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Introduction to Donor Management

About CoreWare DMS 

The Donor Management System (DMS) is built on over 30 years of experience designing and building donor 
processing software for large and small non-profits, handling from a few hundred donations to tens of thousands of 
transactions per week. CoreWare DMS is trusted by the following non profit organizations. 

 

 

 
The goal behind this software was to build a DMS that meets the needs of non-profits at a price that is 
affordable. Having worked with Youth With a Mission (YWAM) for over 30 years, CoreWare understands not only 
the needs of non-profits, but also the financial limitations. Additionally, many non-profits have unique needs that 
are not often met by the big commercial donor software packages.  

Some of the 
organizations that use 

CoreWare DMS
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Definition of Terms

Definition of Terms 

While there tend to be industry standards on terms used in the non-profit world, these are not always known or 
used. For that reason, this list of definition of terms will make the remainder of this document more 
understandable. 

Donor – The person or company making a donation to the non-profit. 

Designation – The specific purpose for which the donation has been made. Every donation requires a designation. 
Typically, the non-profit will create a “catch-all” designation for general undesignated gifts. The designation 
might be for a specific staff person or a project. 

Donation Source – This is what prompted the donor to give. It could be an email, a printed newsletter, or a 
magazine ad. Typically, the non-profit records this with the donation in order to track the effectiveness of 
marketing strategies and plans.  

Donation – A gift made to a single designation. It is important to understand that a donation is to only one 
designation. If a donor makes a gift of $100, $50 to designation A and $50 to designation B, that will be treated 
as two donations in the system.  

Contact – In Coreware, a contact is a name and/or contact information stored in the DMS. Other systems might 
call these partners or constituents. 

User – A contact that also has a user name and password, allowing them to log in to the system and get features 
and capabilities that are not available to the general public. 

Administrator – A User that is flagged to be able to use backend, administrator tools.  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Donor Options > Recurring Gifts

Batch – A grouping of donations that are manually entered by an administrator. The purpose of the batch is simply 
to put the donations into manageable chunks for convenience of entry and verification. 

Recurring Donation – A donation that happens automatically on a regular basis. 

Payment Method – The way that the donation is made. Examples are cash, check, VISA card, and eCheck. 

Donor Process 

Public Giving Page
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Donor Options > Recurring Gifts

1. The donor process begins with the donor visiting the public website of the non-profit 
and navigates to a donation page. 

2. The amount of the donation is entered. 

3. The designation of the donation is selected. There are two ways that a designation 
can be selected. Some designations can appear in a dropdown. However, some 
designations, because of security, do not appear on the website. These designations 
must be selected by having their code entered by the donor. 

4. Enter additional information related to the designation. A designation can require or allow a “memo” or 
“project”. These are explained in more depth later. 

5. The type of donation is selected. The donation can be a one-time donation or any 
number of recurring donations, as created by the administrator of the site. 

6. The donor enters their contact information, including name, address, email address 
and phone numbers. Some of these fields are required and some are optional. A payment method is 
selected. 

7. The payment method will require additional information, depending on the type of 
payment method. For instance, a credit card will require details about the credit card 
while a bank account (eCheck) will require different details about the donor’s bank 
account. 

8. The donor has the option to create a User account when they make their donation. 
Creating a User will require the donor to select a unique user name and password 
and will save the donor time in making future donations.If the donor is creating a User 
account or is already logged in with a User account, the user will be presented with 
the option to save the entered payment method account or select an existing account for this donation. 

DONATE

AMOUNT: 

$300.00

DONATE

DESIGNATION:

Community Service

DONATE

RECURRING? 

YES - MONTHLY

DONATE

CONTACT INFO: 

Name, Address etc.

DONATE

PAYMENT METHOD: 

Credit Card
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Donor Options >  Account Maintenance

Donor Options 

Account Maintenance 

When a donor creates and account and log in, they have the ability to manage their information. They can 
manage their contact information and update their contact email and phone numbers. If they are changing their 
address, they are  advised to update the billing address on any saved payment methods that were also 
changed. 

Contact Information
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Donor Options >  Account Maintenance

They can manage their account which is their username, password, that they reset. As an admin, these accounts 
are totally under your control. For donors that gave their payment information, you can set up their recurring 
and payment account from the admin menu. 
 

 

Donor Account Information
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Donor Options >  Account Maintenance

Donors can opt to join a mailing list and specify if they want to receive receipts or not and if they want to receive 
paper or email receipts. 

Opt-In Mailing Lists

Receipt Policy

Opt In Options
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Donor Options >  Account Maintenance

Donors can view their donation history since the beginning. If a donor has given monthly and has for years and 
years, their donation record would be really long that’s why there is a filter. So if they want to see their donations 
from last year, they could do that easily. Donors can, for any reason, back out of donations made. They may 
contact someone in your your organization and ask to have the donations backed out. The donation is then 
reversed and a negative entry is created. The original and the negative donation are tied together. When a 
donation is tied to a back-out donation, the donor would not see it in their donation history, but it will be visible 
for the staff and admin through the reports. 

Donation History

Filters by date or designation



�
coreware �

Donor Options >  Account Maintenance

If the donor has any recurring gifts, these would show on their account and they can manage those as well. They 
can update the credit card account to use for the recurring transaction, the amount of the donation and set an 
end date. They can choose to stop a recurring donation for the next billing cycle. 
 

  Recurring Gifts

Stop recurring donation
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Donor Options >  Account Maintenance

If the donor has any payment methods on file, they would be able to manage those as well. Donors can use 
credit cards or e-Checks on the public giving page and save these payment accounts for reuse.  They can add a 
new payment method or update their saved payment methods. They can deactivate a payment method any 
time.  
 

Payment Methods

Update account information
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Accepted Donations 

Donors have the option to send in cash or check or send donations online via the giving page. 

a. For one time and recurring gifts, donors can 
send in cash or check or go to the giving 
page to enter the preferred payment method. 
There is no additional processing required for 
one time or recurring donations processed 
directly in the system. 

b. For one time gifts, donors can send in cash or 
check directly to the staff. Donations made 
with cash or check are manually entered into 
the system. These donations are grouped in a 
“batch” before entering them in the 
system.This is a way to double-check that the 
amounts you are entering are correct. A 
batch total will be entered initially and then 
the individuals donations would be entered. 
The system keeps track of what the total is 
and will not allow the user to process if the 
total amount of donations does not match 
the batch total that was entered at the 
beginning. 

Donation page
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Donor Options > Accepted Donations

 

c. Recurring donations can be set up in the 
system by staff for its donors by request. 
Credit card information is required for 
setting up recurring donations.  

  

Donation batch

Recurring donation
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Recurring Gifts 

As a user, donors can set up their recurring donations and let the system handle the giving process as they recur. 
They can also opt to cancel a recurring gift. Donors can set up their preferred payment method such as the 
credit card they would use and save it on file. They can modify the billing address or reset the expiration date. 
All donor information and payment information can be set up from the Account Information page. 

Donors can set up the frequency of their recurring gifts and with the aid of a staff, choose to stop, resume or 
change the amount on the recurring gift. Any payment method that is set to create the recurring donation 
would be saved and would be used in processing the recurring donation.  

Recurring donations from your current donor management system can be uploaded into the system. This way, 
you or the donors themselves won’t have to set them up. You can also export transactions as well as import 
transactions from your other systems. Contact CoreWare management to import your recurring donations. 

Recurring gifts
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Payment Methods 

Donors can donate online and offline. For 
donors who opt to donate online, you can make 
several options available to them. The public 
giving page would only accept credit cards as 
payment for recurring donations. 

Supported payment methods in the system are: 
a. Cash 
b. Check 
c. eCheck - ACH/EFT Bank Accounts 
d. Credit Cards and Debit Cards  
e. Money Order and Wire Transfer 
f. PayPal (by request) 

Supported payment gateways in the system: 
a. USAePay - www.usaepay.info 
b. Authorize.NET - www.authorize.net 
c. Transnational - www.gotnpayments.com 

Payment Methods

https://usaepay.info/
http://Authorize.NET
https://gotnpayments.com/


�
coreware �

Administration Page > Administrator Login

Administration Page 

Administrator Login 

The administration page is where admins can log in and access all the administrator options available to them. The 
administration page URL is provided when you receive your welcome email. 

Admin menu login
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Administrator Page >  Logging In

Registration 

When using the CoreWare system, you will be provided with a client admin account with access to all the 
administration pages. Client admins can set up new admins and let staff or designation users create an account 
via the registration page. The system allows for self registration of admins, staff and donors. 

Logging In 

When logging in to CoreWare for the first time on any new machine, you will be asked to authorize the 
computer you would log in to. Authorization requires answering the 2 security questions that you provided from 
the registration. If you have yet to create your security questions and answers, you will be brought to the User 
Self Maintenance page to create them.  

 

Security Questions
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Administrator Page >  Logging In

From the authorization page, provide the answers to the security questions exactly as you have entered them in 
the registration. Specify if the computer is a public or private computer. Submit the information to authorize the 
computer. Contact the CoreWare admin if you get locked out by entering the wrong answers. 

Authorize Computer

Security Questions
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Administrator Page >  Logging In

After authorizing the computer, you will be asked to reset your password. Enter your new password. Passwords 
must be atleast 8 characters long and includes a number, lowercase and uppercase letters.  

Reset Password
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Administration Page > Forgot Password

Forgot Password 

In the event that you forget your password, you can set a new password by clicking on the “Forgot username or 
password” link from the login screen. You need your username and email to reset your password. An email 
would be sent to the email address on file. Follow the instructions in the email.  

Reset Password
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Administration Page > Forgot Password

The link on the email will take you to the Reset Password page. Enter the security answers exactly how you 
have entered them. Then, set a new password. Confirm the new password then click RESET PASSWORD. 

Reset Password

Security Question
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Maintenance Pages 

When you are logged in as a client admin, you will see all the donor management tools from the side menu that 
usually opens a “maintenance list”. On the maintenance list, the following options are common:  
a. ADD button - option to add a new record in the list. 
b. FILTER button - option to filter the records shown on the list. 
c. HELP button - option to open the context help document for the maintenance program. 
d. SEARCH field - option to search for a record on the list. 
e. Choose Action dropdown - shows a list of actions to: 

• Change Preferences - set the list to stay on the record after save, show inactive records on the list, set 
number of rows to show on the list, set the maximum characters per column, select which columns to show 
on the list or columns to include in the exported CSV file. 

• Select records - Select records to filter or export. 
• Export records to a CSV file - exports the selected records to export. 
• Sort records on the list - option to reset the sort order or sort records via drag and drop. 

Maintenance List
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Administration Page > Maintenance Page

Clicking on a record from the list usually opens a 
“maintenance form”. 

On the maintenance list, the following buttons are common. 
a. ADD - creates a new record. 
b. SAVE - saves a new record or any changes to the record. 
c. DELETE - deletes a record. If the record, for example the 

contact category, is linked to another record, the record 
would not be deleted unless the contact category is un-
linked to the contact. 

d. LIST - goes back to the maintenance list.  
e. Previous and Next - navigate to the next or previous record 

from the list.  

On the maintenance form, the following fields are common.  

a. Sort Order - Generally, the sort order is going to be 0. If 
they are all 0, then in any dropdown where you can select 
that value, they would just be sorted by description. But if 
you want, for payment methods for example, for cash to 
always be the first option, you could set this order.   

b. Internal Use Only - This only means that the record would 
not display on a public page. It will display in an internal 
page. 

c. Inactive - This simply means that the record would not be used anymore and would not show on lists.  

Maintenance Form
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Administration Page > Maintenance Page

Keyboard shortcuts: 
a. The Add button can be clicked with a quick key, control-option-a on Mac, alt-shift-a on Windows. The 

combination might be different in some browsers. 
b. The Save button can be clicked with a quick key, control-option-s on Mac, alt-shift-s on Windows. The 

combination might be different in some browsers. 
c. The List button can be clicked with a quick key, control-option-l on Mac, alt-shift-l on Windows. The 

combination might be different in some browsers. 
d. Use the page-up and page-down keys to go to the next and previous pages or records. 
e. If a record does not appear in a list, it might be inactive. Inactive records are hidden by default. Go to 

[Choose Action], select Preferences and choose Show Inactive Records. 
f. In any maintenance programs, you can change the fields that show up in the columns of the list. Go to the 

[Choose Action] drop down and select Preferences. Drag fields from Available Fields to Fields to include in 
list. You can also change the order in Fields to include in list. 

g. In any date field, you can press period (.) to get the current date, plus (+) to add one to the date and 
minus (-) to subtract one from the date. 

h. In a lot of maintenance programs, you can command-click on a record or click on the lightning icon !  to 
get a simple editable dialog box for that record.  

i. For pages that you  use often, you can add them to the sidebar by going to Tools > My Account > My 
Menus. 

j. You can sort records in the list via drag and drop. Go to [Choose Action] drop down and select Visual Sort. 
Drag items up or down the list then save. When you save it, the order of the records will change where they 
appear. 

k. For pages that you use often, you can add them to the sidebar by going to Application > My Account > My 
Menus.  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Payment Setup > Payment Method Types

Administration Setup 

Payment Setup 

Payment Method Types 

Payment methods types serve as a grouping for payment methods and determines the information to gather for 
the payment method. For example, payments made through MasterCard, VISA, and Discovery are grouped as 
Credit Cards and payment methods with the Credit Card type will ask for the credit card information. Payment 
method types are managed from Tools > Donor Management > Payment Method Type.  

Credit Card Payment TypeCredit Card Payment Type

ACH / EFT Payment Type



�
coreware �

Payment Setup > Payment Method Types

Create a new payment method type 

1. From the Payment Method Type Maintenance list, click 
ADD. 

2. To set up payment method types, go to Donor Management 
> Payment Method Types. 

3. Enter the payment method type code and description e.g. 
Cash.  

a. For credit card payment method type, set the code to 
“CREDIT_CARD”.  

b. For the ACH / EFT payment method type, set the code 
to “BANK_ACCOUNT”. 

4. Click SAVE. You will be brought back to the Payment Type 
Maintenance list. 

Enter the payment method type
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Payment Setup > Payment Method Types

5. To easily make changes, you can click on the lightning icon !  to get a simple editable dialog box for that 
record. 

Payment Method Type Maintenance List

Click to edit the record on a dialog box
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Payment Setup > Payment Methods

Payment Methods 

Set up all your accepted payment methods into the system. You can set up cash, check or credit cards but you 
can also set up gifts-in-kind. Typically, cash would be the first option on the list when a donor picks a payment 
method and the catch-all would be the last. When a donor chooses a payment method, they would need to 
provide additional information depending on the type of the payment method. For instance, a credit card will 
require details about the credit card while a bank account (eCheck) will require different details about the 
donor’s bank account. Payment Methods are managed from Tools > Donor Management > Payment Methods 
or from Manage > Products > Payment Methods. 

Payment Methods
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Payment Setup > Create new payment methods

Create new payment methods 

1. From the Payment Method Maintenance list, click ADD. 

2. Enter the payment method code and description e.g. 
Cash. 

3. Choose the payment method type that matches the 
payment method.  
Note: To create new payment method types, go to 
Tools > Donor Management > Payment Method Types 
or Manage > Products > Payment Method Types. 

4. Add a sort order number if preferred. If you want cash 
or any other payment method to be at the top of the 
dropdown choices, assign a sort number and make it 
the first number on the sequence. 

5. Click SAVE. You will be brought back to the Payment 
Method Maintenance list.  

Choose the payment method type

Add a sort order number if preferred
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Payment Setup > Create new payment methods

6. From the Payment Method Maintenance list, you can make bulk changes to the payment methods on an 
editable spreadsheet. To do this, click [Choose Action] then select Editable Spreadsheet. This will convert 
the list into an editable spreadsheet where you can make changes to the payment methods. Click Save when 
done making changes or click List to go back to the list view. 

Update payment methods in an editable spreadsheet
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Payment Setup > Create new payment methods

7. For credit card payment methods e.g. Visa or MasterCard, make sure to set the payment method type to 
“Credit Card” so that it would display input fields for the credit card information on the payment information 
form. 

Credit Card payment type
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Donation Fee Setup > Donation Fees

Donation Fee Setup 

Donation Fees 

Various fees are taken out of donations. You can set an unlimited level to the fees that you will set up. The 
sequence number is important because the way that the donation process works is, when an online gift is 
processed or a when a batch of manually entered donations is posted, the system would go through each 
donation fee in order by sequence number. Donation fees are managed from Tools > Donor Management > 
Donation Fees. 

Donation fees ordered by sequence number
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Donation Fee Setup >  Set up donation fees 

Set up donation fees 

1. From the Donation Fee Maintenance list, click ADD. 

2. Set the sequence number for this fee. Sequence numbers 
can be any number in a sequential order e.g. 1,2,3… or 
10,20,30… 

3. Indicate if the donation fee will be applied when the 
donation is greater or less than the specified amount. 

4. You can set up a fee for a specific designation. For instance, 
you have a staff member who’s behind on their staff fees, you 
can automatically deduct $5 out of their take every month. 
Note: To create new designation, go to Tools > Donor 
Management > Designations. To create a new designation 
group, go to Tools > Donor Management > Designation 
Group. 

