDF templates page, you are going to upload every
single PDF templates of your platform, using .odt format and assign them roles.

In addition to their being completely customizable, these .odt will also be able to display your donor’s information.
We highly recommend using free open source solutions such

as www.openoffice.org or https://fr.libreoffice.org/ for creating and editing .odt. They will process UTF8 in a more
reliable way than Microsoft Office. We also recommend using black and white A4 templates.

.odt will be used to generate PDF such as:

¢ one-off pledges (cheque, direct debit order)

e regular gift pledges (direct debit authorization, regular direct debit order)
¢ receipt for one-off payment/ one-off fiscal receipt

¢ receipts for regular payments / regular fiscal receipt

Once your template is created, click on « add a template » and save it. Be sure to choose a name that will make it
easily recognizable from the .odt list.

PDF templates (.odt format) g

UPLOAD TEMPLATES (PLEDGES, INVOICES, FISCAL RECEIPTS)

+ acdatempiate [odl

Once it is registered, you can download it, modify it (be sure to change the file’s name) or delete it.

Template 18  pa Eva ‘ Download ‘ ‘Er Delete ‘ ‘ Modify

When the template is registered, you can go down to the page and choose its role, using the drop down list in
front of each option :
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DIRECT DEBIT AND CHEQUE PLEDGES

28 Chegue pledge file v
=8 Direct Debit pledge file v
Save

INVOICES, FISCAL RECEIPTS

=i Receipt (fiscal, Invoice) for one off pa v est

yiment

=H Racelpt (fiscal, invoice) for regular pay v Test
ment

E8 Duplicate receipt (fiscal, invoice) for @ =
ne off payment

ZH Duplicate recelpt (fiscal, involce) for o ] Test |
ne regular payment

Save

In « Pledge » you will choose which .odt will be used as templates for pledge PDF. Feel free to make tests from
your forms and cancel your pledges right after.

In « Invoices » select the .odt that will be used as a template for receipts. Click on « test » before saving, so as to
be sure everything is ok. Don't save the template if something is wrong with it. You have two different types of
receipts : receipts and duplicata.

e The .odt selected in « receipt »will be sent attached to the receipt notification email, and displayed in the
personal space for download. You must chose this option if Payment is the only service you use for
sending your receipts.

¢ The .odt selected in « duplicata » will be used to display a copy from the original receipt (sent by another
service) in the donor’s personal space. If you use this option, a synchronization between your other
service and Payment is required.

Useful .odt shortcodes:
¢ {donation_year} : will display the year of the payment/gift, on the yearly fiscal receipt for instance.
¢ {donation_date} : will display the date of the one-off payment/gift

e {amount} : will display the amount of the one-off payment/gift or the total amount of the monthly
gifts/payments.

if / then / else / switch and replace on .odt
You can use the same formula you use in thank you pages, emails and export. Be sure to replace [] by { }:

{tag|switch:original value=replacing value}

{[if] [then][else] [/if}
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{donator_civility_code|replace:value 1 of the tag=substitute 1|replace:value 2 of the tag=

substitute 2]

.odt templates
If you are not comfortable with .odt creation, you can use our templates and customize them.

e modeéle de recu fiscal
¢ modeéle de promesse (prélévement automatigue)
e modéle de promesse (chéque)

5.4. The Smart Grid

The Smart Grid is a customized algorithm available on Payment’'s Premium version. The Smart Grid is dynamic
and its amounts will change according to the donor’s profile.

Smart grid configuration

Collect statistical data about visitors = ¥es ) No

Insert the following code (on each page of the website) at the
end of the body

The Smart Grid has two different levels:
= Level 1 — this Smart Grid analyzes the donor’s browser data and adapts its gift amounts according to the
device and configuration used (browser, OS, brand and model of the device, screen size, resolution etc.).
= | evel 2 —in addition to level 1's data, this Smart Grid also uses the donor’s browser history and habits on
your website (amounts of previous gifts, time spent on your website...)

If you want to activate the level 2 grid, go to « Default settings » > Smart Grid and activate the data collection.
Then paste the code on every page of your website.

Contact us, on support.iraiser.eu so that we launch the data collection and analysis. The more visitors you have
on the website, the less time it will take to complete the calibration process. The level 2 Smart Grid will be
available when enough data is collected. Its activation will also depend on iRaiser’'s development schedule.

If you want to activate the level 1 Smart Grid, go to a campaign’s gift grid and click on « Activate the Smart Grid ».

o What happens if | activate the Smart Grid without pasting the codes on my website?

Only the level 1 Smart Grid will be activated.
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o How do | know if the Smart Grid is actually activated?
Have a look at the settings in the « Gift grid » section from your campaign.

o How can | be sure that the Smart Grid really increase the average amount of the gift made on my
campaign?

Make an A/B testing.
5.5. Tracking

On this page, you can copy your tracking codes for your analytics tools

. You have three different fields that will
integrate your code at the end of the pages.

Statistics management

Common JS analylics frackers

fuction| )
Eemant{c),
e nsariBeforeld. )
abftcs. camiarhtes. g

Fiwirdow, document, senot

gelea, UAIEATI0-Z, A
ez paguven’l;,
<lacript™

Show snortcodes

J5 analytes trackers on thank you page

parenode ncortBoforelam)

{oate’ L1A-34513
ga{sen, pagoven'];

iz

Show shoncodes

1% analytics trackers on dewnload page (pdf)

R Tnston) )

a=a CraateE Ement(s),

ErC=g m pasen oo e, )
wahtics comianaltcs. g’ @

el cmate’, 'UA-D4ETE0E-2, )
galsend. pageven’;

<ot

Show shortcodes

Save

= Common JS analytics trackers

The code pasted here will be integrated into every Payment’s page (including payment confirmation pages).
= JS analytics trackers on thank you page

The code pasted here will be integrated into authorization and online payment thank you pages.
= JS analytics trackers on download page (PDF)

The code pasted here will be integrated into pledge thank you pages.

You can also integrate your tracking codes into the « head » part of the form, from the Design (Expert) menu. Go
to Design > Expert and integrate your code, using this syntax:

[if][donation_status][in]validated,waiting,active[then] [else] your code here [/if]

Your code must be in https. If it is not, it will generate a security alert on your form.

39/108



Payment - user guide

You can also integrate tracking codes on specific campaigns by clicking on their « set up » button. Scroll down the
page and you will see the exact same JS analytics tracker fields. Any code pasted here will be added to the ones
you put in the default settings.

5.6. Titles

On the « Titles » page, you can activate or deactivate the titles you want to display in the second step, for each
language of the form.

s e
hhss T
s Ner e
W b = o
Lo o e
Lagy o e
5 v
F Ve we
B R
o Yo wie
Drs. Y o
Pmf o e
Rov e
& L
= Yo wte
Canon e wto
Cther W Mg
Famiy R
WA b e

M & Mes Ve Wb

They will be activated on every form you've created or will create.

3
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Last Hm:'l' £t BlogEes

Dupont

5.7. Payment's technical information

« Technical information », displays information about the different online payment gateways that are connected to
Payment, and patterns set for your RUM, Ingenico aliases.
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Technical informations

SEPA mandate reference patien

Allag patem {Ingenica) loznaor festramciunizscape] idoeanar iSatremabrioscanc) datoymo-iel
R
Ingenico - test

ACCOUT TEDE et
Accou 10

0 secure
Ingenica - default

AECOUT e preducson
Ancou I

3D secure

= SEPA mandate reference pattern
If you are using authorizations for direct debit payment, or GOcardless Iban, you will have to set your own RUM
(SEPA mandate reference). Contact us on the support to set it as you wish. Once set, the reference will be written
here.

= Alias pattern (Ingenico)
If you are using regular online payment via Ingenico, Ingenico will proceed to register an alias for each
commitment. An alias is a credit card’s print, it is used for debiting your donor’s credit card every month.
Payment displays here the pattern of these aliases. that will be billed to you, along with the fees for each credit
card interrogation
Aliases are billed to you, along with the fees for each credit card interrogation by Ingenico.

= |ngenico test / default etc.

Every Ingenico account that is linked to your platform is registered here. Each Ingenico account is linked to one
single bank account. If you need to add a new Ingenico account, contact us on support.iraiser.eu.

= Paypal / Buckaroo / Slimpay / Gocardles etc.

Payment displays the list of the different online payment gateway connected to your platforms. If you need to add
a compatible online payment gateway to Payment, contacts us on support.iraiser.eu.
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5.8. Design - Expert

This section is for developers and designers only. From the Design (Expert) section, you can modify both the way
your forms work and look. If you integrate bad code or use it the wrong way, you can break down your platform.

Nevertheless, three modifications can still be made safely, by anyone:
= Logo Integration

The logo that will be displayed on other pages than the forms’ (personal space, appendix...) General > Header >
Background > Logotype.

= Background image
In General > Body > Background Image > body (background image)
In Thank you > Thank you page options > Block > Background image

= JS analytics trackers (integrated in the « header » section of the form)
In Expert mode.
Most of the trackers must be integrated this way:
[if][donation_status][in]validated,waiting,active[then] [else] your code [/if]

Your code must be in https. If it is not, it will generate a security alert on your form.

6. Campaigns

From the campaign menu, you can access the campaign list and every campaign you created, sorted by
campaign types. Click on « campaign list to display all the campaigns. Click on a campaign type to see only the
related campaigns.
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HEaant. Lerigudaes; l English | Frangais ] l View appiication |ﬂ Disconnect |

List of thematic campaigns

|E PAYMENTS

l + Cieate & new thematic campaign ‘

E CAMPAIGNS

Campaigns list
Denation
Peer 10 peer
Subscription to Peer to peer
Purchase
id
Sponsorship
25
Subscription N

Upgrede / Rerew

P

DEFAULT CONTENT

&

DEFAULT SETTINGS

Search

Name - D

Form o

| Opan campaigns | Closed campaigns

Campalgn's name or id

Cancel

escription

pé Spiff 2017

U @gpifro17

Spiff operation 2017-2078
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Each campaign will let you set up a form, that will be available in 2 versions: A and B

¢ A: 3-steps form
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e B: 1-step form
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MON DON MON REGLEMENT

‘gamairaisar.ow
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JE CONFIRME WON PAIEMENT
PR AN B

You can choose which version you want to distribute to your donors or use both.
On the campaign list page you can:

e Create a new campaign/search for a campaign
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List of thematic campaigns

| + Create a new thematic campaign |

| Open campaigns Closed campaigns

Campaign's name of id

Search Cancel

Click on the « create a new thematic campaign » from the campaign list page.
If you are looking for a campaign that was already created, use the search field.