5. Choose either the Payment Method or the Payment 
Method Type where the fee applies. If applied to a payment 
method type, all payment methods with this type will have 
the same fee. Note: To create a payment method, go to 
Tools > Payment Method. To create a payment method 
type, go to Tools > Payment Method Type. 

Donation fee amount

Sequence number
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Donation Fee Setup >  Set up donation fees 

6. Enter the fee amount or percentage. For example, “American Express” would have a 5% fee or “Credit 
Cards” would all have a 5% fee. The fee can be a combination of both. For example, Wire Transfer has a fee 
amount of $10 plus percentage.  

7. You can set a minimum fee or a maximum fee for donations fee percentages. The minimum fee means that 
there is never going to be less and the maximum is never going to be more than the specified amount. 

8.  Click SAVE. You will be brought back to the Donation Fee Maintenance list. 

9. Remember that the first fee that matches the donation is applied. There should be at least one fee that is 
zero-rated e.g. “No Admin Fees” and a “catch-all” fee with no criteria.  

Donation Fee Maintenance list
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Designation Setup > Create new designation type 

Designation Setup 

Designation Type 

Designation types determines if the designation is for payroll purposes, whether its a direct deposit or check or 
if it’s individual support or not. A designation has just one designation type and every designation has to have a 
designation type. Designation types are managed from Tools > Donor Management > Designation Type. 

Create a new designation type 

1. From the Designation Type Maintenance list, click 
ADD. 

2. Enter the designation type code and description.  

3. Choose the payment type e.g. check or direct debit.  

4. Specify if the designation is for individual support. 

Choose the payment type

Specify the designation type
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Designation Setup > Create new designation type 

5. Receipt. Choose the email receipt. You can also set the 
receipt that assigned designation users will receive via 
email.  

 
 

Choose the email receipt template

Email receipts are created from Tools > Emails. 

Sample email receipt that gets sent
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6. Response Fragment. When donors give through the public 
giving pages and submit, it’s going to come back with a 
blurb saying, “thank you for your gift”.  
 
This blurb is called a response fragment. You can set up a 
default one that is used all the time or set up specific ones 
for designation types. Fragments are in HTML so you can put 
images or a link to a video besides the blurb text. Response 
fragments are created from Tools > CMS Tools > Fragment. 

Sample message fragment displayed when donation is made

Response fragment

Email that gets sent
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7. Project Label. You can set up a project label for that so that the 
project linked to the designation is tagged and can easily be 
looked up. You can also make the project required. 
Designations with this designation type will have a list of 
projects that the donor can choose from. 

8. You can set up notifications for when a donor gives to a designation with this type. For example, you want 
to notify the admin and staff when a donation comes in for corporate gifts. In the Notifications table, you 
can list all the email addresses to notify. This is so they can immediately respond to the donor and give 
thanks. 

9. Click SAVE. You will be brought back to the Designation Maintenance list.  

Add a project label

Set the project to required

List the email address to send notifications to
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Designation Setup >  Create new designation group  

Designation Groups 

Designation groups is a grouping of designations. A designation can be in any number of groups. With 
designation groups you can set up a giving page that is meant for a group of designations. For example, you 
could set up a group for your staff from another country and a public giving page for a different cause. Both of 
the public pages can have all the designations and the person who’s involved would be on both of these pages. 
Designation groups have other useful settings. Designation groups are managed from Tools > Donor 
Management > Designation Groups. 

Create new designation groups 

1. From the Designation Group Maintenance list, click 
ADD. 

2. Enter the designation group code and description. 

3. You can set up the group manager, which is one of 
your staff. They would get notifications of gifts that 
come in for all the designations that belong in the 
same group. 

4. You will see that on the public giving page, you can 
add an image, a blurb-like texts or links of what the 
designation is all about.  You can have a small update 
on what the team is doing. 

Assign a group manager
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Designation Setup >  Create new designation group  

5. Designation groups can allow or disallow images. If you 
want to, for security reasons, not show images for a 
particular group, you can simply turn off the Allow images 
option.  
 
Note: If a designation is in more than one group, all the 
groups need to allow images. If any one group doesn’t 
allow images, then no images will be shown. If you want 
designations in the group to only show an image and no 
update, you can hide the description as well by checking 
the Hide Description option. 

6. Internal Use Only - For designations that need to be 
secured, you will need a designation group that is set for 
internal use. This way, the designation will not show up on 
the designation choices for the public and instead have an 
input field for the designation that only people with the 
designation code can use. 

Show picture and update

Designation Input field
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Designation Setup >  Create new designation group  

7. Save the designation group. You will be brought back to the Designation Group Maintenance list. 

Designation Group Maintenance List
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Designations 

Designations refer to the program, event, cause, individual or any purpose that the donations would go out to. 
There should always be one designation for “catch-alls” that all other unrestricted or uncategorized donations 
would go out to. Designations are managed from Tools > Donor Management > Designations. 

Designations on the public giving page
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Types of designations 

Designations can be set up in a number of ways. As a default, you have a giving page where donors can choose 
a designation from a dropdown list. You can set designations to show up for the public or for signed in donors. 
You can have internal giving pages for secure designations such as staff support through links or designation 
codes sent to donors. There should be at least one “catch all” designation where all unspecified donations 
would go out to. 

Public Giving Page

Secured Giving Page



�
coreware �

Designation Setup > Create public designations  

Create public designations 

1. From the Designation Maintenance list, click ADD. 

2. In the Details tab, enter the designation code used to 
associate to the designation. This can be any combination of 
uppercase letters and numbers. 

3. Enter the designation description. 

4. Public Description - You can add a public description that 
donors can read on the giving page. If the designation group 
doesn’t allow descriptions, the public description would be 
hidden.  

5. Alias - You can set a designation alias so that this would show 
in the designation choices instead of the description e.g. 
show “BTSDRIVE2017” instead of “Back-To-School Drive”. 
This can be used for designations that need to be secured.  If 
a donor gives to a staff person they know personally, they will 
see the group or staff designation code from their choices. 

Public Description

Designation Alias
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6. Designation Type - the designation type that matches the designation. Choose the designation type from 
the dropdown list. Designation types determine the donation receipt to send to the donor. 
Note: To create new designation types, go to Tools > Donor Management > Designation Type. 

7. Groups - Choose the designation group or groups to include the designation to. Drag the designation group 
to the right to select. Designation groups determine if the designation would be selected from a dropdown 
list or the designation code is entered in the input field, if the designation would show an image and 
description when selected from the dropdown field.  
Note: To create new designation groups, go to Tools > Donor Management > Designation Groups. 

Choose the designation group

Choose the designation type
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8. Add a sort order number if preferred. This will set the order of 
the designation in the designation dropdown.  

9. Requires Attention - When a designation is tagged as 
requires attention, it means that you will need to address the 
designation before you are able to process payroll. Typically, 
this is set for general purpose designations or “catch-alls” 
where you would re-assign the donations to the proper 
designations. 

10.Make Public - If enabled, the designation would be available 
as an option for donors who do not have an account. If 
disabled, only logged in donors would be able to see and 
select the designation. 

11.Tax Deductible - If a designation is non-tax deductible, it will 
be listed in the receipts as non-tax deductible. Admins or staff 
that can see the reports would be able to see non-tax 
deductible donations for these designations.  Any designation 
that is setup in the system can be set as not tax deductible.  

Show the designation for the public
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12.Contacts tab - Designations can be assigned to 
responsible users and contacts. To set up responsible 
users and contacts click on the Contact tab. 

13.Responsible Users - These are users in the system 
admins, group managers or staff that has access to or is 
responsible for the designation. To add a user, click on 
the add !  button. Click on the search !  button to 
search and select the user. 

14.Contact - Contacts, in this sense, is the contact that this 
designation is actually going to. This could either be a 
staff, group managers, or an individual. To add a 
contact, click on the search !  button to search and 
select the contact.                                                                           

15.Email Address - The group email address of the 
designation users. This specifies where the Giving 
Report emails would go out to at the end of the payroll 
period. 

16.Opt out of donation emails - Every time a gift comes in, the person who is responsible for the designation 
gets an email. When enabled, email notifications about the donation would no longer be delivered to the 
responsible users.  

17.Image - On the giving page for this designation, you can put up a picture so that when people donate, they 
would see the selected picture. To upload a picture, click Browse and select the picture to upload. 

Add responsible users

Choose the contact

Upload an image
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18.Accounting tab - If you are using QuickBooks or 
PeachTree Accounting, you can specify a General 
Ledger code for each designation. An export file can 
be generated to be imported into your accounting 
system.  

19.Payroll tab - Each pay period you can setup an 
export from CoreWare which you can then import into 
your payroll system.  If you use payroll processing 
systems to process your payroll, you can set up the 
payroll schedule in the system. You can set up Payroll 
Groups that would determine things like deductions.  
 
This is another way to deduct an amount from the 
designation apart from the donation fee.This is an 
additional feature and you would need to contact 
CoreWare to get this feature set up for you.  

Account setup
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20.Projects tab - A designation can be a project or it can have 
projects or sub-designations. For reporting purposes, you can 
add projects or sub-designations. For example, you have a 
student outreach that involves schools from all over the area. 
These schools can be listed as projects or sub-designations. 
Donors can choose which school to give to and it would show 
on the reports where donations are given specifically to. To 
add projects, click on the Projects tab.  

21.Project Label - If you are adding projects to the designation, 
add the project label. This can be any label you wish to put on 
your giving page.  

22.Projects - List all the projects for this designation. Click on the 
green Add button to add a project.  

23.Require Project - if enabled, it would require donors to 
choose from the projects. 

24.Memo Label - if you want donors to leave a memo or note, 
you can add a text input field and label it “Note” or “Memo”. 

25.Require Memo - if enabled, it would require donors to leave 
a note when donating. 

Add input field for memo or notes

Add projects
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Create a catch-all designation 

1. There should be at least one “catch-all” designation that all unspecified donations would go to and there 
should be internal-only designations such as payroll or other operating expenses that only admins and staff 
can view and only they can assign to.  A catch-all designation should be an option in the public giving page 
to let donors give without having to choose a specific designation or project. 

2. We recommend setting the catch-all designation to require attention. This would allow you to check and 
move the donations to another designation. To do this, enable the Require Attention option. 

Sample catch-all designation
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Set up secured designations 

For designations that need to be secured, there are several ways to make the designation available only to the 
people you need to, such as donors you know personally or your staff. You can show designations only for those 
logged in, let donors input the designation code, let donors go to the giving page via a link, or let staff assign 
the donations to specific designations. 

Designations visible to logged in donors

Custom designation page

Designation Input Field
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Designations visible to logged in donors only 

1. To show the designation for donors that are logged in, make 
sure that the Make Public option is disabled for the 
designation.  
 

 

Hide the designation from the public

Designation visible to logged in donors
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Create a designation input field 

1. For designations that need to be secured, 
you can create a designation group that is 
set for internal use. This way, the 
designation will not show up on the 
designation choices for the public and 
instead have an input field for the 
designation that only people with the 
designation code can use. 

 

2. Go to Tools > Donor Management > 
Designation Groups. Create the designation 
group and enable Internal Use Only.  

Internal Use Only

Designation dropdown

Designation input field
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3. Go to Tools > Donor Management > Designations. Assign the internal use only and and assign the internal 
use only designation group.  

Internal use only designation group
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Create internal use designations 

1. For donations that go into the unspecified or 
catch-all designation, you could create 
designations that are visible only to your staff and 
let them assign the donations to the designations 
where it is needed.  

2. To make a designation available only to your staff, 
you can set the designation to Internal Use Only.  

3. The Make public option should be disabled. 

 

Set the designation for internal use
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Create designations with a custom giving page 

1. Your public giving page is usually where the Donate 
link on your site is linked to and the URL usually looks 
like e.g. http://gmg.com/donate. Donors who use the 
public giving page can choose designations.  You can 
set up a custom link to let donors click on and go to a 
custom giving page. This can be set up for staff 
support designations where staff may have their own 
custom page for donors to give to. 

2. The giving page is created from the Pages program 
(Tools > CMS Tools > Pages). Setting up a giving page 
is easy and staff can do this themselves. This can be 
done by creating a duplicate of the public giving page. 
Then, add the code=(designation code) URL parameter 
in the Script Arguments field.  
 
Contact CoreWare if you need help setting up the 
giving pages.  Custom giving page

http://gmg
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3. URL Alias Type - Set up URL Alias Type to give a 
proper URL for your giving page. For example, 
you can set “donate” or “support” as URL alias 
to customize your URL. Set up your URL Alias 
Type if you do not have one yet. To set up a 
custom URL, go to Tools > CMS Tools > URL 
Alias Types. Click Add. Set up the URL Code 
e.g. support. Set the Table to “Designations” 
then set the page to your default giving page. 
This way, the URL would look something like this:  
http://gmg.com/support?.  

4. By default, the whole designation page URL is set to 
e.g.  http://gmg.com/support?code=365 where 365 
is the designation code.  

5. You can set up a custom URL that’s easier to 
remember e.g. http://gmg.com/support/community-
service. It is also called “prettyURLs” and for SEO 
purposes, it’s much better to use because Google 
uses the URL for indexing.  

Public description

URL Alias Type

http://gmg.com
http://gmg.com/support
http://gmg.com
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6. Open the designation for the giving page and click on the 
Contact tab. Create a Link Name for the designation e.g. 
community-service. This way, the designation URL will include 
this instead of the designation code. Your designation page 
URL will look like e.g.,http://gmg.com/support/community-
service. 

7. Image - On the giving page for this designation, you can put 
up a picture so that when people donate, they would see a 
picture and update. To upload an image, click Browse then 
look for the image  you want to upload. 

8. You can set up project to let donors select a sub-designation. 
From the Projects tab, you can set up projects or sub-
designations. A designation can be a project and a project is a 
sub designation. This will show on the report that the gifts are 
designated to the project. If a staff is going to go on an outreach, 
they could put up a project that they can monitor and see if the 
people are giving specifically for the project. 

9. Similarly, you can add a memo field that donors can put notes 
into. Add a Memo Label, e.g. Notes. Set it to required by 
enabling Require Memo. 

Add an input field for memo or notes

Add projects

Add the link name

Upload an image

http://gmg.com
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10.The custom URLs are sent to the donors and where 
they would click on to get to the giving page. On the 
giving page, they will notice that the designation is 
fixed. 
 
 
 

 

11.Another use of having multiple giving 
pages is you can have a giving page for 
each designation and you can have one 
page or menu that contain links to the 
different designations or menu items to 
show the designations. Donors can click on 
these links instead of the dropdown.  

Links to different giving pages

Fixed designation
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Designation Users 

Designations without responsible users assigned but have a 
contact and an email address assigned can be sent an email to 
create a user account. Designation users can be emailed from 
Tools > Donor Management > Email Designation Users.  

As an admin, you can allow staff to have as much control over 
the designations as you choose. If you want your staff to make 
changes to the alias, change the email address where they are 
getting reports or opt out of the emails themselves, there are 
options in the Users program that allows you to turn these 
capabilities on or off. User access can be managed from Tools > 
Users > Users. 

Designation User
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Manage designation user access 

Admins and staff both have access to the Designation setup program. As an admin, you will see all the 
designations. The staff will only see designations that they are responsible for and would have the ability to make 
changes to the designation.  

1. From the User Maintenance list, look for your staff’s 
user record. Click on the user account from the list to 
open.  

2. Click on the Access tab. Add the DMS pages that the 
user will have access to. 

3. Set the permission for the user on the page. Define the 
user permissions of the user group. In the Access table, 
click on the green Add button. Select the page you 
want to allow access. Donor management pages are 
found under the “DMS” category. Set the permission 
level on the page. 

a. No Access -  Users will not be able to see the page 
and the menu. 

b. Read only - Users will only be able to see the page 
and the menu. 

c. Write -  Users will only be able to create and save records. 

d. All - Users will be able to create, save and delete records. 

5. Click SAVE. You will be brought back to the maintenance list.  

User permissions on a page
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Email Designation Users 

If a designation does not have a responsible user, but does have an email and a contact assigned, the contact 
can be emailed with the Email Designation Users program. The email would have instructions for the contact to 
create a user account and be assigned as a responsible user for the designations. Designation users can be 
emailed from Tools > Donor Management > Email Designation. 

1. The Email Designation Users program would indicate if: 

b. There are inactive designations. 

c. There are designations that already have users. 

d. There are designations that don’t have users 
and not assigned a contact.  

e. There are designations that don’t have users 
and not assigned an email address. 

f. There are designations that don’t have users 
but have a contact and email address. These 
can be sent emails.  