¢ Modifying a campaign you created by using the setup buttons displayed on each campaign:

id  Neme - Description

25  Form opé Spiff 2017

Donation 4 Test
@ spifro1y
| spitt operation 20172018
@ O IBAN O 1BaN E El ::? 1
Id Name - Description
25 Form opé Spiff 2017 A Test |
O Setup |0 Contents | Giftgnd | © Custom figids || * Duplicate Test Default fink View (A} | Copy Link (A) View (B) | Copy Link {B) |
— Set up
(a Set up) & Contents Gift grid |D Custom fields “l‘ Duplicate ‘ Test H Default link H View (A) ‘ Copy Link (A) H View (B) | Copy Link (B)
Click on set up to set the parameters of your campaign
— Contents
‘ﬂ Setup KJ Cuntenls) Gift grid |D Custom fields “l‘ Duplicate ‘ Test H Default link H View (A) ‘ Copy Link (A) H View (B) | Copy Link (B)
Click on this button to access and modify the pictures and texts of the campaign
— Gift grid
‘ﬂ Setup | & Cuntenlsa Gift grid W Custom fields “l‘ Duplicate ‘ Test H Default link H View (A) ‘ Copy Link (A) H View (B) | Copy Link (B)
| ———

Click on this button to choose the amounts displayed on the payment form

— Custom fields
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‘ £ Setup | &€ Contents Gift grid KD Custom fieids] ‘ + Duplicate ‘ Test ‘ ‘ Default link ‘ ‘ View (A) ‘ Copy Link (A) ‘ ‘ View (B) | Copy Link (B)
e Duplicate a campaign
‘ £ Setup | &€ Contents Gift grid | O Custom fields G + Duplicate D Test ‘ ‘ Default link ‘ ‘ View (A) ‘ Copy Link (A) ‘ ‘ View (B) | Copy Link (B)

Click on this button to get a perfect clone of your campaign (settings, custom contents, codes from the expert
mode included)

¢ Close a campaign * | & satup |d‘ Gontents | Gift grid |D Gustom fislcs ||+ Duplicate (u Gme)‘k Set dsfaul | Test || Defeutlink i| View [B) | Copy Link (B} |

*Once a campaign is closed, its payment form is offline, and donors using its URL will be redirected to the by
default campaign.

Closed campaigns are listed in the « closed campaigns » tab.

List of thematic campaigns

‘ + Create a new thematic campaign ‘

| Open campaigns Closed campaigns |

e Test a campaign

‘ £ Setup | € Contents

Gift grid | O Custom fields

“l‘ Duplicate nTest D Default link H View (A) ‘ Copy Link (A) H View (B) | Copy Link (B)

Click on this button to display all the payment form’s page: A and B versions of the form + thank you pages

e Get a campaign’s link

‘ £ Setup | € Contents

Gift grid | O Custom fields

‘ + Duplicate

‘ Test ‘( Default Iinkj‘ View (A) dlr Copy Link [Ajj ‘ View (B) [ Copy Link (B) b

Get the direct link to spread your payment form

¢ See the payment form
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& Contents

‘ £ Setup

Gift grid | O Custom fields + Duplicate

‘ Test H Default link ‘[\ﬁaw (A}) Copy Link (A) H(\ﬁew (B))l Copy Link (B)

Click on the « view » buttons to display your payment form

e Change the default campaign

| & Sotup | & Contents | Gift grid | O Custom fiekds X Close

| <+ Duplicate

(* Satdnfault‘u Tost H Dafault link H View (B) | Copy Link (B)

Set any campaign as the default campaign by clicking on the star button.

Click on the « Legend » button to see the whole campaign list map:

(& conmers List of thematic campaigns

| B parments

| + Create a new thematic campaign |

| digpiayed when ihe

(PAYMENTS FREGUENCY )

© ©)

Onooff paymont  Aegular payment

( PAYMENT METHODS

T
man® PayPel 1 igEhi IBAN 4 B @

Card’  BonGoCardless  Paypal  Buckarmo  Ingarico  [senedic Iban Ona-aff glodge (acf|  Aegufar pladge [ad]

CURRENCY

[®] (=]

Faceipt panaration aciivated

GCUSTOMIZED

2 2 B e

Customized contonts : emals, thank you pages

income fox donafion an bohalf of anarganisation  French sax on wealth

Cusloized fidlds  Evpori made  Updata carmpaign

6.1. Form creation and set up

In order to create a new campaign, Go to « Campaigns » > Campaigns list and click on « create a new thematic
campaign » to access the campaign creation and setting page.
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List of thematic campaigns

‘ # Create a now thematic campaign | Legend

| Opan campalgns | Clased campaigns

Campaign's mame or id

Search Cancel

Here you can save your settings by clicking on any « save » button, anytime. Remember that some
features/section can be hidden if they are of no use for your organization.

At the top of this page, you can decide to make this campaign your default campaign (the closure option does not
apply here since you are creating a new campaign and surely don’t want to close it).

Create a new thematic campaign

| # Go back te list of thematic campaigns |

Campaign closed Yos & No

Default campaign™ Yes = No

GENERAL INFORMATION

Name*

*
URL hitps:iitest] Siraisereus !

Description®

A

L ___________________________________________________________________________________]
In « General information » you can set:
= The name of your campaign (corresponding to the [campaign_name])
= The end of your URL (you can use any compatible letter or digit)

= A description. Put any information that helps to understand what the campaign is made for.

This way, you will see right from the campaign’s list all of your campaign’s important parameters without having
to go to its configuration page.

You will then have to choose your campaign’s type:
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Campaign type* + Danation
Subsecription

Crigin code Purchase
Sponsorship
Peer to peer

i Subscription to Peer to peer
Affectation code Upgrade | Ranew

Campaign types are tags that help organizing your fundraising. Nevertheless, some of them do have specific roles
and operating ways that imply they can’t be used out of their specific function.

From the campaigns list, you will see these tags, they all have different colors:

25 Form opé Spiff 2017 —+ (BTt

@cpirroi7

|Sp-.ff operafion 2017-2018

Eo0E =20 «« EBx=EEEIER=

2 Regular Payments updates _’_* [ Test |

u renswal

|Ra;'u.'ar onlire paymeants ranavwal

0B w-EEE

3 GP Digest Subscription __# [ Test |
o subsoription =

|2G|‘|i 208

R R=R= G

Different campaign types:

= Donation: basic campaign without any specificity, can be used freely

= Subscription; basic campaign without any specificity, can be used freely

= Membership: basic campaign without any specificity, can be used freely

= Purchase: basic campaign without any specificity, can be used freely

= Sponsorship: basic campaign without any specificity, can be used freely

= Peer to peer: can only be used for donations made via iGive Peer2Peer or Crowdfunding

= Subscription to Peer to Peer : can only be used for subscription paid for iGive Peer2Peer

= Upgrade/renew: can only be used automatically for renewal of expired credit cards (you don’t need to
broadcast it, the three credit card renewal emails will do the job)

Choose the campaign type that suits your project.

49/108


https://www.iraiser.eu/en/p2p-pages-personnelles-de-collecte/
https://www.iraiser.eu/en/crowdfunding/
https://www.iraiser.eu/fr/p2p-pages-personnelles-de-collecte/

Campaign type* Danation

Origin code

Affectation code

To export?= & Yes

Code received

Erable gift on behalf of an organization* Yes

Campaign closure date Day

Maximum of donations

Maximum of collected money

No

= No

-
¥

A

Month

The campaign will be clased when the maximum of donations or the maximum of cellected money is reached

Save

A
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You must then write down your origin, affectation and receipt codes. Those fields are optional and you can use
any characters, letters or digits required by your CRM or data base. If you don't use any of these services, just
know that the affectation code is supposed to help you know how the donation is supposed to. The receipt code is

only used by some specific services.

« To export? » is most of the time hidden and only available for platforms synchronized with EDIIS. If you are not

using EDIIS, you can skip this option.

« Enable donation on behalf of a company » activate or deactivates company gifts. This will display or hide a box
to tick on your form’s second step: « | am making a donation on behalf of an organisation ». Once ticked, the

donor will see the company’s name field appear.

MY COORDINATES

Emiail ® a2 jobloggsismallcam

jean.dupont@iraiser.eu

« | am making a denation on behalf of
an organisation

Company &.g. Apple

Acme Company

Campaign automatic closure

You can schedule an automatic campaign closure. Once the requirements you've set are met, the campaign is

offline and donors can no longer access the form. You can set 3 different closure conditions:

= When a specific date is reached

= When a specific number of gifts has been made on the campaign
= When a specific fundraising goal has been achieved on the campaign
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If you wish to close immediately a campaign, click on the « close » button of the campaign, directly from the
campaigns list, or on the « campaign closed » yes button at the top the campaign’s set up page.

VERSION OF THE DONATION PAGE

Enable 3 steps version (A) 7* ®Yes (1Ne
Enable 1 step version (B) #* “Yes (No
Default version* & 1step(B) 3 steps(A)

Version of the donation page lets you choose between the two forms available for each campaign: A (3 steps
form) and B (1 step/page form). You can choose to activate one version (recommended) or to use both. If you use
both, you will have to use the proper URL when broadcasting (link of the A version or link of the B version). The
default version will be the version of the form displayed by the default link (available from the campaign’s link
button, on the campaign’s list page).

TAX RELATED INFORMATION

Enable fiscal deduction?* % Yes I No

Associated to french tax on wealth?* Yes = Mo

Enable "Gift Aid" (UK only)* Yes = Mo

Enable tax receipt generation?* Yes m No
Save

Tax related information will let you choose your taxation sentence settings. Taxation varies from a country to
another, be sure to choose the settings that will suit most of your campaign’s donors. The taxation explanation
sentence is displayed in the gift grid as soon as your donors select or write an amount. « Enable the fiscal
deduction », lets you activate or de-activate the taxation explanation sentence.
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MY DONATION

| DONATE ONCE

every gift matters

m|€3n‘|€5n‘

i£1nuHezno|

Choose your own amount €

If you ‘activate it, you must choose the right rate. By default, once activated, the taxation explanation sentence is
set on the « Tax deduction for individuals » as configured from the default settings section, on the « fiscal
deductions » management page.

« Enable tax receipt generation » lets you activate or de-activate receipt generation for the campaign’s gifts. If you
click on yes, a receipt will be sent for every new or existing transaction of this campaign.

DONATION GRIDS
Enable one off amounts?* w Yes  No
Enable regular amounts?* = Yes ' No

Linked upgrade campaign

-

Amounts 1o display first* One off amounts N
Enable capture of free amount® & Yes Mo
Save

In the donation grid section, you can choose which type of donations will be displayed on the form (one-off or
regular).

= Enable one-off amount will display the one-off gift grid (« | donate once »)
= Enable regular amount will display the regular gift grid (« | donate every month »)

You can activate one of these options or both. If you activate regular gift, be sure to create a « renew/update »
campaign later, so as to automatically manage credit cards expiration. This renewal campaign should not display
one-off gift. If you already have created one, just select it as « linked upgrade campaign ».

« Amount to display first » lets you choose which gift grid will be displayed first: regular or one-off.

« Enable capture of free amount » lets your donor enter any amount in the gift grid.
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Choose your own amount €

From the Payment section, you will be able to choose which payment methods will be available on your form.
You have two columns to set them up:

= on the right, inactive payment methods that will not be displayed on the form
= on the left, active payment methods that will be displayed on the form

Select, drag and drop inactive payment methods from the right column to the left to activate them. Some payment
methods if not usable on your platform.

Once you are done, select the currency that will be displayed on your form.