2. Choose the email account to use in sending the 
email or skip to use the default. 

3. Select the designations or click SELECT ALL. 

4. Click SEND EMAIL. 

Designation

Choose email

Send email



�
coreware �

Designation Setup  >  Email Designation Users

5. The email with the email code, EMAIL_DESIGNATION_USER will be sent to the email addresses. 

Emails sent to designation
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Reimbursable Expenses 

The CoreWare system has a reimbursable expense system that you can use to track how much money was allotted 
out of the designation, how much was spent on something and when it was spent. A reimbursable expenses report 
gives a summary of all reimbursable expenses. This is an optional feature for those who want to keep track of 
expenditures within the DMS system. Reimbursable expenses are managed from the Tools > Donor Management 
> Designations > Reimbursable Expenses.  

Set up expenses and log use 

1. Go to Tools > Donor Management > Designations. 

2. Choose the designation from the list e.g. Training 
Workshop. 

3. Click on the Expenses button. This would open the 
Reimbursable Expenses Maintenance screen on a new 
tab. Click ADD. 

4. The Designation and Created By fields would be filled in 
with the designation name and current logged in user’s 
name.  

5. Enter the Date Created or the date that the amount was 
allotted to the expense. 

6. Enter the Log Date or the date that an amount from the 
expense was used. 

Enter the expense description
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7. You can optionally add an expiration date for the 
expense. 

8. Enter the total amount of the expense.  

9. Add notes or description for the expense. 

10.Click SAVE. 

11.As the expense is used up, you can create a log for each 
use to know how much was spent. 

12.In the Add Use section, list the uses of the expense. 
Enter the date used, the amount and add notes.  

13.Click SAVE. You can log other uses of the budgeted 
expense as they are used.  

Budgeted expense amount 

Use log
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14.To go back to the Reimbursable Expense Maintenance list, open the designation from Tools > Donor 
Management > Designations then click on the Expenses button. From the Reimbursable Expenses 
Maintenance list, you will see the total amount spent and the remaining amount of the expense.  

 

15.You can create another expense or log uses for an 
existing expense. 

16.You can view or print the reimbursable expenses 
report. Go to Tools > Donor Management > 
Reimbursable Expenses Report to view this report.  

Reimbursable Expense Maintenance list

Use logs
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Payroll Deductions 

The system has the capability to export a payroll file for import into your payroll system. Payroll parameters and 
preferences need to be set up to properly implement this in CoreWare. This in an additional feature and you 
would need to contact CoreWare to implement this. 

Set up payroll deductions 

Set up payroll group in the designation to determine the payroll 
deductions for the designation. 

1. From the Designation Maintenance, click on the Payroll tab.  

2. Look for the designation from the list and then click to open. 

3. Click on the Payroll tab. To assign a payroll group, choose 
the Payroll Group from the dropdown.  
Note: To create new payroll groups, go to Tools > Donor 
Management > Payroll Group.  

Assign payroll group
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4. Based on the Designation Type assigned to the designation, additional input fields would appear: 

a. If designation type is set to pay out by Direct Deposit - enter the Account Number, Routing Number 
and Account Type. 

b. If the designation type is set to pay out by Check  - enter the Payee Name and Address. 

c. If payment type is not set for the designation type, no additional input fields would appear.  

5. List the payroll deductions from the Deductions table list. Click 
on the Add button. Enter the payroll item to deduct e.g. Salary, 
Employee Benefits etc.  
Note: To create payroll deductions, go to Tools > Donor 
Management > Payroll Deductions. 

6. Enter the amount for each payroll item. Add the percentage to 
add to the payroll item. 

7. Click SAVE.  Details for check
Payroll deductions
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Donation Source Setup 

Donation sources refer to the method used to engage prospective donors as well as existing ones to donate.  
Examples of donation source groups are: web ads, emails, magazines, brochures, cards, letters or printed ads. 
You can set up a source for every ad you placed as well publications and any other source that you want to track.  
The source ID, when placed in the URL allows you to track donations that came in from online sources like 
banner ads. 

When setting up sources, you can also track the cost of that source so you can determine if a particular source 
has been successful. CoreWare has a statistic report that show the performance of each donation source, when 
the source peaked, the amount of the donations that came in and where the investment in the source turned 
profitable.  

Donation source on the giving page
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Donation Source Group 

Donation source groups is a way of grouping donation sources. If you use different mediums for fundraising, you 
can group them in a donation source group. Donation source groups are managed from Tools > Donor 
Management > Donation Source Groups. 

Create a donation source group 

1. From the Donation Source Group 
Maintenance list, click ADD. 

2. Enter the donation source code and 
description e.g. Publications.  

3. Add a sort order number if preferred 

4. Click SAVE. You will be brought back to the 
Donation Source Group Maintenance list.  

Enter the donation source group
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5. To easily make changes, you can click on the lightning icon !  to get a simple editable dialog box for that 
record.  

Donation Source Group Maintenance list

Click to edit the record on a dialog box
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Donation Source 

Donation sources are viewable from the public giving page, letting donors choose the sources that brought their 
attention to your organization and prompted them to donate. Donation sources are managed from Tools > 
Donor Management > Donation Source. 

Create a new donation source 
1. From the Donation Source Maintenance list, click 

ADD. 

2. Enter the donation source code and description e.g. 
Catalog 2017. 

3. Choose the donation source group e.g. Publications. 
Note: To create new donation source groups, go to 
Tools > Donor Management > Donation Source. 

4. You can optionally add the date that the material was 
created or published. 

5. Add the the quantity of the  materials and the total 
cost. 

6. Add a sort order number if preferred. 

7. Click SAVE. You will be brought back to the 
Donation Source Maintenance list.  

Donation source quantity

Donation source cost
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Automatically track donation sources 

1. You will need the source ID of the donation source. From the Donation Source Maintenance list, click 
[Choose Action]. 

2. Include the ID in the list of columns to show on the list then click SAVE. 

Source ID column
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3. You should now see the Source ID column on the 
Donation Source Maintenance list. 

4. Add the source ID to the giving page URL in the 
following formats:  donation_source_id=6 or 
donation_source_code=6. Where 6 is the 
Donation Source ID. 

5. If you have the giving page URL,  
https://sandbox.coreware.com/donate,  
the Source ID can be added in this way,  
https://sandbox.coreware.com/donate?
donation_source_id=1. The link with the source 
ID can be added to banner ads, email links, or 
other websites you may have.  

6. When donors donate via the link, the donation 
source will be recorded along with the donation. 
The donor doesn’t need to choose the source 
from the dropdown. 

Source ID

https://sandbox.coreware.com/donate?donation_source_id=1
https://sandbox.coreware.com/donate?donation_source_id=1
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Recurring Donation Setup 

You can set different types of recurring donations with 
different intervals. Recurring donation types will 
automatically show on the public giving page unless 
they are set as an internal-only option. Recurring 
donations are processed automatically on the recurring 
interval.  

Donations can recur annually, monthly, quarterly and 
weekly. You can set up every other week of recurring 
gifts. There’s a manual processing option for the ones 
that are tagged for manual processing e.g. donations 
that recur every 5th of the month or every first Monday 
of the month. The system will not process donations 
that are tagged as manual processing but there is a 
way to go in and say that a batch of manual processing 
donations are now processed and it would create the 
donations. Recurring donation types are managed from 
Tools > Donor Management > Recurring Donation Types. 

Recurring Donation Types
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The system has a process that runs every night and it goes through all the recurring gifts. It looks at all the 
criteria and if it passes, it processes it and if it doesn’t, it skips it. The automated processing typically runs 
around 3am daily. 

Background process for recurring donations
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Create new recurring donation types 

1. From the Recurring Donation Types Maintenance list, click 
ADD. 

2. Enter the recurring donation type description e.g. Monthly. 

3. Set the interval unit - if Month or Week.  

4. Set the number of units in between. Example units are: 

a. 1 - Monthly or weekly. 

b. 2 - Every other week or month. 

c. 6 - Semi-annually. 

d. 12 - Annually. 

5. If you want to process the recurring donation manually, e.g. 
for donations that recur every nth day of the month or every 
nth week of the month, enable the Manual Processing 
option. 

6. Click SAVE. You will be brought back to the Recurring 
Donation Type Maintenance list.delete.  

Check if you want to process manually

Choose the interval unit
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Payroll Setup 

The CoreWare system has the capability to export a payroll file for import into your payroll system. Payroll 
parameters and preferences need to be set up properly to be implemented in CoreWare. Payroll deductions is 
an additional feature and you would need to contact CoreWare to implement this. 

Payroll Deductions  

Payroll deductions itemizes the deductions from the designations into the payroll. You can set up payroll groups 
and set a minimum salary for each individual in the group. 

Create a new payroll deduction 

1. From the Payroll Deductions Maintenance list, click 
ADD. 

2. Enter the payroll deduction description e.g. Salary. 

3. Click SAVE. You will be brought back to the Payroll 
Deduction Maintenance list. 

 

Enter the payroll deduction
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Payroll Groups  

Payroll Groups is a way of grouping designations. They determine things like payroll deductions. You can set a 
minimum salary for a payroll group and you can set up so they cannot use expenses. The system includes 
reimbursable expense system. There are expenses that you could claim as reimbursable and those expenses will 
not show up in the W2. Payroll groups are managed from Tools > Donor Management > Payroll Groups. 

Payroll groups
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Create a new payroll group 

1. From the Payroll Group Maintenance list, click ADD. 

2. Enter the payroll group, e.g. W2 single.  

3. Set the minimum salary for the payroll group e.g. 
4,500.  

4. If you use the reimbursable expense system, you can 
set up the payroll group to not use expenses by 
checking the No Expenses checkbox. The 
reimbursable expenses will not show up in the W2. 

5. Click SAVE. You will be brought back to the Payroll 
Group Maintenance list. 

Minimum salary
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Assign payroll deductions from the payroll group 

Set up payroll group in the designation to determine the payroll deductions for the designation.  

1. To assign payroll deductions or payroll groups to designations, 
go to Tools > Donor Management System > Designations.  

2. Look for the designation from the list and then click to open. 

3. Click on the Payroll tab. To assign a payroll group, choose the 
Payroll Group from the dropdown.  

Assign payroll group
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4. Based on the Designation Type, additional input fields would 
appear: 
e. If designation type is set to pay out by Direct Deposit - enter 

the Account Number, Routing Number and Account Type. 

f. If the designation type is set to pay out by Check  - enter the 
Payee Name and Address. 

g. If payment type is not set for the designation type, no 
additional input fields would appear.  

8. Enter the Deductions from the Deductions table list. Click on the 
Add button. Enter the payroll item to deduct e.g. Salary, 
Employee Benefits etc.  

9. Enter the amount for each payroll item. Add the percentage to 
add to the payroll item. 

10.Click SAVE. 
Payroll Deduction

 Pay out by direct deposit

Pay out by check
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Contact Setup 

In CoreWare, a contact is not necessarily a user or donor, but a user or donor is always a contact. For non-profits, 
contacts are usually called constituents. Contacts can be your staff, donors, partners, and board members. 
Contact details such as categories and custom contact details are defined from the Contact Admin tools. 
Contacts are created and managed from the Contacts program. The contact list can be synched to MailChimp 
contacts for mass mailings. 

Contacts Maintenance list
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Contact Category Group 

Contact category groups is a way to define the main or parent category of contact categories. Contact category 
groups are managed from Manage > Contact Admin > Contact Category Groups. 

Create a new category group 

1. From the Contact Category Group Maintenance 
list, click ADD.  

2. Enter the category group code and description.  

3. By default, multiple contact categories can be 
assigned to contact categories. If you want contact 
categories to belong to only one category group, 
enable the Choose Only One option. 

4. Add a sort order number if preferred.  

5. As a default, category groups would show on the 
Account Maintenance and is viewable to the public. 
To make the contact category viewable only to the 
staff, enable the Internal Use Only option. 

6. Click SAVE. You will be brought back to the Contact 
Category Group Maintenance list. 

Contact category group

Choose only one
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7. To easily make changes, you can click on the lightning icon !  to get a simple editable dialog box for that 
record.  

Contact Category Group Maintenance
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Contact Categories 

Contacts can be your business partners, customers, staff 
and users in the system. They don’t necessarily need to 
have a user account in the system but users are always 
considered a contact. Contacts can be categorized into 
your custom contact categories. Contact categories are 
managed from Manage > Contact Admin > Contact 
Categories. 

Create Contact Categories 

1. From the Contact Category Maintenance list, click 
ADD. 

2. Enter the contact category code and description. 

3. Select the contact category group.  
Note: To create new contact category groups, go to 
Manage > Contact Admin > Contact Category 
Groups. 

4. To have every new contact added to the contact 
category, check the option, Add new contact. 

5. As contacts are assigned to the contact category, the 
number of contact would show in the Contacts in 
Category field. 

Contact category

Category group

Contacts in category
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6. Add a sort order number if preferred.  

7. Click SAVE. You will be brought back to the Contact Category Maintenance list. 

8. If for some reason, you need to change the contact category or delete, you can remove all contacts from the 
category. To do this, check the option, “Remove All contacts from this category. This cannot be undone.”  

Contact Category Maintenance list
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Receipt Policy 

The default receipt policy is that receipts will always be emailed when possible and when a receipt cannot be 
emailed, it will be printed. You can let your donors choose if they will receive emails. We recommend defining 
contact categories for the Receipt Policy category group so that donors can specify if they want to receive email 
or paper receipts and if they don’t want to receive receipts. 

Create the receipt policy categories 

1. Create the contact category group. Go to Manage > 
Contact Admin > Contact Category Groups. Click 
ADD. 

2. Set the category group code to “RECEIPT_POLICY”.  

3. Enable the Choose only one option. This would limit 
the selection of the receipt policy to just one. 

4. Make sure the Internal Use Only option is 
unchecked to have the contact category group show 
on the Account Maintenance for donors to see.  

Contact category group

Choose only one
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5. Create the contact categories. Go to Manage > 
Contact Admin > Contact Categories.  

6. Create the categories with the following category 
codes and assign the “Receipt Policy” category 
group. 

a. EMAIL_RECEIPT  

b. PAPER_RECEIPT 

c. NO_RECEIPT 

4. Set the category description to anything you want. 
The description is what the donor will see on the opt 
in options.  

Contact category

Category group

Contact category
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Mailing List 

You can create mailing lists that your users can opt in to when they create an account. CoreWare has the ability 
to sync contacts and mailing lists to the mailing application, MailChimp. Mailing lists are created from Manage > 
Contact Admin > Mailing Lists.  

Create a new mailing list 

1. From the Mailing List Maintenance list, click ADD. 

2. Enter the mailing list code and description. Mailing  
lists are visible to the donors from the Account 
Maintenance unless otherwise set for internal use. 

3. Add a sort order number if preferred. 

4. Click SAVE. You will be brought back to the 
Mailing List maintenance page.  

Description shown on the Account Maintenance



�
coreware �

Contact Setup > Mailing List

5. To easily make changes, you can click on the lightning icon !  to get a simple editable dialog box for that 
record. 

Click to edit the record on a dialog box

Mailing List Maintenance screen
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Assign contact categories or mailing lists 

1. There are several ways to assign contacts to contact categories and mailing lists. Donors can opt in to contact 
categories themselves from the Account Maintenance. It can be assigned manually for each contact or 
automatically with custom actions or form submissions. 

a. Donors can opt to join a mailing list and specify if they want to receive receipts or not and if they want to 
receive paper or email receipts. Make sure that the category groups are set to show for the public. 

Opt In tab of the Account Maintenance
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b. Manually add contacts to the contact 
category. To do this, go to Tools > 
Contacts.  
 
Choose the contact from the list. From the 
Contact Maintenance screen, go to the 
Members tab.  
 
Choose the contact category to assign to 
the contact. You can assign more than one 
contact category to a contact. 

Receipt Policy

Member tab

Custom categories
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c. You can create a custom action to add contacts 
to a category when they order a product or 
donate to a particular designation.  
 
To do this, go to Manage > Actions > Actions. 
Choose from one of the actions taken e.g. 
ordered product, submitted a form or made a 
donation.  
 
Then choose the resultant action, Add to 
contact category.  
 
Choose the contact category to add the contact 
to.  

Choose the action taken

Choose the contact category
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d. If you have a form for registration, contact or subscription, you can set in the form, a default contact category 
to add the contact to when they fill up and submit the form.  
 
To do this, go to Tools > Forms > Form Definitions. Select the form from the list to open. In the Contacts 
tab, choose the default contact category. 

Contact category

Contacts tab



�
coreware �

Contact Setup > Contact Source

Contact Source 

Contact sources can be any means with which a person became a contact. Contact sources such as emails can 
be tracked to know how effective the email campaign was. For instance, a non-profit sends out 5000 emails with 
a link to sign up for their mailing list. The source count for the email would be 5000. Then, you can see how 
effective the email was by looking at how many contacts have that source code compared to how many were 
emailed. This would give you a percentage of response. So if 150 contacts signed up, then you would have a 
3% response rate. Contact sources are managed from Manage > Contact Admin > Contact Sources.  

Contact Source Maintenance list
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Create contact sources 

1. From the Contact Source Maintenance list, click 
ADD. 

2. Enter the source code and description. 

3. New contacts may be referred by a person or entity. 
You can set a person in your contact list as a source. 

4. Add a sort order number if preferred. 

5. When the source code is tracked, in an email for 
example, the Source Count field would sum up all 
of the emails that went out. 

Contact source

Contact who is also a sourceContact from the source
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6. Click SAVE. You will be brought back to the Contact Source Maintenance list.  

Contact Source Maintenance list
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Assign contact sources to contacts 

1. Go to Tools > Contacts.  

2. Choose the contact from the list. From the Contact Maintenance screen, go to the Details tab.  

3. Choose the contact source to assign to the contact. 

Details tab

Contact Source
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Contact Type 

Contact types is a way to segment contacts into any class or type you choose. Contact types are managed from 
Manage > Contact Admin > Type.  

Create a new contact type 

1. From the Contact Category Type Maintenance 
list, click ADD. 

2. Enter the contact type code and description. 

3. Add a sort order number if preferred. 

4. Click SAVE. You will be brought back to the 
Contact Category Type Maintenance list. Contact type code
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5. To easily make changes, you can click on the lightning icon !  to get a simple editable dialog box for that 
record.  

Click to edit the record on a dialog box

Contact Type Maintenance list
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Custom Contact Data 

Custom contact fields can be created to accommodate additional contact information. Custom contact fields are 
added instantly to the Custom tab in the maintenance screens for the contact, customer and users. Custom contact 
data can be grouped into a questionnaire for the contact to fill up. 
 
  

Custom Field Questionnaire
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Create new custom contact fields 

1. From the Custom Field Builder Maintenance list. 
Click ADD. 

2. Enter the custom field code and description. 

3. You can limit who can see the custom fields by user 
group. For example, you can set a custom field to 
only show for users in the “Admin”group.  

4. Enter the form label or the field label e.g. Twitter ID. 

5. Choose the field type from the choices. For this 
example, set the field type to “Simple Text Field”. 

6. Add a sort order if preferred. The sort order number 
will determine the order that the custom fields would 
appear on the Custom tab. 

7. You can set the field as required by turning on the 
option, Field is required.  

Field type

Field is required
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8. Click Save. You will be brought back to the Custom Field 
Builder Maintenance list. 

9. You can add the custom field to a custom field group to 
let contacts fill up the custom fields with information on a 
separate page. To select a custom field group, drag the 
custom field group to the right. To create custom field 
groups, go to Manage > Contact Admin > Custom 
Field Groups. Custom fields in a custom field group 
would no longer show on the Custom tab and instead, 
would show on a separate page. 

10.If the custom field is a multi-choice dropdown, you can 
list the choices in the Choices table. 

11. You can customize the field further by 
adding field controls. Go to Manage > 
Contact Admin > Custom Fields. You can 
set a default value on the field, set the field 
as required or change the field type (data 
type). As an example, you can add 
placeholder text to a custom field by using 
the “placeholder” control and setting a 
control value. 

Control field Control Value

Custom Field Group

Dropdown choices
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12.Open the Contact Maintenance screen. Go to Tools > Contacts. Choose any contact from the list. 

13.Click on the Custom tab. 

14.You should see the custom fields are in this tab. You will find the same fields in the Custom tab of the 
Customer form. 

Custom Fields on the Custom tab
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Add the custom contact fields to forms 

1. CoreWare has the capability to build forms that submits 
feedback or create a contact in the backend. You can 
add custom contact fields to these forms. Forms are 
managed from Tools > Forms > Form Definitions.  

2. Say you have a Contact Us form and want to add 
custom contact fields. For this, you need to link the 
custom contact field to a form field. To create the form 
field, go to Tools > Forms > Field Builder. Click ADD.  

3. Enter the form field code and description. The form 
label is what will be displayed on the form. The help 
label should contain instructions or more information 
about the field. 

4. Select the custom contact field. This field would appear 
on the form and would be filled in by the contact. 

5. The field type should be the same as the field type of 
the custom contact field. 

6. You can set the field as required. 

Custom contact field
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7. To add the form field on the form, go to Tools > Forms > Form Builder. Choose the form from the list.  

8. Click on the FIELD button. Select the form field. You can add a different label or use the default label on the 
field. You can set the field as required. 

9. Click INSERT. As a default, newly added form fields would show at the bottom of the form. You can drag the 
fields to change their order.  

10.Click SAVE. 

Form field

Add form fields
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11.View the form on your website. You should be able to see the custom contact fields on the form. When a 
contact fills in submits the form it would be shown on the form submission that is either emailed to the admin 
or logged on the form definition. Note that the information on the fields would not populate the custom 
contact fields in the Custom tab. You can use the form submission to update the contact record. To add 
custom contact data easily, go to Manage > Contact Admin > Custom Contact Data. 

Contact Us Form

Custom Contact Field
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Custom Field Group 

When custom fields are created, they usually show instantly on the Custom tab of the Contact Maintenance and 
the Customer Maintenance screens. When a custom field is in a custom field group, they no longer appear in 
the Custom tab but are accessed from a different program. With custom field groups, you can build a form with 
custom fields that the contact can fill out and submit. The URL link to these forms are usually sent to the contact 
to fill out. Custom field groups are managed from Manage > Contact Admin > Custom Field Groups.  

Custom tab

Custom Field Group

Link to the custom field questionnaire
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Create a new custom field group 

1. From the Custom Field Group Maintenance 
list, click ADD. 

2. Enter the custom field group and description. 

3. Enter the link URL of the page that will display 
the custom field group as a form that the 
contact would fill out.  
 
The page URL is https://mywebsite.com/
customfieldquestionnaire.php. Where 
“mywebsite” is your domain name.   
 
On the Custom tab of the Contact form, a 
unique link would be generated for each 
custom field group and contact. 

4. If you want the custom field group to only 
show for a specific group of users, select the 
user group.  

5. Click SAVE. You will be brought back to the 
Custom Field Group Maintenance page.  

Link URL

User Group

https://mywebsite
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6. Go to Tools > Contacts and choose a contact from the list. 

7. Click on the Custom tab. You should  be able to see a Custom Field Group dropdown. 

8. Click on this dropdown to view the shareable link for the contact. When contacts go to this link, it would show 
the custom field group as a form for them to fill out. 

9. You can create a notification for questionnaire submissions. Any email assigned in the notification will get an 
email when a questionnaire is submitted. Notifications are created from Manage > Notifications. The 
notification code should be set to “CUSTOM_FIELD_QUESTIONNAIRE” and emails should be assigned to it 
in order for notification emails to be sent. 

Custom tab

Custom Field Group

Link to the custom field questionnaire
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Email and Notification Setup 

Email Credential  
The email account from which emails are sent is managed from 
the Email Credentials program. When you have the email 
account set up, you can use it anywhere in the system that has 
the ability to send out notifications such as pages, forms or blog 
posts. You can set up a new email account from Manage > 
Preferences > Email Credentials. 

Create a new email credential 

1. Go to Manage > Preferences > Email Credentials.  
2. Add the email code, e.g. DEFAULT and description. 
3. Add a From Name e.g. My Company Inc.  
4. Enter the From Email Address e.g. admin@mycompany.com 
5. Determine the SMTP host for the email account and enter in 

the SMTP Host email. 
6. Enter the SMTP (Outgoing) Port e.g. 465. 
7. Enter the Security Setting or the encryption method to use for 

the email e.g. SSL or TSL. 
8. Enter the SMTP Authentication to use e.g. Cram MD5 or Plain. 

The recommended option is Cram MD5.  
9. Enter the SMTP User Name e.g. admin@mycompany.com. 
10.Enter the SMTP Password. 
11.Click SAVE. 

Email credentials

mailto:admin@mycompany.com
mailto:admin@mycompany.com
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Email Messages 
The system sends out emails in many situations. Some of these emails are optional and some are sent of 
necessity. Outgoing emails to donors or contacts are managed from the Email program. Notifications for both 
contacts and internal employees are managed from the Notifications program. 

The system chooses emails based on email code or notification code. The following email and notification codes 
are used by the system. Described below the email code is to whom the email is sent, the  circumstances under 
which it is sent, what happens if the email doesn’t exist and substitution values that can be used in the email. 
Substitution values are simply  surrounded by percent signs, such as %first _name%. 

Standard Email Messages 
The following are the standard set email messages sent with the Donor Management System. If you need to 
send these emails, you would need to create them with the appropriate code from the Email program. 

ALL_DONATIONS  

• What this email is for: Notifies the administrator that a donation is made. 

• When this email is sent: Whenever a donation is received on the public giving page. 

• Who receives this email: All email addresses assigned to the notification, ALL_DONATIONS. Typically, 
this would only be sent to an administrator. Using this email is rare, because an email is sent for every 
donation.  

• If this email is not created: No email is sent. 
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• Substitutions: All contact donation information. For this email, contact information is NOT removed even 
if the donation is anonymous.  

Sample HTML 

Sample Output 

<p>This email is to inform you that the following donation has been made for 
%designation_description% (%designation_code%).</p> 

<p>%address_block%</p> 

<p>Amount: $%amount%</p>

This email is to inform you that the following one-time donation has been made for General 
Donations (GENERAL_DONATIONS). 

220 Candlelight Drive  
Houston, TX 77024 

Amount:  3000.00
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ALL_RECURRING_DONATIONS 

• What this email is for: Notifies administrators that a recurring donation is made. 

• When this email is sent: Whenever a recurring donation is received on the public giving page. 

• Who receives this email: All email addresses assigned to the notification, 
ALL_RECURRING_DONATIONS. This email is typically set up for Administrators. 

• If this email is not created: No email is sent. 

• Substitutions: All fields of the public giving form, excluding the payment information fields. Donor 
information is NOT hidden even if the donation is anonymous.  

Sample HTML 

<p>This email is to inform you that the following recurring donation set up on the public giving 
page:</p> 

<p>%address_block%</p> 

<p>Amount: $%amount%</p> 

<p>Designation: %designation_description% (%designation_code%)</p> 

<p>Project: %project_name%</p> 

<p>Recurring day of the month: %day_of_month%</p>
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Sample Output 

DONATION_RECEIVED 

• What this email is for: Notifies the group manager, designation email or designation user that a donation 
is received for a designation.  

• When this email is sent: Whenever a donation is received. 

• Who receives this email: The email address of the designation to which the donation was given, the 
group manager of any designation groups to which the designation belongs and any notification email 
address for the designation type.  

This email is to inform you that the following recurring donation set up on the  public giving page: 

220 Candlelight Drive 
Houston, TX 77024 

Amount:  3000.00 

Designation: Community Service 

Project: Home Repair 

Recurring day of the month: 5



�
coreware �

Email and Notification Setup > Email Messages

• If this email is not created: No email is sent. 

• Substitutions: All fields of the contact information and donation. If the donation is anonymous, identifying 
fields are removed.  

Sample HTML 

Sample Output 

<p>This email is to inform you that the following one-time donation has been made for 
%designation_description% (%designation_code%).</p> 

<p>%address_block%</p> 

<p>Amount: $%amount%</p>

This email is to inform you that the following one-time donation has been made for General 
Donations (GENERAL_DONATION). 

220 Candlelight Drive 
Houston, TX 77024 

Amount:  3000.00
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EMAIL_DESIGNATION_USER 

• What this email is for: Notifies the designation user that a donation is received for the designation.  

• When this email is sent: Whenever a donation is received for the designation. 

• Who receives this email: The email address assigned to the designation. 

• If this email is not created: A default, hard-coded email is sent. 

• Substitutions: 

▪ http_host – the domain name of the link 

▪ office_code – needed by the user to create account 

▪ designation_code 

▪ contact_id 

▪ email_address 
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Sample HTML 

<p>We are excited to let you know that you can now create an account on the Donor Management 
System, with which you can check your past and pending giving reports. This is a supplement to the 
normal giving report that you receive at each payroll. With this new program, you can see past giving 
reports and see gifts that will be included in the next payroll. To create y`our user account, go to http://
domainname.com/emailuserdesignation.php</p> 

<p>This site is SSL secure. It is as secure as your bank's website.</p> 

<p>This will not replace your e-mailed giving reports, but rather serves as an additional tool.</p> 

<p>PLEASE do not use spaces in your user name. If you do the system will make a space into an 
underscore.</p> 

<p>The information you will need to create this account is:</p> 

<p>Office Code: %office_code%<br /> 

Designation Code: %designation_code%<br /> 

Your Contact ID: %contact_id%<br /> 

Email Address: %email_address%</p> 

<p>Please let us know if you have any questions.</p>
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Sample Output 

We are excited to let you know that you can now create an account on the Donor Management System, 
with which you can check your past and pending giving reports. This is a supplement to the normal 
giving report that you receive at each payroll. With this new program, you can see past giving reports 
and see gifts that will be included in the next payroll. To create your user account, go to http://
domainname.com/emailuserdesignation.php.  

This site is SSL secure. It is as secure as your bank’s website. 

This will not replace your e-mailed giving reports, but rather serves as an additional tool. 

PLEASE do not use spaces in your user name. If you do, the system will make a space into an 
underscore. 

The information you will need to create this account is: 

Office Code: GRACE 
Designation Code: ASB 
Your Contact ID: 10245  
Email Address: adam.bailey@mailinator.com 

Please let us know if you have any questions.

http://domainname
http://domainname
http://domainname
http://domainname
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ERECEIPT 

• What this email is for: Sent to the donor when a donation is received. Serves as the receipt of their 
donation. 

• When this email is sent: Whenever a donation is successfully processed from the public giving page. 

• Who receives this email: Sent to the donor email address. 

• If this email is not created: No email receipt is sent. Note that a specific donation type can have a 
different email receipt. This email is the default for those not specifically set. 

• Substitutions: All the donor contacts information and the donation information.  

Sample HTML 

<p><img src="https://www.domainname.com/getimage.php?code=receipt_logo"></p> 

<p>Dear %first_name%,</p> 

<p>Thank you for your donation to the our organization. By partnering with us, you are joining us in our 
mission to do what we do.</p> 

<p>Our organization is primarily funded by generous donors like you, and every dollar you give allows us 
to do the work we do.</p> 

<p>This is your email confirmation that your donation was a success.</p> 

<p>Donation designated for: %designation_description%<br>
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Sample HTML (continued)  

%project_name% 

%memo% 

Donation Amount: $%amount%</p> 

<p>Donor Information:</p> 

<p>%full_name%<br /> 

%address_1%<br /> 

%city%, %state% %postal_code%</p> 

<p>If you selected a recurring giving option, your account will be continued to be charged the amount specified 
according to the frequency specified. If you need to make any changes to your giving account, please email us at 
<a href="mailto:partners@domainname.com">partners@domainname.com</a> or login to manage your 
donation at <a href="https://www.domainname.com/my-account">https://www.domainname.com/my-account</
a>. If you have not created an account, you will be prompted to.</p> 

<p>If you have any questions, please feel free to contact us.<br /> 

Thank you again for your generous gift!</p> 

<p>Sincerely,</p> 

<p>Accounting Department</p>
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Sample Output 

Dear James, 

Thank you for your donation to our organization. By partnering with us, you are joining us in our mission to do what we do. 

Our organization is primarily funded by generous donors like you, and every dollar you give allows us to do the work we do. 

This is your email confirmation that your donation was a success. 

Donation designation for: Community Service 

Project: Home Repairs 

Memo: Thank you for the tour. The experience was fulfilling and everyone that I met has been wonderful. 

Donation Amount: $4500.00 

Donor Information: 

James Faulkner 

1331 Main Road 

New York, NY 10018 

If you selected a recurring giving option, your account will be continued to be charged the amount specified according to the frequency 
specified. If you need to make any changes to your giving account, please email us at partners@domainname.com or login to manage 
your donation at https://domainname.com/my-account. If you have not created an account, you will be prompted to. 

If you have any questions, please feel free to contact us. 

Thank you again for your generous gift!  

Sincerely,  

Accounting Department

mailto:partners@domainname.com
https://domainname.com
mailto:partners@domainname.com
https://domainname.com
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Additional Substitution Values for Donation Receipts 

▪ %receipt_number% - shows the receipt number of the donation receipt. 

▪ %donation_date% - shows the date that the donation was made. 

▪ %amount% - shows the amount of the donation. 

▪ %payment_method% - shows the payment method used to donate. 

▪ %designation% - shows the specific designation e.g. Disaster Relief 

▪ %designation_code% - shows the designation code of the designation e.g. TGH 

▪ %not_tax-deductible% - indicates if the donation is not tax deductible.  

▪ %year_to_date_donations% - shows the year-to-date donations. 

▪ %last_year_donations% - shows the total donations from the past year. 