PAYMENT

Click on payment methods then drag and drop therm according to your needs

Aptive methods far ose-off laciive methods for ane-ott
(Test) Card
Cne-off pledge (PDF)

IBAM

 Test | Card

1BAM

¥ AO0olLardLess)

Regular pledge {PDF)

Currency* € - Euro

|

Save

Thank you pages qualification questions are automatic additional questions you can activate. They will be
displayed on the right side of the page.
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THANK YOU PAGE QUALIFYING QUESTIONS

Enable gualifying guestions (one off)* ‘Yes & No

Enable qualifying questions (regular)* O ¥es @ No

Activate this option on the gift frequency you want, and then proceed to choose which questions you want:

THANK YOU PAGE QUALIFYING QUESTIONS

Enable qualifying questions {one off)* % Yes (JNo
Enable qualifying questions (reqular)® ®Yes Mo
Enable phone* Yes @ Ne
Enable mobile phone® Yes @ No
Enable date of birth* Yes & No
Enable avatar download* Yes ® No
Enable support message capture* w0 Yes (No
Enable option "l am a member™ Yes @ No
Enable "gift as anonymous™ Yes @ No
Save

« avatar » and « anonymous gift » can only be used on iGive Peer to Peer campaigns.

Additional tracking » lets you add up tracking codes to the one settled in the default settings section (>tracking).
They will only be added to the campaign you are editing.
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ADDITIONNAL TRACKING

Common J& analytics trackers (will be added to by default tracking settings)

JS analytics trackers on thank you page (will be added to by default tracking settings)
|
4

Show shoricodes

JS analytics trackers on download page (pdf) {will be added to by default tracking settings)

I
L

Show shoricodes

You can edit your campaign’s HTML header and integrate your own code so as to change the way your form
looks and works. Don't use this HTML header editor if you don’t know how to code: your campaign could end up
not working at all.

~ HTML HEADER

Warning! Eciit s feld ooy if pou kndw what yoo ang doing © & aiters the bebiour of the application. it cowd cause Mhe agpfeslion Sowdown of shutdawn. NE: The WTML hedder of the campargn is incloded after the coamion HTML headsr

& Edit the common {to all campaigns) HTML header

HTML header

& §

4 Top of the page

When you've set everything you needed on this page, click on the « save » button. You will be invited to set up
the remaining options.

55/108



Payment - user guide

*You can now se1 up other options for the campaign

List of thematic campaigns

You can then click on the customization button of your campaign:
= Content
= Gift grid
= Customized fields (Premium)

Be sure to set your gift grid. Contents are optional if you set everything that is required from the default content
section. You can go to this content section just to change your background image though.

Click on the « test » button to run a test of your campaign and display all of its pages.

Broadcast your campaign by clicking on the « copy » link buttons, and share your campaign’s direct URL.

7. Gifts and contacts management

You can manage your gifts and contacts through two menus:

= Contacts
= Payments

Contacts will let you see and manage your contacts’ profiles. A contact is a donor who made a gift on your form
or attempted to make one.

Payments is the section where all the gifts are registered.

7.1. Payments
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E PAYMENTS

Advanced search
Online payment
One-off payments
Regular payments
Regular commitments
Authaorizations
One-off payments
Regular commitments
Pledges
One-off pledges

Regular commitments

The payment menu lets you run through all the transactions made on Payment, and access the details of each of
them. If you are looking for a transaction, or want to know how much your campaigns made, it is the section you
have to browse into.The payments menu has four sub-menus:

¢ Advanced search

From the advanced search page, you have a look at any transaction made or attempted, whatever the status
(validated, failed, canceled, pending, etc.) or payment method used.

¢ Online Payments
From this section, you can find every payment processed by an online payment gateway: Ingenico ePayment
(payment cards), Gocardless (online direct debit), Paypal (payment cards)... These payments are automatically
processed and credited to your account (Prime offer) or the mutualized account (Starter Offer).

e Authorizations
The authorization page displays direct debits authorizations (IBAN). These authorizations will have to be sent to
your bank for the money transfer to be processed. And you will have to validate authorizations confirmed by your
bank. You can also use your CRM or any other compatible third service to send the information to your bank
automatically. You can also subscribe to Slimpay and automatically have the status of your payment.

e Pledges

This section displays the donation pledges (postal order, checks). Pledges will have to be validated by you if you
chose to receive them by mail, and checked if you asked the donor to proceed to a postal order.
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Each of these sections will display the corresponding sums, transaction lists, and search filters:

Montant tolal des dons

2010391,26 €

14868

St (e B T

Mo it | W gl A

sonpue: | Fates wnlang Ut e paisert
FILTRER PAR CAMPAGNE
_' Camuagrs + A v
0 Eaponer an S5V

| P Lo b L L sk b e arn

- s i e weg -TUS Do Ve ™

v i b sag AR vt ™

™ P [ —— T el s

e Frmen moseban s g AN ™

If you already know the type of payment you are looking for, select the corresponding section. If you don't, use
the advanced search.

7.1.1. Advanced search

i

Advanced search

Tolal armount of gifts

€2010261.26

$1,486

Aot | 2 jusicadle | I"!F""‘| Engian | Frangai | | Vi sppication | 8 Disternse

Average gift
€337292
$51.24

Seedrch (rieme oremai) LI

Eror message | Any massage

Cresied

+ [From o

Language:| AR lngueg. = | Payment mede :

FILTER BY CAMPAIGN

Campaign o | [ Add & e
First Nama Last Hama Emal ndsusa Amousd  Craated o the
L Beram TeaAan NG Finiser £30 12062007 nn
nachvin Pahies mpcsbis Rt €30 1V06T0T 2m
Frenc Garance afencagiraisered €100 12062007 200

B Export in o5V
s Peymant mads
Walidated gift Visa [ Vew
Wallckamd gift Visa | 8 ey
Yaisoed git Vi [3 wow

The advanced search makes it possible to run through every single transaction made on Payment, whatever the
status (validated, canceled, failed, pending) or the payment method used. As a result, the information displayed
on the top of this page are to be taken cautiously: they mix both credited and uncredited gifts:
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Number of gifts Total amount of gifts

596 € 2,010,261.26
AS S 1,486

Averagegit
€3372.92

$51.24

If you use different currencies on your Platform, you will get as many lines of data as currencies activated.

This part of the page is updated each time you make a new search using the filters.

“Gearch (name or emall): {5}

Created - |Frem To

Language:| Al lamguages « | Payment moge: |

Search

FILTER BY CAMPAIGN

campaign = | 4 Ak fier

=

The bottom part is made of filters. There are two different types of filters on the payment pages:
* Transaction filters

Those filters help you sorting your search by using transaction information: firstname, lastname, email, transaction
ID, dates, languages, payment methods, error messages.

e Campaign filters

Those filters enable you to re-use the settings you chose in the campaigns’ configuration as filters: campaign IDs,
campaign types, origin and affectation codes, Ingenico account etc.

In order to use one, select it from the drop-down list and click on « add a filter ».

7.1.2. Payment details

This page gathers all the selected transaction’s information available. In order to access it:

— click on the « view » button from any of payments’ section pages:

First Name Last Mame Email address Amount Created on the i Status . Payment mode

Ruth More E“”‘B@imise"e €5000 05/06/2017 0230 Validated gift  Visa
Ruth More Route@iraisere  ¢9000 05/06/2017 0230  Validated gift  Mastercard
Ruth More Route@iraisere  ¢5000 05/05/2017 023  Validated gift  Visa .
Ruth More E"”‘&@”ais“a“e €9000 05/05/2017 0230 Validatedgift  Mastercard £ View
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¢ make a search on the Contacts > contacts page then click on see payments > view

D Email First Name Last Name

249 Medope(@iraiser.au /2 See payments ‘ | 1 Personal space | l X Delete personal space

If you click on the « view » button you will get this type of page:

— [ =] =1 ] [——T]s
Peyment detalls TST1920160408-1739-0124

]

T

[ra—

The payment details page is organized into several sections:

¢ The personal space button

Personal space

If you click on this button, you will log into the donor’s personal space. If you right-click on this button, you can
save this personal space direct URL.

¢ The donator’s section
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Displays the details registered by the donor when he filled the donation form.

¢ The donation section

DONATION
Validated gift
€200 Amaunt fram the grid
Created on the 08/04/2016 17:39:48

Date of the last status change 08/04/2076 17:39:50

Displays the transaction’s information: status (validated/failed/canceled/pending etc.), amount, option chose

creation date, status change date.

¢ The payment section

PAYMENT

Payment mode

Validated on the

Payment ID (Ingenico)

Payment status

Card

Visa

08/04/2016 17:359:50

3001813176 See Ingenico receipt

9 {payment requested ) v

sx=eaxr=eexs 1117 (exp. 2020-01)

Displays the information that was sent back to payment by the payment gateway terminal involved in the
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processing of the transaction (Ingenico, Gocardless, Paypal). The payment ID must be communicated if you
contact the payment gateway terminal. If you click on the receipt button, Payment will get the latest status of the
payment and display its up-to-date receipt.

e The context section

CONTEXT

Refer https://test19.iraiser.eu/manager.php/manager/donations/view?id=44&frequen

cy=regular_setup&payment_mode=online&stype=active

Query String _cpn_=1&_cpn_name_=siteweb&lang=fr_FR
Campaign 4

Form version b

Language fr_FR

P 109.7.27.250

Displays information about where the donation comes from: the URL he used to access the form (including the
parameters you may have added to it), the ID of the campaign of the form, its version (A or B), the language
chose, and the IP address.

Nota bene: in the event of a fraud or fraud attempt, you must communicate the IP when lodging your complaint.

e Other information section

OTHER INFORMATION

Fiscal number iRaiser-201604-00031P | ‘E Download fiscal receipt ‘
Date of fiscal receipt generation 13/04/2016 04:55:40 ‘ B (Re)send email notification ‘
Gift exported No
Gift Aid No

62 /108



Payment - user guide

Displays the receipt-related information. If you activated this option on the campaign on which the donation was
made, it will display :

= the receipt number

= a button to download it

= the date of its creation

= a button to automatically send or re-send it to the donor

= the gift aid status on the donation (activated or not)

= **the gift exported status is only relevant for Smartfocus users

¢ The reserved fields section

RESERVED FIELDS

reserved_affectdo Nep (Népal)

If you have a Premium Payment Offer, you can add fields to the form. If you did add additional fields, you will see
them here. These fields all have a tag which starts with « reserved_ »

¢ The Shortcode value section

Show shortcodes values for this donation

If you click on this button, you will display all the information registered for the gift, classified by shortcodes. You
can use this list in order to customize your emails / thank you pages / ODT and display the donor’s personal
information on them.

Depending on the payment type, the payment details page will let you cancel or cancel and refund a gift or
suspend a commitment.

¥ Cancel

|H Cancel | ® Cancel and Refund

Suspend

On a regular online payment, you will also get a button that leads to its commitment:
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DONATION
Active commitrment
€ 5,000 Free amount
Created on the 29/06/2016 14:26:35

Date of the last status change 29/06/2016 14:26:35

Debit monthly

® Suspend | P See the related transaction

7.1.3. Online payments

The online payment section gathers every donation processed by an online payment gateway like Ingenico
ePayments (payment cards), Gocardless (IBAN), Paypal (payment cards)...