▪ %full_name% - shows the full name of the donor. 

▪ %address_1% - shows the main address of the donor. 

▪ %address_2% - shows the second address if applicable. 

▪ %city%, %state%, %postal_code% - shows the city, state and postal code. 

▪ %salutation% - shows the donor salutation e.g. Sir or Ma’am. 

▪ %month_1_donations%, month_2_donations%, etc - shows the amount of donations given for each 
month. 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NEW_ACCOUNT 

• What this email is for: Notifies the user that new account is created using the public signup page. 

• When this email is sent: Whenever a new account is created from the public signup page.    

• Who receives this email: Sent to the user who created the account. Presumably, the email is a welcome 
message for the new user or donor. 

• If this email is not created: No email is sent. 

• Substitutions: All contact information. 

Sample HTML 

Sample Output 

<p>Thank you for creating a user account. Your user name is %user_name%. Now that you have a 
user account, you can manage your giving and contact information at <a href=“https://
domainname.com/my-account">https://domainname.com/my-account</a>.</p>

Thank you for creating a user account. Your user name is james.faulkner. Now that you have a user 
account, you can manage your giving and contact information at https://domainname.com/my-
account.

https://domainname.com
https://domainname.com
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RECURRING_DONATION_RECEIVED 

• What this email is for: Notifies the designation user when a recurring donation is processed. 

• When this email is sent: Whenever the recurring donation is successfully processed. 

• Who receives this email: Sent to the designation email address. 

• If this email is not created: No email is sent. 

• Substitutions: All contact and donation information. If the donor is anonymous, all identifying information 
is removed. 

Sample HTML 

<p>This email is to inform you that the following recurring donation has been processed for 
designation %designation_description% (%designation_code%).</p> 

<p>%address_block%</p> 

<p>Amount: $%amount%</p>
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Sample Output 

RECURRING_GIFT_ADDED 

• What this email is for: Notifies the designation email  that a recurring donation is created on the pubic 
giving page. 

• When this email is sent: Whenever a recurring donation is created on the public giving page. 

• Who receives this email: Sent to the designation email address. 

• If this email is not created: No email is sent. 

• Substitutions: All contact and donation information. If the contact is anonymous, all identifying 
information is removed. 

This email is to inform you that the following recurring donation has been processed for the 
designation, General Donations (GENERAL_DONATIONS). 

220 Candlelight Drive 
Houston, TX 77024 

Amount: 3000.00
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Sample HTML 

Sample Output 

<p>This email is to inform you that the following recurring donation has been made for designation 
%designation_description% (%designation_code%).</p> 

<p>%address_block%</p> 

<p>Amount $%amount%</p> 

<p>Project: %project_name%</p> 

<p>Recurring day of the month: %day_of_month%</p>

This email is to inform you that the following recurring donation has been made for designation, 
Community Service (COMMUNITY_SERVICE). 

220 Candlelight Drive  
Houston, TX 77024 

Amount: 3000.00 

Project: Home Repairs 

Recurring day of the month: 5



�
coreware �

Email and Notification Setup > Email Messages

RECURRING_GIFT_CHANGED 

• What this email is for: Notifies the email address in the designation that a recurring donation is changed 
on the public donor page. 

• When this email is sent: Whenever a recurring donation is changed on the public donor page. 

• Who receives this email: Sent to the designation email address. 

• If this email is not created: No email is sent. 

• Substitutions: All contact information and donation information. If the donor is anonymous, all identifying 
information is removed. 

Sample HTML 

<p>This email is to inform you that the following recurring donation has changed for designation 
%designation_description% (%designation_code%).</p> 

<p>From: %full_name%</p> 

<p>New Amount: $%amount% (old amount was $%old_amount%)</p> 

<p>New Day of Month: %day_of_month% (old day of month was %old_day_of_month%)</p> 

<p>New Project: '%project_name%' (old project was '%old_project_name%')</p> 

<p>New End Date: %end_date% (old end date was %old_end_date%)</p>
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Sample Output 

RECURRING_GIFT_ERROR_EMAIL 

• What this email is for: Notifies the donor when the recurring donation fails.  

• When this email is sent: Whenever a donor’s recurring donation fails. 

• Who receives this email: Sent to the donor’s email address. 

• If this email is not created: No email is sent. 

• Substitutions: All contact information and donation information, error_message - the error that was 
returned  by the Merchant Services.  

This email is to inform you that the following recurring donation has changed for designation 
Community Service (COMMUNITY_SERVICE). 

From: James Faulkner 

New Amount: $300.00 (old amount was $200.00) 

New Day of Month: 20 (old day of month was 5) 

New Project: Home Repair (old project was ‘Home Repair’) 

New End Date: 09/19/2018 (old end date was 09/19/2018)
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Sample HTML 

 

  

<p>Dear %first_name%,</p> 

<p>We unfortunately ran into an error regarding your monthly donations of %amount% to 
%designation_code% due to your payment method being declined. The only step required to 
reinstate the monthly donation is to update your current account information.</p> 

<p>The error we received from the credit card processing company was: %error_message%.</p> 

<p>At your convenience, please either:</p> 

<ol> 

 <li>If you have an account, log in to your account at https://domainname.com/login to update 
your payment method.</li> 

 <li>Follow the link in order to create a new monthly automatic withdrawal: https://
domainname.com/support,</li> 

<li>Call us at (719) 555-6666, or</li> 

 <li>If just an expiration date or billing address needs updating, reply to this email with your 
updated information.</li> 

</ol> 

<p>We apologize for any inconveniences this may have caused. Thank you for your patience and 
generous partnership! </p> 

<p>We look forward to hearing from you,</p> 

<p>Accounting Department</p>
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Sample Output 

 

Dear James, 

We unfortunately ran into an error regarding your monthly donations of 300.00 to 
COMMUNITY_SERVICE due to your payment method being declined. The only step required to 
reinstate the monthly donation is to update your current account information. 

The error we received from the credit card processing company was: You entered an expiration date 
that has already passed.  

At your convenience, please either:  

1. If you have an account, log in to your account at https:/domainname.com/login to update your 
payment method. 

2. Follow the link in order to create a new monthly automatic withdrawal: https://domainname.com/
support, 

3. Call us at (729) 565-7839, or 

4. If just an expiration date or billing address needs updating, reply to this email with your updated 
information. 

We apologize for any inconveniences this may have caused. Thank you for your patience and 
generous partnership! 

We look forward to hearing from you, 

Accounting Department

http://domainname.com
https://domainname.com/support
https://domainname.com/support
http://domainname.com
https://domainname.com/support
https://domainname.com/support
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ADMIN_RECURRING_GIFT_ERROR 

• What this email is for: Notifies the group manager, designation email or designation user that a donation 
is received for a designation. 

• When this email is sent: Whenever there was an error in processing a recurring donation for the 
designation. 

• Who receives this email: Sent to the email address of the designation to which the donation was given, 
the group manager of any designation groups to which the designation belongs and any notification email 
addresses for the designation type.  

• If this email is not created: A default, hard-coded text is sent. 

• Substitutions: 

▪ full_name 

▪ designation_description 

▪ amount 

▪ error_text 
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Sample HTML 

Sample Output 

Sample Output 

<p>This email is to inform you that an error occurred with the following recurring donation.</p> 

<p>From: %full_name%</p> 

<p>Amount: $%amount%</p> 

<p>The error from the credit card processing company was: %error_text%.</p> 

<p>This gift will not be processed again unless the donor updates their payment method. Please contact 
the donor to let them know they need to make this change.</p>

This email is to inform you that an error occurred with the following recurring donation. 

From: James Faulkner 

Amount: 300.00 

The error from the credit card processing company was: You entered an expiration date that has passed.  

This gift will not be processed again unless the donor updated their payment method. Please contact 
the donor to let them know that they need to change this.
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Standard Notifications 

Notifications are set up from Manage > Notifications. The email address assigned to the following notification 
codes will receive an email when the associated action happen. The following is the standard set notifications to 
set up.  

ALL_DONATIONS 

▪ Email addresses to receive the email code ALL_DONATIONS. 

ALL_RECURRING_DONATIONS 

▪ Email addresses to receive the email code ALL_RECURRING_DONATIONS. 

BCC_ALL_EMAILS 

▪ Blind copied ALL emails being sent from the system. 

CC_ALL_EMAILS 

▪ Copied on ALL emails being sent from the system. 

COPY_PAYROLL 

▪ Copied on all giving reports sent out at payroll processing. 

CUSTOM_FIELD_QUESTIONNAIRE 

▪ Notification that a custom field questionnaire has been filled out. 

DAILY_DONATION _REPORT 
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▪ Daily summary of donations received. The preference DAILY_DONATION_REPORT can specify what 
designations appear in this report. 

SECURITY_EMAIL 

▪ Notification of a suspected security attempt in the system. 

USER_MANAGEMENT 

▪ Notification that an administrator or user account is inactive because of inactivity. 

▪ Notification when a user account is created on a public site. 
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Create email message 

1. Go to Tools > Emails. Click ADD. 

2. Enter the email code e.g. ERECEIPT. See Standard Emails 
for a list of appropriate email codes to use. 

3. Choose the email account to send it with. Email accounts 
can be set up from Manage > Preferences > Email 
Credentials. 

4. Enter the subject of the email e.g. Thank for your recent 
donation. 

5. Write the email body in the content editor. You can create 
the email with HTML or using the WYSIWYG editor. Click 

on the Toggle WYSIWYG !  icon to switch editors. Add the substitution symbols to let the system fill in the 
information for you. See Standard Emails list for the sample HTML messages and substitutions. 

Edit in HTML

Edit in WYSIWYG editor

Contact Us Form
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Set up notifications 

1. Go to Manage > Notifications. Click ADD. 

2. Enter the notification code e.g. ALL_DONATIONS. 
See Standard Notifications for the list of appropriate 
notification codes to use. 

3. Enter the description e.g. All Donations. 

4. List the email addresses that will receive the 
notification email. Click on the green Add button 
then enter the email address. 

5. Click SAVE. 

Email addresses

Notification Code
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MailChimp Sync 

CoreWare has the ability to sync your CoreWare database with your MailChimp database for mass mailings. The 
categories, contacts and lists that you create in CoreWare will be synched to MailChimp. Once synched, you can 
send mass emails to the contact lists using MailChimp. 

MailChimp Contact List
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Create a MailChimp API key 

You will need to create your MailChimp API key in order to integrate MailChimp with CoreWare. 

1. Go MailChimp.com and register if you don’t have an account 
yet. 

2. Click on your username then select Account. 

3. Click on the Extras menu then select API Keys. 

 

Go to Account

Go to Extras - API keys

http://MailChimp.com
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4. Click Create API Key. This will generate a MailChimp API key. You can optionally add a label to the  API key. 

Click to generate an API key

API key
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Create a MailChimp List 

You will need to create your MailChimp list in order to synchronize your contracts. 

1. Go MailChimp.com and click List from the top menu. 

2. Click Create List. 

Create List

http://MailChimp.com
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3. Enter the list name e.g. Master List. 

4. Enter the default From email address and the 
default From name.  

5. Enter a reminder for people for how they got 
the email e.g. You are getting these emails 
because you opted in to our website.  

6. Click SAVE. 

FROM email address
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Set up your MailChimp client preference 

To begin synching with MailChimp, you will need to set up your MailChimp API and MailChimp List ID in the 
client preferences.  

1. Get your MailChimp API Key. Go to MailChimp.com. Click 
on the username then select Accounts. Click Extras then 
select API Keys.  

2. Find your API key and copy. 

3. Go to the CoreWare admin menu. Go to Manage > 
Client Preferences. Click ADD. 

4. Click on the Preference dropdown and select MailChimp 
API Key.  

5. Copy the MailChimp API Key in MailChimp and paste in 
the Client Setting field then click SAVE.  

Choose the MailChimp API key

Add the API key

API key

http://MailChimp.com
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6. Get your MailChimp List ID. Go to 
MailChimp.com. Click Lists from the top 
menu. 

7. Click on the list to open. Click Preferences 
and select List Name and Campaign 
Defaults. 

 

8. Copy the List ID for the list. 

9. Go to the CoreWare admin menu. Go to Manage > 
Client Preferences. Click ADD. 

10.Click on the Preference dropdown and select 
MailChimp List ID. 

11. Paste the List ID in the Client Setting field. 

12.Click SAVE. 

13.Once you have the 2 preferences set up, CoreWare 
can connect to MailChimp.  

Get the list ID

Select the MailChimp List ID preference

Add the list ID

http://MailChimp.com
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Segment your MailChimp list into groups 

To get your contacts synched properly in MailChimp, you need to divide the MailChimp list into groups. 

You will need to create the top level group categories and groups for each list.  

1. There are about 7 group categories that CoreWare will look for in MailChimp. It is important that the group 
category and group descriptions matches the ones in CoreWare.  

2. To create a category group, open the MailChimp list. Click Manage Contacts then select Groups. 

3. Click Create Groups.  

Create a new group
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4. Create the following category group names e.g. Mailing List then define the group for each one e.g. 
Newsletter and Memo. So if you have a mailing list in CoreWare with the description, “Newsletter”, the 
group name description in MailChimp should also be “Newsletter”. Note: If a MailChimp category group or 
category description does not match anything in CoreWare, CoreWare will ignore it. 

a. Mailing List - This category group corresponds with CoreWare’s mailing list that is managed from 
Manage > Contact Admin > Mailing Lists. All contacts that opted to the CoreWare mailing list will 
automatically belong to the group in MailChimp. 

CoreWare mailing lists

MailChimp Group
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b. Categories - This category group corresponds with CoreWare’s contact categories that are managed 
from Manage > Contact Admin > Categories. All contacts that are assigned to the contact category in 
CoreWare will automatically belong to the group in MailChimp. 

MailChimp Group

CoreWare categories
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c. Designations - This category group corresponds with CoreWare’s designations that are managed from 
Tools > Donor Management > Designations. All contacts that have donated to the designation will 
automatically belong to the group in MailChimp.  

MailChimp Group

CoreWare designations
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d. Designation Groups - This category group corresponds with CoreWare’s designation groups that are 
managed from Tools > Donor Management > Designation Groups. All contacts that have donated to 
designations that are assigned to the designation group will automatically belong to the group in 
MailChimp. 

MailChimp Group

CoreWare designation group
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e. Form Definitions - This category group corresponds with CoreWare’s form definitions that is managed 
from Tools > Forms > Definitions. Any contact that filled up the form will automatically belong to the 
group in MailChimp. 

    

MailChimp Group

CoreWare Form Definitions
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f. User Groups - This category group corresponds with CoreWare’s user groups that are managed from 
Tools > Users > Groups. Any contact that is also a user that is assigned to a User Group in CoreWare will 
automatically belong to the group in MailChimp.  

CoreWare User Groups

MailChimp Group
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g. Product Categories - This category group corresponds with CoreWare’s product that are managed from 
Manage > Product > Category. Any contact that purchased a product in this category will automatically 
belong to the MailChimp group. 

CoreWare Product Categories
MailChimp Group
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Sync the CoreWare database to the MailChimp database 

Synching is done easily from the MailChimp Sync menu. Remember that the sync is one-directional and it goes 
from CoreWare to MailChimp only. Anything that you update from MailChimp will not reflect on CoreWare so 
updates to the category groups, contact etc. need to be done in CoreWare. 

1. Make all the changes that you need in CoreWare before synching. 

2. Go to Contact Admin > Mail Chimp Sync. 

3. There are 3 options to set a limit to the product purchases or donations made.  

a. Limit product purchases in the last x days  - If 
you want to, for example, send emails to 
contacts who made purchases within the last 90 
days, enter the number 90. If you want to 
include all contacts that made a purchase, leave 
this field blank. 

b. Limit donations in the last x days - If you want 
to, for example, send emails to contacts who 
made donations within the last 30 days, enter 
the number 30. If you want to include all 
contacts that made donations, leave this field 
blank. 

c. Include (ALL) contacts (not just those in MailChimp groups) - If you want to send an email to all 
contacts.  

Sync contacts
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4. Click SYNC CONTACTS. The sync is sent as a batch to MailChimp. Results may not appear in your 
MailChimp right away. 

Sync results
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5. Go to MailChimp.com and refresh the screen to see the updated mailing list.  

6. IMPORTANT If you don’t see the changes in MailChimp, try again after a few minutes. MailChimp queues 
up the import so please be patient.  

Synced Contacts in MailChimp

http://MailChimp.com
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Client Preferences 

Client Preferences are system preferences that you can set specifically for your CoreWare account. Some of 
these preferences are donor-related and as an admin, you can enable or disable these preferences. 

Email receipt of donations immediately 

There is a background process that runs every 5 minutes that sends emails in the queue. When this 
preference is enabled, the recipient will be emailed of donations receipts immediately. This preference 
requires the email with email code, “DONATION_RECEIVED”. 