The key to use this section properly is to select:

e the right type of donation (payment / commitment)
e the right donation frequency (one-off / regular)

Online payment
:'bne—affrpé)'mems' \

| [
|Regulanpayments,

ReulogGommiment)

¢ the right payment status:

‘ Walidated payments Canceled payments Failed paymenis Suspicious payments Pending actions

7.1.3.1. One-off payments

The « One-off payment » section gathers every single payment that was processed by an online payment
gateway: Ingenico ePayments, Gocardless, Paypal... Those payments are automatically managed and don’t need
any intervention from you to be credited to your bank account (Prime Offer) or to the mutualized bank account
(Starter Offer).
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Administration Socount Idmﬂlhl‘m"‘lwm||=m“||vuw=pumnn|ﬂnsnunrm
] Dashthoand =
| & commers Online payment > One-off payments
E ifts Tatal amount of gifts Average gift
:’: - i £ 110,512.76 £661.75
S— ' ¢ $90 330
::'m: |“'em-moomwn—r.; Cancelsd paymeres | Fabed payments | | Suspicious paryments | | Perding actiorn |
Bpaick| s | ‘Sersh {nsme or emai: o:
mw::::m- Created - Fiem o
Pledges
Lenguage:| Al lerguag_ = | Paymanm mode
Ore-aff pledges
Feguiar commimems | Snch
B camracns FILTER BY CAMPAIGN
[ B oerauLr conment Comesgn < || * Adoatne

| £ DEFAULT SETTINGS

II DESIGM (EXPERT)

O Expart n GV
|0 EYSTEM
Firat Name Last Name Emai oddrass Amount alidated on the Fayman moda
| ®  LanGUAGES Nig Sorlem ARG €30 VOGN I Viss | @ wew |
Mitvin Peebins ipesbisrsnn s €30 \LORAOTT 207 Vies |9 Vinw i

A transaction is registered in this section every time a donor clicks on a « donate once » option and clicks on a
payment method to proceed to pay directly online.

7.1.3.1.1. Validated one-off online payments

Validated One-off online payments are payments that went through fine: they are being credited to your bank
account (Prime) or to the mutualized Starter bank account. On this page, like on every other status of this section,
you can make a search using the filters:

Administration oot Idmﬂlhl‘m"‘lwmlqul |v=w=pumnn [ R—
] Dashhan =|
| & commers Online payment > One-off payments
E ) ifts Total amount of gifts
oed Search
:’: | £ 110,512.76
nine gayment -
Oroft pasments | b S go
Fogulgaments z
| ‘Vaidmied coymonts | Canceled payments | Faied pmyments | | Suspicious paryments | | Perding actiorn |
Feguiar commitmens
Sl o | ‘Sersh {nsme or emai: o:
Ore-aff pasmants
FRogular gemmemems by  JIE L
Feages
Language:| Af lguag_ > | Paymonimoda:
Ore-off piodges
Figular commtmemy | Sanrch
B camracns FILTER BY CAMPAIGN
[B DEFAULT CONTENT Comesgn < || * Adoatne

| £ DEFAULT SETTINGS

II DESIGM (EXPERT)

O Expart n GV
|0 EYSTEM
Firat Name Last Name Emai oddrass Amount alidated on the Fayman moda
| ®  LanGUAGES Nig Sorlem ARG €30 VOGN I Viss | @ wew |
Mitvin Peebins ipesbisrsnn s €30 \LORAOTT 207 Vies |9 Vinw i

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.
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For each registered transaction on this page, there is a « view » option. If you click on this button, you'll access
the payment details.

First Name Last Name Email address Amount  Validated onthe  Payment mode

Nia Sorlam niasoplang@iraiser.eu €30 12/06/2017 1203 Visa B View
Melvin Peebles mpeebles@iralsereu €30 12/06/20017 1202 Misa P View
Francia Garance gfoncia@iraisereu €100 12/06/201712m  Visa P View
Clive Hart clive@iraiser.eu €50 12/06/2017 1200  Visa ‘ £ View
Karel Hopes Medope@iraiser.eu €560 D02/06/2017 1045 Visa ‘ P view

Validated one-off online payment’s details

The Payment details of a validated one-off online payment let you canceling or canceling and refunding if
necessary:

Payment details TST1920170612-1203-0633

DONOR DONATION
Mr & Mrs Nia Sorlam Validated aift
Address 1 8, place du Marché €30 Amount from the gnd

92200 Neuilly-sur-Seine
FRANCE Created on the 12/06/2017 12:03:01

Email address niasoplang @iraiser.eu [ate of the last status change 12/06/2017 1 2:03:04

| |:|: Cance! |! Cancel and Refund ||

PAYMENT
Payment mode Visa
Validated on the 12/06/2017 12:03:04
Payment ID {Ingenico) 3021196734
Payment status S (payment regussted | ¥

Nota Bene: The refund button only appears once the payment is credited to the beneficiary account. You have to wait about 24
hours after the donation occurred to refund it.
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Payment details TST1920170614-1659-0634

DONOR DONATION
Mr Chrom Intsyst Validated gift
Address 1 8, place du Marché €30 Amount fram the grid

92200 Newilly-sur-Seine

FRANCE Created on the 14/06/2017 16:59:30

Email address bromng@iraiserou Date of the last status change 14/06/2007 16:59:33

el [

The « Cancel » button is the only one to appear right after the payment was registered.

It is not possible to block a transaction after it was made. You will have to wait for it to be credited before refunding it.

7.1.3.1.2. Failed online one-off payments

Validated payments Canceled payments Failed payments ‘ Suspicious payments Pending actions

Failed online payments are payments that came across an incident. The reasons for a payment to fail are
numerous: a mistake was made while filling the form, the donor’s bank or yours rejected the payment...

On this page, like on each payment status section, you can make a search and use filters:

Search (name or email): 10
Error message:| Any message v
Created + |From To

Language:| All languag... ~ Payrment mode !

FILTER BY CAMPAIGN

Campaign » | | + Add a filter

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.
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For each registered transaction on this page, there is a “view” option.

First Name Last Name Email address Amount Validated on the Payment mode

Nia Sorlam niasoplang@iraiser.eu €30 12/06/2017 1203 Visa B View
Melvin Peebles mpeebles@iraiser.eu €30 12/06/20171202 Visa ‘ £ View
Francia Garance ofoncia@iraiser.eu €100 12/D6/201712m  Visa ‘ £ View
Clive Hart clive@iraiser.eu €50 12/06/2017 1200 \Visa ‘ P View
Karel Hopes Medope@iraiser.eu €560 02/06/2017 1045 Visa ‘ P View

If you click on this button, you'll access the payment details, and get the reason for the failure.

Failed one-off online payment’s details

Payment details TST1920161006-1410-0319

DONOR DONATION
Mrs James Rooar L Failed gift )
Addreas 1 10 Rue des Romarnns £12307.89 Free amgunt

33260 La Teste-de-Buch

FRANCE Created on the 06/ 0/2016 1470:17

Email address wiokim@iralser.eu Date of the last status change 06/10/2016 14:10:13
PAYMENT
Payment mode Visa
Payment ID {Ingenico) 3010103987
Payment status 2 {autharisation declined }
Payment error Payment refused by the finansial institution
CARD REFUSED

Card sesssassses 1111 (exp. 202201)

Payment's error messages that are displayed on these pages are the one sent directly by the online payment
gateway used to process the payment. Please read them carefully. It will help you informing the donor if needed.

Aside from a message asking you to contact our support team, there is not much to do about a failed payment. If
the error message has a number « 2 » as payment status, it means your bank or the donor’s bank rejected the
transaction.

You can, of course, contact directly the online payment gateway’s support if you come across an error for which
you would like to get more information about.
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Ingenico error guide
You can download Ingenico’s error guides here:

http://payment-services.ingenico.com/ogone/support/~/media/kdb/pdf/ogone/fr/955815bf-4514-4d75-b683-21034ff
5789b/statuses-and-errors.ashx

and here: http://[payment-services.ingenico.com/fr/fr/ogone/support/quides/user%20guides/statuses-and-errors

Contact Ingenico

Ingenico - default

Account type production
Account ID
3D secure no

If you need to contact Ingenico, get your Ingenico account Id from « Default settings session > Technical
information ». If you have questions about a peculiar transaction, note its Payment ID (from the payment’s detail
page) too, and call +44 131 459 8800

DONOR DONATION
Mr Hugh Cornway Failed gift
Address 1 91 rue du cherche midi €600 Free amunt
APT BS
75000 Paris Created on the 06/04/2016 09:22:17
FRANCE
Date of the last status change 06/04/2006 0%:22:18
Email address cornwaysat(@iraiser.eu
PAYMENT
Payment mode Wisa
Payment ID (Ingenico) 3001705229 See Ingenico receipt
Payment error Card number format check falled for given card number,

|La vérification du numéro de carte a échoué pour le numéro de carte donné|

Card wssssassssss 1567 (axp. 2079-01)
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7.1.3.1.3. Canceled online one-off payments

Canceled online one-off payments are transactions you canceled (i.e. you retrieved them from the total displayed
on the validated online payment section), or canceled and refunded.

On this page, like on each payment status section, you can make a search and use filters:

Search (name or email): ID:
Error message: | Any message if
Created + |From To

Language:| All languag... = Payment mode !

FILTER BY CAMPAIGN

Campaign - | | 4+ Add a filter

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.

For each registered transaction on this page, there is a “view” option. If you click on this button, you'll access
the payment details and be able to follow the refunding operation or get further details about the transaction.

First Name Last Name Email address Amount  Validated onthe  Payment mode

Mia Sorlam niagoplang@iraiser.eu £30 12/06/2017 1203 Visa P View
Melvin Peebles mpeebles@iralsereu €30 12/06/20017 1202 Misa ‘ P View
Francia Garance gfoncia@iraisereu €100 12/06/2017 12z Visa ‘ P View
Clive Hart clive@iraiser.eu €50 12/06/2017 1200 Visa ‘ P View
Karel Hopes Medope@iraiser.eu €560 02/D6/2017 1045 Visa ‘ P view

Canceled one-off online payment’s details
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From the payment detail page, in the « Payment section, the status and its explanation will tell you if it is only
canceled or canceled and refunded.

If a refund was asked for, you have to go to the payment’s detail page again, 24 hours after clicking the refund

button, so as to check if everything went through fine. Most payment card will let you refund using this button, but
some won't. If this happens, you have to refund without using Payment.
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Payment details TST1920170316-1010-0538

DONOR DONATION
hirs Matt oto Canceled gift
Address 1 19 Rue Mongenot £ 200 Amount from the grid

94160 Saint-Mandé

FRANCE Created on the 16/03/2017 10:10:58
Email address matt@iraisereu Date of the |ast status change 30/03/2017 10:04:56
PAYMENT
Payment mode Visa
Payrnent ID (Ingenico) 3017820029
Payment status 8 (refund) ¥
Card veavasneanss 1111 (exp. 2023-01)

€ Return 1o the list

DONOCR DONATION
7.1.3.14.Suspicious one-off online paymenRtS:

Address 1 19 Rue Mongenot Amount from the grid

Suspicious one-off gnline payments are payments that were put into quarantine by iRaiser’s security
algorithm. This preygpts banking interactions with the credit carg gg yqu don’'t have to refund. Theseg,algerithms
detect robots’ fraud attempts, i.e. fraud from artificial intelligent systems.

Email address Jide@iraizer.eu Date of the last status change 14/06/2017 17:2002
Nota Bene: manual payment fraud can not be detected by these algorithms.

| + HRevalidate {lift the cancellation) |

FrorB the susp|C|ous payment tab, you can see all quarantined transactions. You can request a payment for those
i

reqb@ﬁung;me payment visa

Payment ID (Ingenico) 3016781561 See Ingenico receipt

Validated payments Canceled paymants Failed payments | | | Pending actions

s (not requested) |

= Reguested paymenis

All these payments have been blocked as they have been identified as suspicious. None of these payments have been processed: they remain in indefinite "guarantine”.

This section contents potential valid as well as failed payments. If the bank details are comrect, a | ¥ Request the payment | button will appear in the top right part of the payment card, you will be

able to process the guarantined payment.

Useful fact : We request the payment gateway provider for the potential status (valid or failed) of each of these suspected payments. This is why a ticket notifying a 0€ transaction {print} is available for
each suspect payment.
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Requested payments follow the normal process and are sent to Ingenico. After that, the transaction will be sent
to the « Validated/ Failed payments section.

On this page, like on each payment status section, you can make a search and use filters:

Search (name or email): D
Erfor message:| Any message y
Created v |From To
Language:| All languag... = Payment mode
|
FILTER BY CAMPAIGN

Campaign = | | ¥ Add a fitter

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.

For each registered transaction on this page, there is a “view” option from which you can access the full details of
the payment.

7.1.3.1.5. Pending online one-off payments

Pending online one-off payments are transactions that did not get their final status. Their processing is longer than
usual. Payments registered here will stay in this tab for maximum 72 hours.

Validated payments Canceled payments Failed payments ‘ | Suspicious paymenis | ‘ Pending actions

Once the transaction appears here, Payment will contact the online payment gateway in charge of processing the
payment every hour. If Payment does not get the final status within 72 hours, it will automatically register the
payment as failed.

On this page, like on each payment status section, you can make a search and use filters:
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Search (name or email): 10

Error message: Any message

Created + (From To
Language:| All languag... * Payment mode :

FILTER BY CAMPAIGN

Campaign r + Add a filter

O Exportin CSV

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.

For each registered transaction on this page, there is a “view” option from which you can access the full details of
the payment.

7.1.3.2. Regular donations

Payment uses two different categories to process online regular donations:

e online payment > regular commitments
¢ online payment > regular payments

In order to manage regular donations properly, it is really important to know what these categories are about.
Regular commitment

The « Regular commitments » page gathers all the commitments made using the platform. Regular commitments
are used to actually generate regular payments every month. They are not transactions. A commitment is created
every time a donor clicks on the button to validate his or her payment, after choosing a regular donation amount.
A commitment is the equivalent of a contract from which the donor allows you to debit his credit card — or bank
account directly — every month.

Regular payments

The « regular payments » page displays every regular payment (via payment card or IBAN processed by
Gocardless) generated by active regular commitments. They are real transactions.

A new payment appears every month for each active commitment registered.
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7.1.3.2.1. Regular commitments

An online regular commitment is the donor’s agreement for being debited, on a regular basis, via his payment
card (Ingenico) or bank account (Gocardless). For Ingenico, it is a O€ transaction from which it registers the credit
card’s print, thus creating an alias, from which it will later request a payment. For Gocardless, it is an actual
mandate creation order. The alias and/or the mandates will be monthly used to generate payments.

If you wish to suspend a donor’s regular gifting, you will have to suspend his or her corresponding online regular
commitment. Go to the online regular commitments section, in the Payments menu, and click on suspend once
you've found the right commitment using the search tools.

Administration st | 4 ugicebne | “’i"""""l Ergilih | Frangee || view sopicaton | @ Disconnec

Dashtiazed

| @ comers Online payment > Regular commitments
PAYMENTS
E Nurmber of gifts
Acvarced sasch ‘i 8
Dveiline payment
T ot paymens
[ ——
- 4 Fuilad s | | Pasting setens |
Higdir comamancnts
Adpacmtions Susrch fnama o smsi: o
Orerotf payments
R Cregted = | From Ta
Pladges
Languege:  Alllnnguag . + Payrownt mode
ol aledges T
e sommhmerts [ somreh |
|a cavaians FILTER BY CAMPAIGN
| @ peruar conTent Campagr < | [+ #od o fiter
O DEFALLT SETTINGS _;'_‘-"_-l
#  DESIGN (EXPERT)
B Exportin G5V |
—
| 9 sysrEm )
Firs! Hams Last Nams Email address Amourt Validated onthe  Payment modn
[ tary Sirien yarysin g sy €2I00  INCEDOIT e Maaturand 8w || Suspend |

Maivin catlay miahingb @i o €50 I3OSANIT e Mestoran 8 yaw | | % sspand |

The online regular commitment page has several tabs :

Active commitmernts Suspended commitments Failed commitmenits | ‘ Pending actions

e Active commitments
The active regular commitments tab displays every active online regular commitment registered. Those
commitments are generating regular payments every month. As a result, you will have to suspend them if you
want to end an online monthly payment.

e Suspended comments
The regular suspended commitments tab displays every regular online commitment that you suspended. Once
suspended, an online regular commitment will never request a new payment again. The suspension is definitive, it
is not possible to reactivate a suspended online regular commitment.

¢ Failed commitments

The online failed regular commitment tab displays failed commitments. A failed commitment could not be
activated and can't request any payment.
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¢ Pending actions

Pending online regular commitments are commitments that did not get their final status yet. Their processing is
longer than usual. commitments registered here will stay in this tab for maximum 72 hours. Once the commitment
appears here, Payment will contact the online payment gateway in charge of creating the alias or the mandate
every hour. If Payment does not get the final status within 72 hours, it will automatically register the commitment
as failed.

From each tab, like in every Payments’ menu section page, you can make a search and use filters:

Langussge paRget + Payment mode

Search |

FILTER BY CAMPAIGN

| Saarch |

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.

For each registered transaction on this page, there is a “view” option from which you can access the full details of
the commitment.

Regular online commitment’s details
Since all the other online commitment details have the same properties as the ones we saw in the online payment

details pages, we will have a closer look at the regular online commitment’s details. It displays a button to
suspend it, and an overview of all the corresponding payments requested, with their current status.

Payment details TST1920160224-1259-0057

DONOR DONATION
Mrs Nina TChompon Active commitment
Address 1 15 rue Milko € 500 Fres amount
98078 Mofoz
FRANCE Created on the 24/02/2006 712:59:20
Emall address freza@hulopmi.com Date of the last status change 24/02/2N612:59:22

Debit monthly
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7.1.3.2.2. Regular online Payments

The « Regular payments » page, in « Online payments » displays every online regular payment generated by
active online regular commitments.

Administration mesent [ & yuncasne | 1=2on | angian [ Frangam | | viewspicaton | 8 pisconnect
I Dashbazed =
| = comers Online payment > Regular commitments
Emms 5 3 -
Number of gifts Total amount of gifts
Acvarcod sazech i :
18 € 21,515
Otk payment
oot payments:
Wnguisr paymanin
Raguder cammbon
Aurcezations
oot payment:
Rogubas oot [ crted * i
Piadges
Languege: | a1l Inngueg - Payrment moda
Drc-aff gledges o
Rogulie sommpments Seurch |
2 cameains FILTER BY CAMPAIGN
B perur conment [Conpein ,|
| @ pERT sETTINGS E‘
#  DESIGN (EXPERT)
9 sysrEm
Frst b Lass tarrm Emal addrens Amoun  Vakatedon the  Papmant modn
B avcunces Gary Siries uanain Gt sy €2I00  INCEDOIT e Maaturand |8 view | | 3 Buspand
Mavin Catlou i i s au- €50 I3/0S2017 e Mastorcan D View . Suspand

These are real transactions made by payment card (Ingenico) or IBAN processed by Gocardless. As a result, they
can be refunded if needed.

The online regular commitments page has several tabs:

Acfive commilments Validated payments Canceled payments Failed payments ‘ | Pending actions

¢ Validated payments

The validated payments tab displays every regular online payment that is valid and that is or will be credited to
your bank account.

e Canceled payments

The canceled payments tab displays every regular online payment that you canceled and refunded.

¢ Failed payments
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The failed payments tab displays every regular online payment that did not succeed. click on the « View » button
to know what happened.

¢ Pending actions

The pending actions tab displays every regular payment for which Payment did not get the final status yet. Their
processing is longer than usual. Payments registered here will stay in this tab for maximum 72 hours. Once the
payment appears here, Payment will contact the online payment gateway in charge of creating the alias or the
mandate every hour. If Payment does not get the final status within 72 hours, it will automatically register the
payment as failed.

On this page, like on each payment status section, you can make a search and use filters:

Search (name or emalf). iD

Language: Al larmguages « Fayment mode

| seasch

FILTER BY CAMPAIGN

Campaign - [ e

| Search

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.

For each registered transaction on this page, there is a “view” option from which you can access the full details of
the payment.

Focus on the validated regular online payment’s details

A regular online payment’s details will display a button to cancel and refund it, and a button that leads to the
corresponding commitment.
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Personal space

DONOR DONATION
Mr Yami Gami Validated gift
Address 1 10 Rue des Romarins 550 Amount fram the grid
33260 La Teste-de-Buch
FRANCE Created on the 05/12/2016 02:30:18
Email address lightiiraiser.eu Date of the last status change 05/12/2076 03:24:12

7.1.4. Authorizations

The « Authorizations » section gathers all the IBAN (/BIC) direct debit authorizations.

l Dashboard

| B conTAcTS

E PAYMENTS

Advanced search
s Online payment
Cne-off payments
Regular payments

Reqular commitments

» Authorizations

Cne-off payments

Regular commitments

s Pledges
Cne-off pledges

Regular commitments

Debit monthly

Cancel and Refund

P See the associated commitment

Every time a donor fills the IBAN (BIC) field(s) and clicks the validation button, a new authorization is created.
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Nota Bene: Contrary to online payments, direct debit authorizations are not automatic and have to be sent
to your bank. The payment platform does not create mandate or send automatically your authorizations.
You will either have to export these data and send them to your bank or to use a compatible and
synchronized third service to manage them and communicate with your bank.

On this « Authorizations » page, like on each « Payments » page, you can make a search and use filters:

Searcn (name o emal) o:
Craated - Fiom To

Langusge | Allianpasges + | Payment mode

| Search |

FILTER BY CAMPAIGN

Carngaign « | # Adda fiber
| Saarch

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.