1. Go to Manage > Client Preferences. Click ADD. 

2. Click on the Preferences dropdown and select 
Email recipient of donations immediately. 

3. Click on the Client Setting dropdown and select 
True. 

4. Click SAVE. 

Send receipt of donation immediately
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Minimum donation amount 

Consider setting a minimum donation amount if you deduct processing fees from donations. This can be set 
in the client preferences. When donors give through the giving page, they would be notified of the minimum 
donation amount if they are giving less than the minimum amount. 

1. Go to Manage > Client Preferences. Click ADD. 

2. Click on the Preferences dropdown and select, 
Minimum donation. 

3. Enter the minimum donation amount e.g. 10.00 
in the Client Setting field. 

4. Click SAVE. 

Minimum donation amount



�
coreware �

Client Preference > Receipt Policy

Receipt Policy 

The default receipt policy is that receipts will always be 
emailed when possible. And if a receipt cannot be 
emailed, it will be printed. You can set the system to not 
send email receipts if you want to print all receipts or 
send emails only for online and recurring gifts. 

1. Go to Manage > Client Preferences. Click ADD. 

2. Click on the Preferences dropdown and select, 
Receipt Policy. 

3. Click on the Client Preferences dropdown and select 
the receipt policy: 

a. PAPER - With this policy, all receipts will be printed 
and email receipts are never used. Choose this 
policy to always use paper receipts. No email 
receipts will be sent to the donors. 

b. EMAIL - This is the default policy.  With this policy, 
the receipt is always emailed when possible. If a receipt cannot be emailed it will be printed. This policy 
requires the email with the email code, “ERECEIPT”. See Standard Email Messages. 

c. BOTH - With this policy, all donations that are not in a batch (made online or by the recurring process) will 
get an email receipt if possible. If a receipt cannot be emailed, it will be printed. This policy requires the 
email with the email code, “ERECEIPT”. See Standard Email Messages. 

5. Click SAVE. 

Receipt policy
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Copy Payroll Email 

Giving reports are sent out to designation email 
addresses during payroll processing. The Copy Payroll 
client preference sends a copy of all giving reports to the 
emails in the notification, “COPY_PAYROLL”. 

1. Go to Manage > Client Preferences. Click ADD. 

2. Click on the Preferences dropdown and select, Copy 
Payroll. 

3. In the Client Setting field, set the value to “true”. 

4. Click SAVE. 

5. This client setting requires the notification, 
“COPY_PAYROLL”. See Standard Notifications. Copy payroll email
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Daily Donation Report Designation 

You can send daily donation report to any email in the notification with the notification code, 
DAILY_DONATION_REPORT. If you want a daily report of donations for selected designations, contact the 
CoreWare admin to add the Daily Donation Report preference. 

1. Go to Manage > Client Preferences. Click 
ADD. 

2. Click on the Preferences dropdown and 
select, Daily Donation Report Designation.  

3. In the Client Setting field, you can determine 
which designations to include in the report by 
adding any number of lines of either comma-
separated designation codes, designation 
types. (“type:”) and comma-separated list of 
designation group codes. 

4. Click SAVE. 

5. This client preference requires the notification, 
“DAILY_DONATION_REPORT”. See Standard 
Notifications. List of designations, designation type or group
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Edit Designation Alias 

The responsible user of a designation has the ability to edit some of the fields in their designation. You can 
allow designation users to change their designation alias. 

1. Go to Manage > Client Preferences. Click 
ADD. 

2. Click on the Preferences dropdown and 
select, Edit Designation Alias.  

3. From the Client Setting dropdown, choose 
True. 

4. Click SAVE. 

Allow editing of designation alias
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Payroll Accounting Downloads 

At payroll time, you can export files to import into Quickbooks and enter into the GL accounts. The 
QuickBooks export is an additional feature and you will need to contact CoreWare admin to implement the 
QuickBooks export properly. 

1. Go to Manage > Client Preferences. Click 
ADD. 

2. Click on the Preferences dropdown and 
select, Payroll Accounting Downloads.  

3. From the Client Setting dropdown, choose 
True. 

4. Click SAVE. 

5. This client preference will make the the files - 
QUICKBOOKS CHECKS FILE and 
QUICKBOOKS GL FILE available for download 
during payroll processing  

Payroll Accounting Downloads
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Donor Services Procedures 

Donation Batch 

The batch creation procedure is done for manual entry of donations. Any donation that is not processed from 
the public giving page goes into a batch. Online donations don’t go into a batch. When you get the batches 
done, you can close or post them. Closing usually means the batch would not be changed or added to unless it 
is reopened. Posting makes the donations entered final. When entering donation batches, you can use the 
detailed donation entry or the quick entry of donations. Donation batches are managed from Tools > Donor 
Management > Donation Batches. 

Create a new batch 

1. From the Donation Batch Maintenance list, click ADD. 

2. Note that the Batch Number will be assigned after saving.  

3. Choose the batch date or use the default batch date. 

4. The current donation count will appear in the Donation 
Count field. 

5. Enter the total number of donations in this batch in the Total 
Donations field. By default, this is set to 25.  

6. Enter the total amount of donations. 

7. Assign defaults for the donations. This would fill in the  the 
donations with default information. Assign a default 

Default designation
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designation. Type in the designation name in the Default 
Designation field then select the designation from the choices. 

8. Assign a default donation source. e.g. Web Ads. 

9. Assign the default payment method e.g. Check.  

10.The Date Completed and the Date Posted will be generated 
once the batch is closed or posted.  

11.Enter the date when the donations were deposited. 

12.Click SAVE. You will be brought back to the Donation Batch 
Maintenance list. 

13.You should see the new batch you created at the bottom of the list. Notice that the batch number is now 
assigned. 

14.Once you’ve created a batch and defaults, then you can start entering donations for the batch. There are two 
ways to add donations to the batch. 

a. Detailed Entry - Allows you to enter donations with project details and additional notes. 

b. Quick Entry - Allows you to enter donations with less details.  

New donation batch

Date deposited



�
coreware �

Donor Services Procedures > Donation Batch >  Detailed Entry

Add Donations to the Batch - Detailed Entry 

1. From the Donation Batch Maintenance screen, 
click on the ADD/EDIT DONATIONS button. 

2. This will open the Donation Maintenance screen 
in a new browser tab. Click ADD.  

3. The batch number and donation date is set for the 
donation.  

4. To choose the contact (in this case, the donor) for 
the donation, click on the Search icon. Look for the 
contact in the list then click Choose. Note: To add 
a new contact, click on the Search button, then click 
on the ADD CONTACT button. 

5. Once the contact is selected, their recent donations 
will be displayed. If you want to see all previous 
donations, click VIEW ALL PREVIOUS DONATIONS. 

6. Choose the payment method. A default is set by the 
donation batch. 

7. Enter the payment reference number and amount. 
For check payments, the reference number is the 
check number. 

Add donations

Specify date deposited

Donor history

Batch number

Donation amount 

Donor
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8. A default designation is set. Change the designation 
by typing in the designation name in the Designation 
field. When you leave the designation field, it would 
show the donor’s. previous donations or if the donor 
has never donated to the selected designation.  

9. If the designation requires  project, the Project 
dropdown would appear to let you assign the project. 

10.If the donor asks for the donation to be anonymous, 
check the Anonymous Gift checkbox. Anonymous 
donations will make the donation details hidden from 
the staff person but will be visible for the donor. 

11.Sometimes people will give through foundations and 
you want the donation to actually be applied to the 
person who gave it, so that they will have a record that 
they donated. When a donor gives through a 
foundation, you’d want to put the donation on the 
contact’s name but the tax deductible receipt, for legal 
purposes, is going to go to the organization. In the 
Receipted Contact, you can add the foundation 
name. Click on the Search button to search contacts 
or create contacts. 

12.You can put a note on a gift or donation. These are 
just internal notes. 

Designation

Project

Source

Name that would appear in the receipt 
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13.The donation fee appears in the Donation Fee field when the batch is posted. 

14.Click SAVE. Add all other donations making sure that the number of donations and total amount of 
donations match the donations entered for the batch. 

Donations in the batch
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15.Go back to the Donation Batch Maintenance screen. You will notice the donations you entered for the batch 
is listed in the Donation Entry table.  

16.You can print the batch report or download the PDF file. You can sort the donations in the report by Donation 
Receipt ID, Donor ID or Donor Name. 

17.When the batch is completed, you can close the batch or post. 

Donations in the batch
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Add Donations - Quick Entry 

1. If you added donations via the Donation Maintenance screen, these donations would appear in the 
Donation Entry table list of the Donation Batch screen.  

2. You could also enter donations from the Donation Entry list. All you need to do is select the contact, choose 
the payment method, add the reference number, amount, designation, and donation source. You can even 
set the donation to anonymous. The quick entry can be used if you don’t need the extra features such as 
projects.  

Choose the designation

Add or remove designations

Choose donors
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3. From the quick entry, before. you click CHOOSE, you can look at the donor’s gift history by clicking on their 
name. Let’s say that from the quick entry, you need to look at a donor’s history. There’s a couple of ways to 
see the donor history from the Donation Batch Maintenance screen. You can see that directly, but what you 
can do is you can go in here and you can click on the donor that pulls up a second window with their contact 
record.  

Then, you can go to the Donations tab and you can see their history. It shows everybody that they give to at 
a glance. The list is going to show only the last 30. If you need more than that, you can run a report. 

4. On a daily basis, you can have hundreds of batches. If you forget a check, you can do another batch for it. If 
there’s one check and there’s multiple designations, those 2 designations will show up when you save the 
batch. There’s no limit to users and contacts. Unlike in many systems, there are no fees involved with how 
many users, how many contacts, and how many donations.  

Click on the contact name to view their history

Add contact
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Batch Closing and Posting 

When you get all of your batches done, you could close them all. Closing a batch basically means that you can’t 
make any changes - you can’t change or add to the donations that are in it. You can re-open closed donation 
batches. Posting the donation batches  calculates the donation fees. Also note that the receipt doesn’t go out 
after you post it. Sending donation receipts is a separate process.  

Close a Donation Batch 

You can close the batch to keep changes or donations from being added. 

1. From the Donation Batch Maintenance list, select the batch to close.  

2. Click on the [Choose Action] dropdown. Select Close Selected Batches. 

Select the batch to close

Close the selected batch
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3. If the total donation amount or total donations don’t match, it will tell you the batch number. You would have 
to go in and check if the total donations add up or if the total number of donations are correct. 

4. When closed, the closed date would appear in the Completed column. 

Completed date
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Re-open a Donation Batch 

You can re-open a batch for editing. Note that a batch that has been posted cannot be re-opened. 

1. From the Donation Batch Maintenance list, select the closed batch to re-open. 
2. click on the [Choose Action] dropdown. Select Re-open Selected Batches.  
3. You may then open and make changes or add donations. 
 

Select the batch to re-open Re-open selected batches
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Post a batch 

After verifying that the donation batch is correct, post the batch. The batch should be closed first before 
posting. Posted batches will not be editable so if a check bounced or the donor backs out of their donation, you 
can do a back-out donation that would create a negative donation amount in a new batch. 

1. From the Donation Batch Maintenance list, select the batch to post. 

2. Click on the [Choose Action] dropdown. Select Post Selected Batches.  

 

Post selected batchSelect the batch post
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3. When posted, the posted batches will be hidden from the list of donation batches. To show the posted 
batches, click on the FILTERS ON button and uncheck the Hide Posted option. 

4. For posted batches, the posted date would appear in the Posted column.  

5. To work on the remaining unposted batches, hide the posted batches from the list. Click on the FILTERS ON 
button and check the Hide Posted option. 

Posted date

Hide Posted
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Backing Out Donations 
If you created a donation and posted it, it comes in online and if for some reason, the check bounces or the 
donor said to take the donation out, and you can’t make changes for historical or legal reasons, all you have to 
do is create a “negative batch” and you can create the “negative donations”. This can also be the case for 
online donations that were donated to the wrong designation. You can make a negative donation for the one 
you gave it to and then deposit it. This is to prevent any issues to the IRS if making changes to the donations.  

1. To back out a donation, you would need to create a batch for the back out. It doesn’t have to be in it’s own 
batch but it would be better for record keeping. The total in the batch would be negative.  

2. Go to Tools > Donor Management > Donation Batch. Open any batch that is open (not closed or posted). 
This would become the current batch. 

3. Go to Tools > Contacts. Look for and open the record for the contact that made the donation that needs to 
be backed out. Find the donation that needs to be backed out then click the Backout option. Click SAVE. 
There will now be a negative donation in the batch. 

Back out a donation
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4. The donation batch needs to be open in order to add the negative donation to it and if not, a new batch will 
be created for it.   

5. When you go to the Donation Batch Maintenance screen. You will notice that the negative donation is 
added to the batch.  

Negative donation amount

Back-out donation is added to another batch



�
coreware �

Donor Services Procedures > Donation Batch > Backing Out Donations

6. Backing out of another donation simply means that you need to look up the contact or donor and back out 
another donation. You can’t manually enter a negative donation. The original and the negative donation are 
tied together. When a donation is tied to a back-out donation, the donor would not see it in their donation 
history, but it will be visible for the staff and admin through the reports.  

7. For historical purposes, you can find the original document, the back-out donation and the correct check in 
the reports. This is something that an auditor is going to want to see and is one of the reasons you can’t 
make changes to posted donations in the system. 
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Donations Requiring Attention 

You need to check regularly, if not daily, for donations 
requiring attention. Notifications of donations requiring 
attention is sent to the admin prompting them to correct or 
take action on these donations. 

If a donation is made to a designation that requires attention, 
an admin needs to determine the correct designation, 
typically by looking at the notes or comments supplied by the 
donor when the donation was made. Donations that belong 
to designations requiring attention and donations are 
managed from Tools > Donor Management > Donations 
Requiring Attention. 

If a recurring donation is made to a designation that requires 
attention, the admin can manage it from Tools > Donor 
Management > Recurring Donations. The same process is 
applied to recurring donations. 

A recurring donation will be flagged as Requiring Attention 
whenever there is an error in processing the credit card or 
bank account. The reason will be indicated in the Error 
Message field. Typically, the admin would correct  the reason 
for the failure by contacting the donor and making a change 
to the credit card or bank account information. 

Donations requiring attention
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Once the correction is made or if the problem was caused by the system, the requires attention flag can be 
turned off. The background process that runs the recurring donations will attempt it again the next time it is run.  

Payroll processing cannot continue until all donations requiring attention has been resolved. 

Payroll processing
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Resolve donations requiring attention 

1. Go to Tools > Donor Management > Donations Requiring Attention. 

2. Open a donation requiring attention.  

Select the donation
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3. Look for the donor’s notes or 
instructions. 

Donor’s notes
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4. Based on the donor’s notes, set the 
proper designation for the donation. 

 

Choose the correct designation
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5. Click SAVE. You will notice that the 
donation is now removed from the 
donations requiring attention. 

Donation is removed from list
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Resolve recurring donations requiring attention 

1. Go to Tools > Donor Management > Recurring Donations. 

2. From the Recurring Donations Maintenance list, click on the FILTERS ON button. 

3. Check the Show Requires Attention checkbox to see the recurring donations requiring attention. These are 
donations that failed to process successfully. Click SAVE. 

Show donations requiring attention
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4. Open a donation that requires attention. You will notice that the donation is flagged as requires attention and 
the reason is indicated in the Error Message field. A donation would fail if e.g. unable to get a valid account, 
declined, not honored or signed in to an account that is made inactive. For failed credit card payments, 
messages would come from the merchant services. 

Requires attention flag

Error message
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5. Contact the donor to update the credit card or bank account information. Once the correction is made, or if 
the problem was caused by the system, the requires attention flag can be turned off. Uncheck the Requires 
Attention checkbox then click SAVE. 

6. The background process that runs the recurring donations will attempt processing the donation again the 
next time it is run.  

Background process
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Payroll Processing 

At payroll time, you can calculate for the donation fees that have incurred for the current payroll period. The 
Payroll Processing program will calculate for the total donation fees to process for payroll. The system also has 
the capability to export a file for direct deposit that you can submit to your bank so you don’t need to re-enter 
the payment information. If you forget to include donations to process, you can remove and re-run the payroll. 
Donations that require attention should be checked and corrected first in order to include them in the payroll. 
Payroll processing is managed from the Tools > Donor Management > Payroll Processing. 

1. When on the Payroll Processing screen, you will 
be prompted when the payroll is recently 
processed. Remember that only donations that 
have not been processed in a previous pay period 
will be included. 

2. Set the filter for donations to process. You can use 
one or a combination of any criteria to filter the 
donations: 
a. Batch Number From and Through - specify the 

starting batch number and the end batch 
number. 

b. Only Include Donations Without a Batch - 
when enabled, it will only include online 
donations.  