For each registered transaction on this page, there is a “view” option from which you can access the full details of
the payment.

7.1.4.1. One-off payment authorizations

The one-off payment authorizations section displays every direct debit authorizations (IBAN/BIC).

Administration "’““":!l Juticasie | Lerquagas: | Engiien | Frangals | | view appication | B Disconnect
l Dashboard E
(& comers Authorizations > One-off payments
E st Numnber of gifts Total amount of gifts
Advanced cearch 30 € ‘l ’01 6]842
= 2 $130

One-aff payments

Requler payments

| valifated sanarzations | Faikd sUtarzations | | Fracessing waiing far confimation |
Reguler commitmerts
S AR SE A Search (name or email); 1D
Oneotfpayments
I Craated - From Te

Feqular commiiments

+ Pledgea — —
Language:| Alllangueg.. = | Payment made:
oneoifpedgee —_—
Regular commitments Searety
= campaichs FILTER BY CAMPAIGN
B oerauLt conTenT | camasian - | | # Addaditer
£ DEFAULT SETTINGS ceaidhn
| #  DESICH (EXPERT)
I

A new authorization is registered here every time a donor chooses a one-off gift amount, enters his or her IBAN
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(/BIC) and clicks on the validation button of the payment.

From each tab, like in every Payments’ menu section page, you can make a search and use filters:

Searcn (name or emal)

Lanquage ; + | Paymentmoge

| Search I

FILTER BY CAMPAIGN

| Search |

An on the go export button is also available, right below the filters.

BE CAUTIOUS: THE ON THE GO EXPORT WILL GENERATE A NON-CUSTOMIZABLE EXPORT WHICH INCLUDES ALL EXISTING FIELDS OF THE PLATFORM. THIS EXPORT CAN
ONLY BE GENERATED IF IT IS NOT TOO HEAVY IN RELATION TO THE PLATFORM'S CURRENT ACTIVITIES. IF YOUR EXPORT CAN NOT BE GENERATED, AN ERROR
MESSAGE INVITING YOU TO USE THE EXPORT TOOL FROM THE DEFAULT SETTINGS SECTION WILL BE DISPLAYED. THIS EXPORT TOOL IS WAY MORE POWERFUL AND
WILL LET YOU BOTH AUTOMATE AND CUSTOMIZE YOUR EXPORTS.

For each registered transaction on this page, there is a “view” option from which you can access the full details of
the authorization.

7.1.4.1.1. One-off payment authorization statuses

Validated authorizations Failed authorizations | Processing waiting for confirmation

¢ Valid authorizations

Valid one-off payment authorizations are direct debit authorizations that were successfully registered and that you
validated as being credited to your account.

If you use Slimpay, this tab displays the authorizations that got a mandate and were processed successfully by
Slimpay.

¢ Failed authorisations
If you use Slimpay, this tab displays all the failed authorizations that Slimpay could not process successfully.
¢ Processing waiting for confirmation

This tab displays all the one-off payment authorizations waiting to be processed. You have to export them and
send them to the bank. If the bank confirms the money transfer, you can validate them. If it fails, you have to mark
the as failed.

Do it either directly from the authorizations list, or click on the view button to do it.
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First Mame Last Name Email address Amount Created on the Payment mods

Rale Sieme fegeofiraiser ey €10 28706/2017 1511 IBAN | P View ||¢ Confirm | x Cancel |

If you are using Slimpay, this section displays the authorizations waiting to be processed by Slimpay.

7.1.4.2. Regular commitment authorizations

The « Regular commitments » section gathers all the regular direct debit authorizations (IBAN (/BIC)

Administration Aocount Ii Judicaste I Languages: | Enolgh | Frergais | I View application |B Disconnect
| Dashboard =
|2 conmers Authorizations > Regular commitments
E e Number of gifts Totsl amount of gifts
Advanced search
= 11 € 1,387
s Onling payinent
Oneeff payments
Reguiar paymants ——
Vel sutherzatons | Breachoda i Filad i | | Procassing waiting foe
Reguler cormmitments
w Authorzations Search [name or email): D
One-olf peyments
Reguiar commitmants | Ehennd ki |H'nm ge
w Pledgea — E——
L'nw| Alilanguag... = Poyment mode |
et plariges | - ——
ReQuiar commiments
| = cameaicns FILTER BY CAMPAIGN

| @  oerauLr conTENT [ campolgn - | * Add e fer
. £ DEFAULT SETTINGS

On this regular commitment authorizations page, like on each “Payments” page, you can make a search and use
filters:

Gaancn (name o emal) n:

Language: | Al guspes Payment mode

=3

FILTER BY CAMPAIGN

Campaign . + Add a fiber

Search

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.
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For each registered transaction on this page, there is a “view” option from which you can access the full details of
the authorization.

7.1.4.2.1. Regular commitment authorization statuses

valid authorizations Breached authorizations Failed authorizations Processing waiting for confirmation

¢ Valid commitment authorizations

Valid commitment authorizations are the commitment authorizations you validated once your bank activated the
mandate thanks to the data you sent them.

If you use Slimpay, Slimpay will automatically validate the authorizations for which the mandate is active.

¢ Breached commitment authorizations
This tab displays all the commitment authorizations you stopped. A breached authorizations can not be re-
activated. Be sure to contact your bank in order to stop the commitment before marking it as breached from

Payment’s back-end, as the authorization management is not automatic.

If you use Slimpay, you can stop authorizations commitment directly from payment’s back-end, and Slimpay will
end the commitment at your bank.

e Failed commitment authorizations
If you use Slimpay, this tab displays all the failed authorizations that Slimpay could not process successfully.
¢ Processing waiting for confirmation
This tab displays all the regular commitments authorizations waiting to be processed. You have to export them

and send them to the bank. If the bank confirms the money transfer, you can validate them. If it fails, you have to
mark them as failed. Do it either directly from the authorizations list, or click on the view button to do it.

First Name Last Hame Email address amount  Created on the Payment mode

Raelle Sieme fegeag@iraiser £y €10 28/06/20171511  1BAN 2 view | |+ contim | % cancel |

If you are using Slimpay, this section displays the authorizations waiting to be processed by Slimpay.

7.1.5. Pledges
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Advanced search
w» Online payment
One-off payments
Regular payments
Regular commitments
w Authorizations
One-off payments

Regular commitments

w Fledges

One-off pledges

Regular commitments

Payment - user guide

The « Pledge » section gathers all the pledge made by your donor. When a donor makes a pledge, he either will:

¢ send you by postal mail his payment (check or signed mandate with an IBAN)
e or make a direct debit from his bank account (regular or one-off)

Pledges are not automatic. They have to be validated by you, once you received or cashed the payment.

7.1.5.1. One-off payment pledges

The « one-off pledges » page gathers every one-off gift pledge.
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Adminlstration rasont [ & pugcnai | e [ engion | prangas | [ vew sppicanon [ & Dussorre: |

l Dbashbomd

| & commers Pledges > One-off pledges

E PAVMENTS b s Total amount of gifts

Advwrced semch | { 280

Onina payment

Seall sayreimis

Regua prymens

Valduted pledar | Archived ibdges | Furding redge

Pogular commitents

A ttions

Saarch (name or amaty: o
Oreall sapsents
Fsguln AL Crasmed = | Fram Ta
Fledpes [
Langusga| Allrguog = | Paymant meds:
Omeaff iedgen
Fogubr i wentn ol
= campaius FILTER BY CAMPAIGN
||3 DEFAULT GONTENT —Cmq" <[+ Addamme |

j & perAlLT SETTINGS

| #  DEsioH (EXPERT]

O Espost in SV
|o —
First Name: Lagt Name Emall addrese Amourt  Crevtedcrthe  Paymentmode
|’ LANDUAGES Julie Fauche FresvEunmerey 50 DUDEC20T 1208 check B oview |

Setia Hytrk auh{laTiabe 100 DVDREOIT O ek B Vew || ¥ Godrn -

A one-off pledge can be either:

¢ acheck
¢ or a bank direct debit

In each case, the donor will have to download a pdf from the thank you page. He will also receive it attached to

the thank you email. He will have to send you back by postal mail with the check, or send it to his bank for the
direct debit.

On this »one-off pledges » page, like on each “Payments” page, you can make a search and use filters:

‘Search (name of emall): {5}

Created - |Frem To

Language| Al laguages = | Fayent moe: |

Seasch

FILTER BY CAMPAIGN

campaign = | 4 Ak fier
Search

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customise your exports.

85/108



Payment - user guide

For each registered pledge on this page, there is a “view” option from which you can access the full details of the
pledge.

7.1.5.1.1. One-off payment pledges statuses

Validated pledges Archived pledges I Pending pledges

¢ Validated pledges

Validated pledges are pledges you validated after receiving the payment (direct debit) on your bank account or
cashing the check.

¢ Archived pledges
Archived pledges are pledges you canceled because you did not get the payment from the donor.
¢ Pending pledges

Pending pledges are pledges waiting to be validated or canceled by you, by clicking on the buttons directly on this
page, or after clicking on « view »

First Name Last Name Email address Amount Created on the Payment mods

Satia Hybr satia@iralaereu €100 01/06/2017 1020 check P View | ¥ Confirm | X Cancel |

7.1.5.2. Regular commitment pledges

The « Regular commitments » page gathers every regular donations commitment.
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Administration Mimh|mﬂ|Englm|mei:||Ifewnapimn|ﬂﬂlsnmnu:||

| Deshoard

| & comars Pledges > Regular commitments

EWYIENYS
MNurmber of gifts Total armount of gifts
Aavinced search
i i €15

Onlng paymert

OnealT pagments

Raguiar guments

| Pwriong et |

Fapuiar comeitmanta

fathariztong

Sanren (name o sl L8}
Gnealf puapmesnts
Caeitert « Franm Tor
Repuiar sommamenes
Pladyes —_— |
Lamuage| A1 wngusg. - Pmmmmude:i
Ona protges
Bepler eommiments i
= campacns FILTER BY CAMPAIGN
|@ DEFAULT CONTENT ey Tl * adbaus
€ oeseuLT sETTINGS [Saaren
|I DESIGN [EXPERT) _—
| | Exsorncav ]
|0 SYSTEM
First Nome Laat Name. el sddross Ameunt  Croated onthe Fayment mode
| B LANGUADES Ruth Moz Routegisare e €35 Q0aANTES  divectdebt | £ view I| « Confum -

A regular commitment pledge can be:

¢ A direct debit authorization you'll have to send to your bank
¢ A direct debit authorization the donor will have to send to his or her bank

In each case, the donor will have to download a pdf on the thank you page and send it back by postal mail, either
to you with the direct debit authorization signed and his or her IBAN or to his bank so as o activate the regular
direct debit. Please note that the pdf will also be sent attached to the thank you email.

On this « regular commitment pledges » page, like on each “Payments” page, you can make a search and use
filters:

‘Search (name of emall): {5}

Created - |Frem To

Language:| Al larguages = Faymnent mode -

Seasch

FILTER BY CAMPAIGN
Search

An on the go export button is also available, right below the filters.

Be cautious: the on the go export will generate a non-customizable export which includes all existing fields of the platform. This export can only be generated if it is not too
heavy in relation to the platform’s current activities. If your export can not be generated, an error message inviting you to use the export tool from the default settings section
will be displayed. This export tool is way more powerful and will let you both automate and customize your exports.

For each registered pledge on this page, there is a “view” option from which you can access the full details of the
pledge.
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7.1.5.2.1. Regular payment pledges statuses

Validated pledges Suspended pledges Archived pledges Pending pledges

¢ Validated pledges

Validated pledges are pledges you validated after receiving the direct debit on your account (be it directly
activated by the donor with his or her bank, or activated by your sending it to your bank)

e Suspended pledges

Suspended pledges are pledges you suspended after canceling them with your bank.
e Archived pledges

Archived pledges are pledges you archived because you did not get the payment.

¢ Pending pledges

Pending pledges are pledges waiting for you to validated them or cancel them, directly from this page or by
clicking on the « view button ».

FPrénom Nom Email Moentant  Effectus le Mode de paiement

Ruth Maore Route@iraiser.eu 15€ 20/04/2017 00 prédévemnent automatigue | B Vo | « Valder X Annuler |

8. "Contacts" section
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Dashboard

B

CONTACTS
Contacts

Current blacklist
Personal space set up

Personal space contact information

E PAYMENTS

=  campaicns

@ DEFAULT CONTENT
¢ DEFAULT SETTINGS
| #  oesicn (EXPERT)
| O system

| ® | ANGUAGES

First entry of the left menu, the « Contacts » section will let you:
e search through your contact base, find and manage donors’ personal spaces
¢ configure the modifications that donors will be able to from their personal spaces

e set up an information message that will be displayed in the personal space
* manage contacts registered in the blacklist

8.1. Contacts
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Administration Account

& Judicaglle l Lenguages | engiish ‘ Frangals | view application | @ Disconnect
Dashboard =
| Contacts
: Contact's name or email address
Current blacklist
Personal space set up Search
Personal space contact information
‘ = paymenTs [1+] Email First Name Last Name
=y 244  cartmanne@iraiser.eu Bruce Cartmann
= CAMPAIGNS
[ 3 243  garysin@iraiser.eu Gary Sinise
= DEFAULT CONTENT

From this page, you can use a search field in order to find contact/donor’s information. In order to do so, we
highly recommend the use of the email that was used to make the payment. The email is one of the main IDs
used by Payment and it will let you find for sure what you are looking for.

You can also use the lastname, firsthame (beware of homonyms) or a part of the email address if you don’t know
it exactly, for instance: « @aol.com »

The search result will let you pick 3 different options, for each contact:

ID Email First Name Last Name

249 Medope(@iraiser.eu - See payments Personal space ® Delete personal space

e See payments: have a look at every single payment, or payment attempt made by the contact you made
a search for. The results provided will include every transaction, whatever the status is: validated, failed,
canceled, pending. Their colors will help you recognize them.
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Ruth More (Route@iraiser.eu)

Number of gifts Total amaurt of gifts Average gift .
: € 25143124 €4,74399

First Nime Lesst Norne Ernail address Amount  Crested o the  Stotus
Ruth More Rioute Girisereu £5000 O5/0&/HNToza  Validated gift Visa
Ruth More Roateiiser ol €£9000  O8/06/301T 0z Validated gift Mastarcard IE‘
Ruth More Rowtagiraiser.ou 5000 0505217 0w Validoted gift Wisa
Rush More Foute@iraisaran £9,000 05052017 0w Vaiidated gift Mastercard
Ruth More Houtafiraizer su €100 0405207 e Validated pledge chack
Ruth More Routefiralser su €15 2OENT 0w Waking pledge direct debit
futh Were Poategiisereu L5000 05/ 0zm  Validated gift Visa
Rush More Route@iraiserau £9,000 O5/4/20170zx  Valideted gift Magtercars
Ruth Mere Reoute Gliraiser 2u £5000 OS/031Toz:n  Velideted git Visa
Ruth More Rioute Giriser eu £9000 ON/DX/AToz  Validated gift Mastercerd
Rt Mere Roate@iriser au €£5000  O/DHNT 1500 Aetive commilrent Visa IE‘ E|
Ruth More Routagiraicerau €350 OT/0LHAT s S | Visa
Ruth More Routeimiser v £ QU217 14 Visa .
Ruth Mora Heutegiraisar au £1000 03027 14 [ Slag o | vian

¢ Personal space: access the donor’s personal space.
¢ Delete personal space: delete the donor’s personal space. Be careful:
o This deletion is permanent. You or the donor won't be able to access this page anymore.

o Deleting the personal space does not mean deleting the transactions data, or any of the donor’s
personal data. If you wish to delete permanently a donor’s personal data, please contact

the support.

8.2. Blacklist

The Blacklist is one of Payment’s numerous security systems. It is the most obvious one. Its job is to

¢ prevent a transaction from being debited several times by clicking more than once on the pay button
e prevent manual credit card fraud
¢ block any donor who made three consecutive failed payments

8.2.1. How the blacklist works
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Languages: i

Administration aconunt: l

& Judicagle

English ‘ Frangais | View application 2 Disconnect

Dashboard

Current blacklist

Contacts Email address

':P“"cm bl clive@iraisereu Delote
Personal space set up
gfoncia@iraiser.eu Celate
Personal space contact information
[ mpeebles@iraisar.au Delete
| B pavments :
= niasoplang@iraiser au Delete
| == CAMPAIGNS

¢ Payment's blacklist registers donors’ email, every time they make a one-off online payment. Once a
transaction is validated, it is not possible to make a donation again, using the same email address, for 24
hours. Once this delay is passed, blacklisted emails are automatically whitelisted and they can be used to
make new payments. This system prevents donors — who click or push the payment validation button
several times — from being debited as many times as they ordered a payment.

¢ Donors who make 3 consecutive failed payments, will have their emails blacklisted for 24 hours.

e Payment will also automatically add to its blacklist any user who ran into a fraud suspicion on one of its
connected payment terminals (Ingenico, PayPal, Gocardless etc.)

¢ Finally, the blacklist will also decrease manual credit card fraud on your platform. Any fraudulent user who
would not empty the form after every single attempt will be blocked.

If you wish to unlock a donor’s email, simply click on delete, directly from the blacklist. He will instantly be allowed
to make a new donation.

taneges: View application | @ Diseonnect |

Administration aconunt: l

& Judicagle

English ‘ Frangais

h Current blacklist

Email address

Dashboard

Contacts
Current blacklist clivet@iraisereu | | Delote

Personal space set up

gfoncia@iraiser.eu Celate
Personal space contact information
[ mpeebles@iraisar.au Delete
| B pavments :
niasoplang@iraiser au | Delete

| = campaicns = ="

8.2.2. Blacklist deactivation

We highly recommend that you don’t deactivate the blacklist:
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e this would weaken the security of your platform, and make it more exposed to credit card manual fraud
¢ this would also increase occurrences of multiple validations of a single gift
¢ adonor does not often make more than one « classic » donation a day

Nevertheless, you can ask for the deactivation of the blacklist for one of several campaign types to _support_. For
example, you can ask to deactivate the blacklist for donations made on a subscription campaign, so that a donor
can make both a subscription and a gift on the same day.

If you use iGive, you can deactivate it for Peer2Peer and Peer2Peer Subscription campaigns, in order to allow a
collector to both create a page and make donations, or to allow its relatives to make several donations on his
page per day.

We highly recommend not to deactivate the blacklist on your most easily accessible form, the one behind the
main gift button of your website.

8.3. Personal space

T — Payment details TST1920170612-1202-0632

DOMNOR DOMATION

] A

[ TR Ty Tl | ek

From the personal space page, the donor can:

e modify his or her personal details
e download receipts (if activated)

regular donors can:

¢ upgrade their credit card information
¢ modify their regular donation’s amount

Those modifications are only available once you set them up in the « Personal space set up » page.
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8.3.1. Log in to the personal space

— via the contacts menu, from the search result :

Administration Acsount | & Judicaglie ] Lenauates: | English | Frangais | | View application | 8 Disconnect

Dashboard —
- [p— Search for a contact

Contacts

Contact's name or emall address
Current blackiist

Personal space set up Search
I Personal space contact informatkan
| B payMents D Email Last Name

¥ Delete personal space

253 riasoplang@iraiser.eu 5 Bee payments

| _—
= campaIGNs

— via a payment details’ page:

Payment details TST1920170523-1643-0602

# etum to the list | Parsonal space
DONOR DONATION
Mir Gary Sinise Active commitment
Address 1 19 Rue Mongenot £2300 Freeamount

47160 Sant-Mandé

FRANCE Craatad on the Z3/05/2017 16:43:50
Emad address panysniraiser ey Date of the last status changs Z3/05/2077 16:43:52
Debit monthly

By clicking on one of those buttons, you actually log in as the donor. As a result, you have the exact same rights
as the donor himself while being on this page. Those rights can be set up from the personal space set up page.

8.3.2. Personal space set up
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administration sormre | & aicgste | DM | Epo

1]

Personal space set up

PERSCNAL INFORMATIONS

Allow foedit lasiname and firstname

REGULAR DONATIONS

PAYMENTS

Allow to stop

[

CAMPAIGHS

r Allows 10 suspend temponary
] DEFAULT CONTENT " 2
B DEFAULT SETTINGS Meriths 1o suspend

#  DESIGN (ENPERT) Allow 10 decTezse

0 system

® | anoUABES

Increase 100

From this page, you can decide what the donor will be able to modify from his personal space:
¢ Personal details

Tick the « Allow to edit lastname and firsthame » box, if you want your donors to be able to modify their personal
details.

¢ Regular donations
Tick the « allow to stop » box to let your donor stop permanently their monthly donation.

Tick the « allow to suspend temporary » box to let your donor suspend temporarily their regular donations and
choose for how many months they will be able to skip their monthly donation.

Tick the « allow to decrease » box to let your donor decrease the amount of their monthly donation. If you do, your
donor will be able to decrease the amount of his monthly donation, within the limitation set in the « rate for
decrease field ». The increase rate will only suggest amount corresponding to the rate you set up but won'’t
prevent the donor from increasing, more importantly, his gift.

Click on save to save all of your settings before leaving the page.

8.3.3. Personal space contact informations

You can set an information message up and display it in the donor’s personal space.

Right below the text editor, there is a drop down list menu you can use to determine who can see this message
: Payment’s users or the donor, by selecting either « Public » or « Private »

We highly recommend disp”laying an information message for donors if you decide not to let donor’s modifying
their contact details or their regular donation freely.

95/108



Payment - user guide
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Téléphone
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Ajouter une adresse Email

8.3.4. How to use the personal space

Here is a donor’s personal space. This donor has both made one-off and regular gifts. The personal space is
divided into two parts:
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¢ the donor’s personal details
¢ the donor’ payment history
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2200 [T
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0 058,28 € biar s =R sonrind

Meentani Date
aosEsE R

agim L (=R vt ]

8.3.5. Donor's details

From the « My Details » section, you can modify the information you got from the donor’s donation(s). Click on
modify to change or complete any field.
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In the mail address section, you can click on add in order to modify the email address that will receive Payment's
automatic emails. If you do, the donor will receive an email confirmation that he or she will have to validate so that
the new email can be used as a replacement of the former one.