Process online donations only

Process donations from a date range
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c. Donation Date From and Through - specify the starting batch number date and the end batch number 
date. 

d. Designation Group - You can choose to select a 
specific designation group from the list e.g. staff 
support.  

e. Exclude Designation Groups - If All designation groups 
is selected, you can exclude some of the designation 
groups. Drag the designation group to the right area to 
exclude them. 

f. Designation - You can choose a specific designation by 
placing the designation on the right section. Not 
selecting a designation means all designations will be 
included. 

7. After choosing the criteria, click PROCESS PAYROLL. 

Process payroll
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8. The payroll summary preview will display. You can 
change the criteria by clicking SEARCH AGAIN to 
go back to the previous screen. If you need help in 
the process, click HELP.  

9. Confirm the number of gifts and the total amount. 
To continue processing the payroll, click CONFIRM 
THE TOTALS. 

10.Set the pay out date or leave the default current 
date. Click SET PAID OUT to continue. 

Set the date paid out

Confirm the totals
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11. The  system has a capability to record entries into fund accounts or bucket accounts that you can export at 
payroll time and import to Quickbooks and enter them into the general ledger accounts. The QuickBooks 
export file takes from the bucket account and puts it into the designation accounts. You can also have accounts 
for admin fees that would get pulled out of the bucket accounts and would go into the designation account 
during import. In QuickBooks, you can have an account set up for each staff designation.  
 
At the end of the year for instance, you can produce W2s in QuickBooks to know how much you were paying. 
QuickBooks will take from the bucket account and put it in the hospitality fund, training fund etc. so you can 
produce an accounting report and know how much you have for each account. The staff would total up the 
batches and do the manual entry on QuickBooks and this would only be one entry into the bucket account and  
an entry into the staff account. This would be a total of 2 weeks and not all the individual donations. 
 
After the export is done, that means that at payroll time, the general ledger entries that would take out from the 
bucket account and put into the designation should be done manually. All that is really needed in your 
accounting is the total but if, for example, you have over 300 1099 forms, you will need to manually enter the 
forms. The amount that is recorded in the system may not be the same amount as in the 1099 because there 
may be admin fees included. 
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12.Download the payroll files - the CSV for Direct Deposit and QuickBooks import files. 

Download the payroll files

Fund account contributions
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a. To download the CSV file for direct deposit, click PAYROLL FILE. This would download the CSV file.  Verify 
if the totals are correct by opening the file in a text or spreadsheet program. 

b. To download the QuickBooks check and GL import files, click QUICKBOOKS CHECK FILE and 
QUICKBOOKS GL FILE. This would download the 2 IIF files.  Verify if the information are correct by 
opening the file in Excel or QuickBooks. 

 

 
 

Note: If you don’t see the 2 buttons for downloading the QuickBooks file, go to Tools > Donor 
Management > Client Preferences and set the Payroll Accounting Downloads preference to True.  

CSV file for direct deposit

IIF File fo GL import
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11.In the Payroll Processing screen, continue 
the process by sending out the payroll email. 
To send the emails,  choose the account to 
use in sending then click SEND GIVING 
EMAILS. Giving report will be sent to the 
designation email.  
 
If you want to receive a copy of all giving 
reports processed at payroll time, go to 
Manage > Client Preferences and enable 
the setting, Copy Payroll. You would also 
need to set up the notification with the 
notification code, “COPY_PAYROLL” and list 
the email addresses to notify. To set up the 
notification, go to Manage > Notifications. 
 

Send Giving Emails

Choose email
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12.After the payroll email is sent, a confirmation will display showing the email address(es) and designation(s).  

Sent email

Go to payroll report 
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13.Click GO TO PAYROLL REPORT. You may 
print or download the giving report.  

Payroll Report
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Donor Services Tasks 

Contact Management 

In CoreWare, a contact is not necessarily a user or customer, but a user or customer is always a contact. Most of 
the programs in CoreWare that relates to contacts can easily pull up the contact list. Contact details are mostly 
set up from the Contact Admin. Custom contact data can be added to the contact maintenance program.  

Contact Maintenance screen
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Create new contact information 

A contact may be created in several ways. It can be manually 
created with the contact maintenance program. A contact record is 
created automatically for a new user or customer. Contact creation 
can be automated when a new user completes and submits a form. 
Contacts are managed from Tools > Contacts. 

1. From the Contacts Maintenance list, click ADD. 

2. In the Contacts tab, enter the contact name and last name. 
Include honorifics and nicknames or alternate names if needed. 

3. Include the company name and job title. The company name will 
be included in the contact name on search lists.  

4. Include the contact address if available. Enter the postal code in 
the Postal Code to fill in the City and State fields. If the city is 
incorrect, choose the correct city from the City dropdown. Note: 
Additional addresses can be added in the Addresses tab. 

5. You can add the address coordinates in the Longitude and 
Latitude fields if necessary. This would allow you to look up the 
contact address on a map. Click here to learn how to search for 
and get the coordinates of an address. 

6. If you only have the company information as the contact, you 
can add in the Attention field, the person or department that 
should receive the correspondence.  

Contact tab

https://support.google.com/maps/answer/18539?co=GENIE.Platform%3DDesktop&hl=en
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7. Add the contact numbers. Click on the green Add button to 
create a new contact number. Add the phone number and 
phone type e.g. Work or Home.  

8. Add up 2 email addresses. 
9. Add the contact web page if available.  

Contact tab
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10.You can assign the user responsible for the contact. Click 
on the Search button. Look for the user from the list then 
click CHOOSE. If the contact is a personal contact, you can 
hide the contact details from all users except the 
responsible user.  

11.Choose the contact type. Additional contact types can be 
defined. 

12.Choose the contact source. Additional contact sources can 
be defined. 

13.Add the contact birthdate if this information is available. 
The age will be automatically calculated and displayed.  

14.Upload a photo of the contact. Click on the CHOOSE 
button then click NEW IMAGE. Add  a description of the 
image file. Click Choose File. Click Save. 

15.Enter additional notes about the contact.  

Details tab
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16.To add a new address, click on the ADD ADDRESS 
button. Add a label to the additional addresses e.g. 
Home Address. Enter the street address in the Address 
1 and Address 2 fields. Select the country from the 
Country field then enter the postal code in the Postal 
Code field to fill in the City and State fields. 

17.Custom contact data can be added to the Custom tab. 
Note: Custom contact fields can be created from 
Contact Admin > Custom Fields. New custom fields 
would appear in this tab. 

Addresses tab

Custom tab
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18.You can add the contacts to mailing lists. Choose one or 
more mailing list to include. You can let contacts opt in to 
mailing lists from the Account Maintenance. Custom 
actions can be done to add contacts to a mailing list. 
Mailing lists are created from the Contact Admin > 
Mailing Lists. 

19.Add the contacts to a contact category. Choose one or 
more contact categories. Custom actions can be done to 
add contacts to a category. Contact categories are created 
from Contact Admin > Categories.  

20.Click on the Relationship tab. In the Related Contact 
column, click on the green Add button.  

21.Click on the Search icon. Enter the contact name in the 
Filter box. Click on the Choose button next to the contact 
name.  

22.Click on the Relationships tab. Choose the relationship type that matches the contact relation to the other 
contact. You can include comments as needed. 

Members tab

Relationships tab
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23.Review the contact information then click SAVE. You will be brought back to the Contacts Maintenance list. 

24.If you have a contact form or subscription from in CoreWare, you can set up the form to create a contact file 
when someone fills up and submits the form. The form only needs to have fields that match the fields on the 
contact. Forms are managed from Forms > Definitions. 

Match form fields with contact fields
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Filter the contact list 

1. From the Contacts Maintenance list, click on the FILTERS ON 
button. The contact filter options will display. 

2. The contact list may be filtered with any one or a combination 
of these criteria: 

a. Hide archived - As a default, archived contacts are hidden. 
You can show archived contacts from the list by unchecking 
the Hide Archived checkbox. 

b. My Contacts - As a default, contacts assigned to everyone is 
shown. You can set the Contacts Maintenance list to show 
only contacts that you are responsible for. 

c. Categories - You can limit contacts to show on the list by 
category. Choose the contact categories under Categories 
to show. 

d. Mailing List - You can limit contacts to show on the list by 
mailing list. Choose the mailing list(s) under Mailing Lists to 
show.  

e. Contact Type - You can limit contacts to show on the list by 
contact type. Choose the contact type from the Contact 
Type dropdown. 

6. After setting a criteria, click SAVE. 

Contact List Filter
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Archive Contacts 

1. From the Contacts Maintenance list, choose a contact from the list. 

2. From the Contacts Maintenance screen, click on the ARCHIVE button. 

Archive contact 
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Map contacts 

You can view the contact location on a map. To view their location, the contact information must include the 
postal code or coordinates. 

1.Go to Tools > Contact.  

2.Look up the contact from the list and select. 

3.Click Choose Action then click Map Selected 
Contacts. 

Select contact

Map selected contact
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4. A new browser window will display the contact location on a map. 

Contact map



�
coreware �

Donor Services Tasks > Payroll Processing

Select contacts within proximity 

You can select contacts that are near each other or are in the same region. 

1. Go to Tools > Contacts. 
2. Click Choose Action then click Select by Distance 

from Zip. 
3. Enter the central postal code then enter the radius 

(in miles) from the central postal code. 
4. Click SAVE. 
5. All contacts within the specified radius will be 

selected. 
6. You can export the selected contacts. Click Choose 

Action then select Export selected to CSV. 

Select by distance from zip

Select by radius or central postal code

Contacts within radius
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Custom contact actions 

Custom actions can be defined to automatically add contacts to a mailing list or contact category, send emails 
or start a workflow. 

1. Let’s say you have a sign up form for a newsletter that when 
submitted, the contact detail will be created and grouped 
into a category and the contact will be added to the mailing 
list. Let’s say you have a form that creates a new contact 
record when submitted and you have a category where you 
want all contacts to initially belong to. You can define an 
action triggered by these events from Manage > Actions > 
Actions.  

Set up the custom contact action
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Convert contact record into user account 

User information can easily be added to the contact record to create a user account with the contact details. A 
temporary user account and password can be nominated for the user account that the user can modify when 
they log in. 

1. From the Contact Maintenance, click on the the 
Details tab. 

2. Enter the temporary user name and password. 
Passwords must be 8 characters and include a number, 
lowercase letter and uppercase letter. When the 
contact logs in with the account for the first time, they 
will be prompted to change the password. 

3. Go to Tools > Users > Users. You should now be able 
to see the contact’s name from the list.   

Set up the user information
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Record and manage contact interactions 

CoreWare has a task manager program for managing project and contact related tasks. Contact-related tasks are 
created on the contact file. The Contact Maintenance form includes a Touchpoint tab that can be used to log 
and manage all tasks and activities related to the contact. 

1. Go to Tools > Contacts. Open a contact file from the records. 

2. Click on the Touchpoint tab. From here, you can record all activities such as calls, meet ups and deals with 
the contact.  

3. To create a new contact task, choose the “Contact Task” contact type from the dropdown. 

4. Add a description and a detailed description of the task.  

5. If applicable, choose an assigned user. 

6. Specify the due date of the task. 

7. Click SAVE. When completed, open the contact record and enter the completed date for the task. 

Contact touchpoints
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Search for and remove contact duplicates 

When donors go to the public giving page and give, the process will create a contact in the system. The system  
will not look for an existing contact with the same name as there is no way to know that it is the same person. 
Even if their information is exactly the same, it is best to not assume that it’s the same person because it may not 
be. Duplicate contacts can be checked and removed from the records by the admin if necessary. 

You can tidy up your contact list with the Duplicate Search and Duplicate Processing programs. When you run 
the Duplicate Search program, it would create a list of potential duplicate contacts. Creating a list of potential 
duplicates is done from Manage > Contact Admin > Duplicate Processing. Duplicate contacts can be removed  
from Manage > Contact Admin > Duplicate Processing.  

Create a list of potential duplicates 

1. On the Potential Duplicates screen, the first option you 
will see is the Remove Existing Potential Duplicate. 
When checked, the Duplicate Search will overwrite the 
previous list of potential duplicates. When unchecked, the 
Duplicate Search will add any new potential duplicate to 
the previous list. 

2. You can filter contacts to search by: 

a. Range of Contact IDs - Specify the starting contact ID 
and the end contact ID. 

b. Limit to contacts created since - Specify the starting 
created date for contacts.  

Criteria for duplicate search
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3. The Ignore archived contacts option 
will exclude any contacts that were 
archived.  

4. The Limit to selected contacts option 
will limit the list of potential duplicates 
to contacts that match the criteria. 

5. The Limit to users option will limit the 
list of potential contacts that are also 
users.  

6. The Use phonetics option will include 
contacts that have names that sound 
similar e.g. Smith and Smyth.  

7. You can limit contacts to search by first 
name, last name, company name, 
email, street address, state and postal 
code in any combination. Select the 
field then add a value to search. 

8. Click FIND DUPLICATES. The number of the of potential duplicates will be displayed. You can follow this up 
by processing the list of potential duplicates. To do this, click PROCESS DUPLICATES. 

Number of potential duplicates

Search for duplicates
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9. You can also find the list of potential duplicates from Manage > Contact Admin > Duplicate Processing. 

List of potential duplicates



�
coreware �

Donor Services Tasks > Search for and remove duplicate

Process a list of potential duplicates 

1. The Duplicate Processing program shows the list of potential duplicate contacts. From the Duplicate 
Processing list, you will see pairs of potentially duplicate contacts. Choose a pair from the list. 

List of potential duplicates
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2. Look carefully at the first contact data and second contact data. The second contact data usually has the 
more updated information. Click on the field to include in the final data. If the first and second data have 
different addresses, you can choose either one to be the final address. Click on the MERGE button. Then 
confirm merging the 2 records. A new pair will be displayed. Check the next pair then merge or skip.   

First contact data Second contact data Final contact data

Next pair

Click to add to final data
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Recurring Donations 

If a donor sends in their information along with their payment information for you to set up a repeating donation 
in the system, the Recurring Donations Maintenance screen is where would set it up. Recurring donations are 
created every time a donor opts in to make their donation a recurring gift from the giving page. Recurring 
donations are managed from Tools > Donor Management > Recurring Donations. 

Update recurring donations 
1. From the Recurring Donations Maintenance list, 

choose the recurring donation to update.  

2. You can update the donor information and change 
their address or email. To do this, click on the 
Search button. This would open the the Choose 
Contact window. 

3. Type the donor name in the Filter box then click on 
their name to open the Contact Maintenance 
screen on a new browser tab. After making changes, 
go back to the Recurring Donations Maintenance 
list. Click Choose next to the donor’s name. This will 
update the donor information.  

Update contact information
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4. You can change the frequency of the donation by 
choosing the recurring donation type. 
Note: To create new recurring donation types, go to 
Tools > Donor Management > Recurring Donation 
Type. 

5. Open a recurring donation from the list. You can 
change the frequency of the donation and the 
donation amount. 

6. You can update the end date of the recurring 
donation.  

7. You can change the designation for the recurring 
transaction. 

8. If requested by the donor, you can set the donation to 
anonymous.  

9. If a recurring donation failed to process, it will be 
flagged as requires attention.  

Recur interval

Start date

Designation
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10. You can add any notes or instructions from the donor. 

11.If the recurring donation fails to process, the last 
attempt and the reason it failed will be indicated in the 
Error Message field. A donation would fail if e.g. 
unable to get a valid account, signed to an account that 
is made inactive, or inactive, or declined, do not honor 
card etc. For failed credit card payments, messages 
would come from the merchant services. 

Payment account information

Payment method

Billing information

Donor notes
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12.From the Payment Information section, you can 
update the payment information or create a new 
payment information. Note that the only payment 
methods that should be used on recurring 
donations are credit cards and ACH bank accounts. 

a. To update the payment information, choose the 
account from the Account dropdown. Then 
update the details of the donor billing 
information and payment method. 

b. To create a new payment information, click on 
the Account dropdown and select [New 
Account]. Enter the billing details and the 
payment method. When you click on the First 
Name field, the fields would be populated with 
the donor’s contact information.  

Choose the Payment Method.  

• If set to any of the credit card payment 
methods, enter the credit card information. 

• If set to e-check, ACH or EFT payment 
methods, enter the bank account 
information. 

13.Save the details of the recurring donation.  

Payment method 

Billing information
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Set up a recurring donation 

1. From the Recurring Donations Maintenance list, 
click ADD. 

2. Choose the donor from the list of contacts or 
create a new contact file for the donor.  

a. To choose the donor from the list, click on the 
Search button. This would open the Choose 
Contact window. Type the donor name in the 
Filter box then click Choose next to the 
donor’s name.  

b. To create a donor from the list, click on the 
Search button. This would open the Choose 
Contact window. Click ADD contact. This 
would open the Contact Maintenance screen 
on a new browser tab. Fill up the contact 
maintenance form and save the new contact 
details. Go back to the Recurring Donations 
Maintenance. Type the donor’s name in the 
Filter box. Then click Choose beside the 
contact name. 