Please note that emails being important transaction IDs, they won't be deleted, and the donor will see the full list
of the different emails he added. Les

8.3.6. Donor's payment history

The payment history section will look different from one donor’s to another since it will be displayed according to
his or her donation activities:

e if the donor made one-off donations, his payment history will be displayed in the orange section

e if the donor made regular donations, his payment history will be displayed in the green section
e if the donor made both regular and one-off donations, the two sections will appear.
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Financier
Montant Date
200 € 08/04/2018

DONS REGULIERS

Prochain prélévement © Mai 2016

Montant

9 058,36 € par mois Suspendre 4 mois

fetire 4 jour voire carle bancaie

Montant Date
9 058,36 € 05/04/2018
9 058,36 € 05/03/2016

8.3.7. Regular donor's options

A regular donor has additional options you can choose to display from the personal space set up page:
— He can click on « modify » in order to change the amount of his regular gift.

— He can « suspend » for X months his regular donation (X being the number you set up)

— He can end permanently his recurring gift

— He can update his payment card information

8.3.8. Receipts download

If you chose to send receipts from Payment, and both set up and activated this option, your donors will be able to
download them as many times as they wish, from the personnal space page.

One-off Payment :
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Financier
Montant Date
12€ 268/10/2015 Télécharger votre regu fiscal #

DONS REGULIERS

Wous n'aver pas fait de dons réguliers.

The donor gets a receipt per transaction.

Regular payment:

The donor gets one receipt with all the regular donations he made accross the year.
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Financier

201 2015

‘Wous n'avez pas encore fat da don ponctuel.

DONS REGULIERS

Prochain prélévement : Mai 2016

Montant

20 € par mois Suspendre 2 mais

Mettre & jouwr volre carts bancaine

Montant Date

Fols 051202015 l Télécharger volbre recu facal AAVBO244T ]
me 05/11/2015
20€ 05102015
FUEY 0502015
0€ DEI082015
me 0SI0TI2018
20€ 05082015
FUEY 0G0E2015
0€ DEi042015
me 0SI032015
20€ 05022015

9. Data export and synchronisation

When it comes to data exports in Payment, there are two solutions:

— The export button from the payment pages that generates a raw .csv document and that is only aimed at
exporting small quantities of data.
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— The notification/exports service from the « Default settings » menu for customized export (whatever the size),
synchronization and alerts.

Notifications / exports

‘ + Add a notification

ID  Notification Next launch
export hebdomadaires paiements en ligne validés 2017-07-26 Set up Duplicate | ¥ Delete
2 export don valides en ligne 2012-2017 Instant Sel up Duplicate | ¥ Delele
3 export dons valides en ligne 2017-07-27 Set up Duplicate . X Delete I
4 Weekly export - validated 2017.08-01 Set up Duplicate | % Delete |

The notifications/exports service is a powerful tool that will let you schedule automatic regular exports,

synchronize Payment with your third service(s) (CRM, database), set instant alerts and export huge volumes of
data. You will be able to choose the sending method (email, server) format (CSV, JSON, XML...) and the language
(UTFS8, ISO etc.).

Contrary to the export button of the payments’ section page, this service can differ the sending of your export,
and send them when your payment platform’s activity is at its lowest. The export button from the payments pages

will ask you to use the notification and export service if it can’t provide your .csv.

A notification will do for an export the same thing a campaign does for a form. It will let you set your export’s
parameters. If you want to create an export, click on « add a naotification ».

Creating an export

Notifications / exports

‘ #+ Add a notification ‘

Click on « add a notification ».
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In parameters, set your export’s main settings.
= Name of the notification

Choose the name of your notification, it will be displayed in the notification list. Choose a name that will make it
easy to recognize the content of the export.

= Make one single export
This option lets you export once the data.
= Schedule a regular export

This option lets you programming an automatic regular sending of your export. You can choose its frequency and
receive, for example, every Monday, the list of the validated gifts of the previous week.

= Email

Put the email address(es) that will receive the export here. In case of several email addresses, separate them
with « ; » (without any space).

= Format
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CSV: the notification will send your export attached as a CSV.
Free text: the notification will send you the data written directly into the body of the email.
= Name of exported files
Choose the name of your export file. Don’t hesitate to use the « show shortcode » button underneath this field, so
as to, for example, add automatically your export file’'s generation date. If you choose to schedule a regular

export, you can select its frequency and its launching date. If you don’t set an end date, the export will continue to
be sent to you.

| would like to make one single export ' schedule a reqular export
allthe 2 days
weeks
months
starting from | 25,07/2014 until o

Save your settings by clicking on any »save » button, anytime.

From the « filter » section, you can select which type of information you wish to export.

FILTER
Oniling payments = One-0ft payments vilidatid | faled | cancabad

Onling payments = Regulsr commEments welickaind ' Fnleet - munpended

Pledges = Gne-off payments
Pledges = Regular commitments

¥ |Fem (inghded) Ta wncludad) @

Start by ticking the boxes corresponding to the payments/commitments you want to export. The notification
displays all the payment canals available: online payments, authorizations, pledges.

The drop down menu list lets you choose the dates of the data you are interested in. You have the choice
between: the creation/modification date of the gift, its validation/export* date, refund export date*, export
generation date, or canceling date. For the scheduled regular export, don’t put an end date if you wish to receive
it without interruption.

*only works for gifts/payments synchronized with compatible third services.

In « campaigns » choose between « all » and selecting one by one the campaigns you wish to export. If you wish
to select individually the campaigns, un-tick « all ».

In the content section, you will be able to indicate precisely what you want to export, using shortcodes.
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CONTENT

Body (for each donation/contact)

Email;[donator_email]
Civility,[donator_civility]
First-name;[donator_firstname]

Last-name [donator_lastname]
Company,[donator_company]
Amount;[donation_amount_with_currency]
Frequency,[donation_frequency]

Ongin code [campaign_ongin_code]
Campaign |D;[campaign_id]

Campaign type [campaign_type]

Show shoricodes

= CSV
If you chose CSV and wish to get a spreadsheet, you will have to indicate the name of your columns, and the
shortcode that corresponds to it. You get a default content every time you create a notification. Feel free to keep
it, delete it or modify it.
In order to set your content up, you will have to do it one line at a time (1 line = A column) respecting this syntax:
name of your first column; [shortcode]
name of the second column; [shortcode]

name of the third column; [shortcode]...

If you want to integrate a shortcode, you can use the shortcode list available by clicking on the « show
shortcodes » button.

Show shortcodes

Click on a shortcode to integrate it, like you do for emails and thank you pages. Don’t forget to press enter after
each shortcode. Don't add any space. If you want to export the donors’ lastnames, firsthnames, emails, donation
dates and frequencies, your content will look like this:

Name;[donator_lastname]

Firstname;[donator_firstname]

Email;[donator_email]

Date;[donation_creation_date]

Frequencies;[donation_frequency]

Amount;[donation_amount_with_currency]

= Free text

In order to send your export as simple text directly in the email’s body, write directly your content, as you would
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write any other type of content, and use shortcodes wherever you need them. Example
Hi,

Here is your fundraising daily report. You will find yesterday's activity summary. [
dat e: d/ m' Y]

- Total anopunt: [sum [donation_anmount|div:100| number format:2:,:]] EUR

- Nunmber of gifts: [count:[if][paynent_type][in]Visa, Mastercard[then]*[/if]]

- Average gift anount: [average:[donation_anount|div:100| nunber format:2:,:]] EUR

- Highest gift amount: [max: [donation_amount|div: 100| nunber _format:2:,:]] EUR

Good work :) have a nice day!
i Rai ser team

Click on « save », the natification will give you useful information about the export you are going to generate: how
many gifts will be exported, and how many you already got from your previous export notification if you chose to
schedule a regular export.

The export will generate the following files
. containing 367 gifts (0 gifts already exported)

CONTENT .
At the bottom of the page, in the

preview section, the notification lets you see a sample of its content, the « ; » being the demarcations of the
columns. You can pre-check your esport and be sure you set it properly.

Go back to the top of the notification’s page to launch your export by clicking on the launch button:

Notifications / exports

# Go back to list of notifications | © Reset export I B Launch export l Expert mode

Mext launch : 2007-08-01

A processing animation will appear after clicking, its duration will be proportional to the quantity of data processed.
If it can be generated at that moment, Payment will send it to you via email and you will be able to download it at
the top of the notification’s page from the « Downloadable files (most recent files) » section. Click on it and display
the download history. If it is too heavy, Payment will simply delay the sending of your export and send it early in
the following morning. If your export is a regular scheduled one, you will see the date of its next automatic
launching.

DOWNLOADABLE FILES (MOST RECENT FILES) +

You will always find the most recently generated files. More specifically: files exported during the last 48 hours,
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and the 10 last ones.
Expert mode exports
Click on the expert mode button of a newly created notification, or click on the same button from an existing

notification. Avoid switching back and force from a mode to another, especially if you have set expert parameters
on your notification. Going back to classic mode will hide your expert features but it won’'t deactivate them.

Expert mode

The expert mode adds more options to your notification: instant sending, different format and sending methods... It
is the mode you should use for your synchronizations.

You will find, in addition to the classic mode options:
= Type of the notification: instant
Will send you automatically the data you asked, as soon as/every time the operation occurs.
= Type of the notification: batch
Will send you your data by batch
= URL
Lets you indicate an URL for the data export sending.
= Charset
Lets you choose your export’s charset. If you don’t know which one to choose, keep UTF8.
= Authentification method
If you want to send your export on a secure server, you must enter here the identification information required.
= Method
Choose between Get / Post / Put or email
= Format
Choose your export format
= Trigger
Choose which action will trigger your export
= Origin
Choose the source of your the data you will export. If you pick one, you may exclude certain types of data from

your export, for example, personal space data will only mostly consist of data from the shortcodes starting with
sympathizer_
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= Data

Choose the type of data you will export.
= Sort data (in your export)

Display the most recent or oldest data first
= Header and footer

Let's you integrate data in the header and/or the footer of the export. You can use some functions and variables,
like in emails, thank you pages or ODT.

The functions available are: sum , count (humber of), average, min, max.

The syntax to build these functions is: [function:shortcode] .

Examples :

— [count:*] will give you the number of gifts

— [sum:[donation_amount|div:100]] will give you the total amount of the gifts.

— [average:[donation_amount]] will give you the average gift amount, in cents

— [max: [donation_creation_date|date:H'i]] will give you the last gift's time

— [count:[if] [donation_amount] [>] 8000 [then] * [/if]] will give you the number of gifts that are higher than 80€, you
can replace 80€by any other amount, be sure to use cents.

— [count:[if] [donation_grid_mode] [!=] free [then] * [/if]] will give you the numbers of gifts made from the gift grid.

If your data synchronization requires technical synchronization, you can contact us on the support, we will send
you a quote.
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