Choose or create the donor profile 
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3. You can change the frequency of the donation by 
choosing the recurring donation type.  

4. You can change the frequency of the donation by 
choosing the recurring donation type. 
Note: To create new recurring donation types, go to 
Tools > Donor Management > Recurring Donation 
Type. 

5. Open a recurring donation from the list. You can 
change the frequency of the donation and the 
donation amount. 

6. You can update the end date of the recurring 
donation.  

7. You can change the designation for the recurring 
transaction. 

8. If requested by the donor, you can set the donation 
to anonymous.  

9. If a recurring donation failed to process, it will be 
flagged as requires attention.  

Recur interval

Start date

Designation
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10. You can add any notes or instructions from the donor. 

11.If the recurring donation fails to process, the last attempt 
and the reason it failed will be indicated in the Error 
Message field.  
 
A donation would fail if e.g. unable to get a valid 
account, signed to an account that is made inactive, or 
inactive, or declined, do not honor card etc.  
 
For failed credit card payments, messages would come 
from the merchant services. 

Donor notes
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12.From the Payment Information section, you can set up 
the donor’s payment information. Note that the only 
payment methods that should be used on recurring 
donations are credit cards and ACH bank accounts. 

13.Enter the donor’s billing information. When you click on 
the First Name field, the fields would be populated with 
the donor’s contact information.  

14.Choose the Payment Method.  

a. If set to any of the credit card payment methods, 
enter the credit card information. 

b. If set to e-check, ACH or EFT payment methods, 
enter the bank account information. 

15.Save the details of the recurring donation. 

New payment account

Payment method

Billing information
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Account Maintenance 

If a donor has multiple payment methods on file, there are options for donors to manage and update them 
when they log in. If a donation fails to recur because of wrong or expired payment information, you can go to 
the Account Maintenance program to fix these issues. Donor accounts can be managed by the admin from 
Tools > Donor Management > Account Maintenance.  

Account Maintenance for Donors
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Manage donor payment accounts 

1. From the Account Maintenance list, choose the 
donor account to manage. A single donor may have 
multiple payment accounts. 

2. Under Contact Information, update the contact 
information. 

3. Update the contact information as needed. 

 

Contact Information
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4. Under the Account Information, update the payment 
account information. Contact the donor in order to update 
their information. 

5. The Account Label would show the credit card type and 
the last 4-digits of the card unless an account nickname 
was added by the donor. 

6. If the donor decides to make the billing information the 
same as the their account information, the billing 
information for the payment account would be blank. You 
can change the billing information as needed.  

7. If a recurring transaction failed to process because of 
expired credit card information, contact the donor to get 
the updated expiration dates. Then update the expiration 
month and year information.  

8. Click SAVE. 

Expiration Date and Month

Payment Method

Billing Information
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Generate Receipts 

After donations requiring attention are cleared and batch donations have been posted, you can generate and 
send out receipts to donors via email. The default receipt policy is that receipts will always be emailed when 
possible and if a receipt cannot be emailed, it will be printed. You can change the receipt policy from Manage > 
Client Preferences. Donation receipts are created from Tools > Donor Management > Generate Receipts. 

1. From the Receipt Report screen, set the criteria for the report. 

2. Choose the receipt type you want to send or print. 

a. Summary Receipts shows the receipts for a range of donations.  

b. Single Receipts shows the receipts for a single receipt. 

Choose the report type
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3. You can set the criteria to filter the donations and designations 
to show on the report. 

a. Donor ID - You can show donations from a donor if you 
want. All you need to set as a filter is the Donor ID. This is 
also known as the Partner ID or the Contact ID.  

b. Donation ID - You can show just one specific donation if 
you want. All you need to set as a filter is the Donation ID. 

c. Donation Date From and Through - filters donations to 
show on a specific date e.g. the 1st day of the month until 
the last day of the month. Required if Report Type is set to 
Summary. 

d. Total Giving From and Through - filters by giving total 
amount e.g. 2000 - 5000. 

e. Exclude Designation Groups - If All designation groups is 
selected, you can exclude some of the designation groups. 
Drag the designation group to the right area to exclude them. 

f. Batch Number From and Through - filters by batch number 
e.g. 1000 - 1020. 

Donation dates
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g. Not in a batch - You can opt to send receipts for 
online donations only. 

h. Ignore donations whose receipt is already sent - 
You can opt to exclude donations whose receipt is 
already sent. If enabled, emails will not be resent. 
Note: Regardless of the setting, emails will not be re-
sent if the Report Type is set to Single Receipt. 

i. Ignore backouts - You can opt to include donations 
that have been backed-out in the receipt. 

j. Email receipts when possible (applies only to 
summary receipts) - If the Report Type is set to 
Summary, you can set the system to send the 
receipts when possible. 

k. Only include tax deductible designations - You can 
opt to include only the tax deductible donations. 

l. Send NO emails, Download All - You can opt to just download all the receipts and not send any email. 

m. If the Report Type is set to Summary, you can choose the Summary Email Receipt email from the list. To 
create a new donation receipt email, go to Tools > Emails. if nothing is selected, the default email receipt 
format will be used. 

n. If the Report Type is set to Summary, you can choose the Contact Category that recipients will be added 
to when the receipt is sent. 

4. Click CREATE RECEIPTS. 

Send receipts to email or download for printing
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a. If the Receipt Type is set to Single Gift, the donations receipts will be itemized per month of giving and 
the year-to-date donations will show the current donation total. Receipts that have been sent in the email 
from when the donor made a donation will not be re-sent.  

b. If the Receipt Type is set to Summary, a summary list of donations will show the gift count, total gifts and 
amount of each donation. Summary receipts are sent in the email when possible.  

Receipt Report (Single Gift)

Receipt Report (Summary)
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Email Designation Users 

If a designation does not have a responsible user, but does have an email and a contact assigned, the contact 
can be emailed with the Email Designation Users program. The email would have instructions for the contact to 
create a user account and be assigned as a responsible user for the designations. Designation users can be 
emailed from Tools > Donor Management > Email Designation. 

1. The Email Designation Users program would indicate if: 

a. There are inactive designations. 

b. There are designations that already have users. 

c. There are designations that don’t have users 
and not assigned a contact.  

d. There are designations that don’t have users 
and not assigned an email address. 

e. There are designations that don’t have users 
but have a contact and email address. These 
can be sent emails.  

2. Choose the email account to use in sending the 
email or skip to use the default. 

3. Select the designations or click SELECT ALL. 

4. Click SEND EMAIL. 

Designation

Choose email

Send email
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5. The email with the email code, EMAIL_DESIGNATION_USER will be sent to the email addresses. 

Emails sent to designation
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User Accounts 

CoreWare provides a client admin account that has access to all administration pages and has the ability to 
create and manage user accounts. Admin and staff users can be set up by the client admin. Access to the 
maintenance pages can be restricted by user role.  

Self-registration is allowed for designation users and donors. Designation users can be sent a link to create the 
user account. Donors are encouraged from the public giving page or the donation receipt to create a user 
account from the registration page especially if they would do recurring gifts. When they log in, they would be 
able to manage their donations and payment methods. This would also prevent having duplicate contacts in the 
system. 

User Maintenance list
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New user from existing contact  

If the donor has given from the public giving page at least once, a contact information is now existing for the 
donor. You can easily add user account information for the donor using this contact information. A temporary 
user account and password can be nominated for the user account that the user can modify when they log in. 

1. From the Contact Maintenance, click on the the 
Details tab. 

2. Enter the temporary user name and password. 
Passwords must be 8 characters and include a 
number, lowercase letter and uppercase letter. When 
the contact logs in with the account for the first time, 
they will be prompted to change the password. 

3. Go to Tools > Users > Users. You should now be able 
to see the contact’s name from the list.  

Set up the user information
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Create a new user account  

Create a user account for the donor with the User Maintenance 
form.  

1. Go to Setup > Users. Click ADD.  

2. Enter the username, first and last name.  

3. Enter the company name and email address. 

4. Click on the Security tab. Enter the temporary user password. 
Passwords must be 8 characters and include a number, 
lowercase letter and uppercase letter. When the contact logs in 
with the account for the first time, they will be prompted to 
change the password. 

Details tab

User name

Email address
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5.  To let the user change their password after logging in, 
click the Details tab and enable “Force password change 
on next login”. 

6. Assign user group. Click on the Access tab. Type in the 
group user group in the Groups field.  
Note: To create a new user group, go to Tools > User 
Groups. 

7. Click SAVE. 

User group

User attributes
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Unlock user account 

For security purposes, user accounts get locked out 
after 3 failed login attempts. Users are advised to 
contact the admin to unlock their account. 

1. Go to Tools > Users > Users. 

2. Look for the user account from the list and select 
to open. 

3. Uncheck the Locked option. 

4. Click SAVE. 

 

Filter user accounts 

Filter the user account from the User Account 
Maintenance list. 

1. Go to Tools > Users > Users. 

2. Click on the FILTER button. 

3. Choose the User Group from the dropdown. 

4. Click SAVE. 

Uncheck to unlock 

Force password change

Filter by user group
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Reports 

Donation Statistics Report 
The Donation Statistics Report gives all kinds of statistics about giving. Included in the report is the total of gifts, 
total donors, the smallest, largest, the average, the smallest gift and the largest gifts, the number of gifts and 
the gifted amounts. The  report also shows the ratio of gifts to 
donors, the range of gifts, number of gifts and donors. The 
Donation Statistics Report is created from Tools >  Donor 
Management > Donation Statistics Report. 

1. From the Donation Statistics Report screen, set the criteria for 
the report. 

2. You can set a criteria to filter donations that  would go into the 
report. 

a. Donation Date From and Through - filters donations for a 
specific period, e.g. the 1st day until the last day of the 
month. Setting the donation date is required.  

b. Pay Period - You can choose to filter donations processed for 
a specific pay period. 

c. Date Paid Form and Through -  filters donations that have ben 
paid out for a specific period. 

d. Only Not Paid Out - filters donations that were paid out. 

e. Payment Method Type - filters donation by payment method. 

Choose pay period
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f. Payment Method - filters donations by payment method 
type. 

g. Batch Number From and Through - filters donations by 
batch number e.g. 1001-1020.   

h. Include Donations without a Batch - filters donations 
without a batch.  

i. Designation Type - filters donations by designation type. If 
All is selected, donations from all designation types will be 
shown. 

j. Designation Groups - filters donations by designation 
group. If All is selected, donations from all designation 
groups will be shown.  

k. Exclude Designation Groups - exclude designation groups.  
If nothing is selected, all designations groups will be 
included. 

l. Designations - filters donations by designations. If nothing  
is selected, then all designations will be included.  

m. Include Designation Totals - includes the designation totals 
in the report. 

3. After a criteria is set, click CREATE REPORT.  

Exclude designation groups

Choose designations
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4. The Donation Statistics Report shows 
various donation statistics. If the 
Include the Designation Totals is 
checked, you will see the Designation 
Totals in the report. To change the 
criteria and run the report again, click 
SEARCH AGAIN. You can print the 
report or download the PDF file.  

Donation Statistics Report
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Donor History Report  

The Donor History Report shows the donors giving history of donors. It includes the donor’s name and 
information as well as their gift totals. This report can be viewed in summary, in detail and can be exported. 
Note that anonymous donations would not get included in the report. The Donor History Report is created from 
Tools > Donor Management > Donor History Report. 

1. From the Donor History Report screen, set the report criteria.  

2. Select the report type you want to view or print. 

a. Summary - Shows the donor information and their 
donation totals. 

b. Detailed - Shows the detailed donation report and their 
donation totals.  

c. Export - Shows the report to export. 

3. You can set criteria to filter donations to show on the report.  

a. Sort Order - If the report type is set to Summary, choose 
the sort order of the donors. You can sort donors by name 
or by total gifts. 

b. Donation ID - You can show just one specific donation if 
you want. All you need to set as a filter is the Donation ID. 

c. Donor ID - You can show donations from a donor if you 
want. All you need to set as a filter is the Donor ID. 

Choose the report type
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d. Donation Date From and Through - filters donations to 
show on a specific date e.g. the 1st day of the month until 
the last day of the month 

e. Pay Period - You can choose donations processed for a 
specific pay period 

f. Date Paid From and Through - filter donations to show on a 
specific date 

g. Only Paid Out - filter donations that were paid out. 

h. Payment Method Type - filters donations by payment 
method type e.g. all donations made by credit card 

i. Payment Method - filters donation by payment method e.g. 
all donations made with Visa 

j. Amount From and Amount To - filters by donations amount 
e.g. 20 - 200 

k. Total Giving From and Through - filters by giving total 
amount e.g. 2000 - 5000 

l. Batch Number From and Through - filters by batch number 
e.g. 1000 - 1020. 

m. Include Donations without a Batch - includes donations not 
included in a batch. These will include all donations made 
from the giving page. 

Choose pay period
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n. Ignore reversed donations - reversed donations or 
backed out donations will not be included in the report.  

o. Designation Groups - filters donations by designation 
group. If nothing is selected, donations from all 
designations will be shown. 

p. Designations - filters donations by designation. If nothing is 
selected, all designations will be included in the report. 

q. Projects - filters donations by specific project.  

r. Include name and address (only applies to report) - If the 
Report Type is set to Export, the donor name and address 
will be included in the report. 

4. After a criteria is set, click CREATE REPORT.   

Choose designations
Create the report
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a. If the report type is set to Summary, 
the report would display the donor 
name and donation totals. To change 
the criteria and run the report again, 
click SEARCH AGAIN. You can print 
and download the PDF file. 

 

Donor History Report (Summary)
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b. If the Report Type is set to Details, the 
report will show each donation total per 
donor. To change the criteria and run the 
report again, click  SEARCH AGAIN. You 
may print the report or download the PDF 
file. 

 

Donor History Report (Details)
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c. If the Report Type is set to Export, the detailed report CSV file will be downloaded. Open the 
downloaded file in a spreadsheet application. To change the criteria and run the report again, click 
SEARCH AGAIN. 

Donor History Report (Export)
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Recurring Donation Report 

The Recurring Donation Report shows the donor’s active (and inactive) recurring donations for a designation 
with details on the start and end dates, donation amount, recurring interval, and the project it was designated 
to. The Recurring Donation Report is created from the Tools > Donor Management > Recurring Donation 
Report. 

1. From the Recurring Donation Report screen, set the filter criteria for the report.  

2. You can set a criteria to filter donations to show on the report.  

a. Designation - filters the donations by designation. 
Setting the designation is required. 

b. Show only active recurring donations - as a 
default, only active recurring donations are shown. 
You can include inactive donations by the 
unchecking the “Show only active recurring 
donations” checkbox. 

3. After the criteria is set, click CREATE REPORT. 

Choose the designation type
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4. The Recurring Donation Report will show the details of each donation with details on the start and end date, 
project, recurring donation, recurring donation type and amount. To change the criteria and run the report 
again, click  SEARCH AGAIN. You may print the report or download the PDF file. 

Recurring Donation Report
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User Gift Report 

The User Gift Report shows the donation totals and average for a specific designation. This report can be 
generated at any time and can include past pay periods and gifts from anonymous donors. You can view the 
monthly chart or export the report CSV file. The User Gift Report is created from Tools > Donor Management > 
User Gift Report. 

1. From the User Gift Report screen, set the filter criteria 
for the report. 

2. Select the report type you want to view or print. 

a. Giving Details - Shows the giving details. 

b. Monthly Chart - Shows the detailed donation report 
and their donation totals.  

c. CSV Export - Shows the report to export. 

4. You can set a criteria to filter donations to show on the 
report. 

a. Designation  - filters the donation by designation. 
Setting a designation is required. 

b. Donation Date From and Through - filters donations 
by date e.g. 1st day of the month until the last day of 
the month. 

c. Pay Period - filters donations by pay period. 

Choose the report type

Choose the designation
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d. Date Paid From and Through - filters donations that were processed in the payroll.  

e. Only Paid Out  - shows only donations that were processed in the payroll and paid out. 

f. Year - If the Report Type is set to Monthly Chart, choose the year. 

7. After the criteria is set, click CREATE REPORT. 

a. If the report type is set to Giving Details, the donation totals for the designation are shown. To change the 
criteria and run the report again, click SEARCH AGAIN. You may print the report or download the PDF file. 

User Gift Report (Giving Details)
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b. If the report type is set to Monthly Chart, the donation totals per month for the designation are shown. To 
change the criteria and run the report again, click SEARCH AGAIN. You can print the report or download 
the PDF file. 

User Gift Report (Monthly Chart)
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c. If the report type is set to CSV Export, the report will be downloaded as a CSV file. Open the downloaded 
file in a spreadsheet application. To change the criteria and run the report again, click SEARCH AGAIN. 

User Gift Report (CSV Export)
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Designation Totals Report 

The Designation Totals Report shows the total donations for a group of donations or a specific donation on a 
pay period basis. This report can be generated at any time and can include past pay periods. You can view the 
summary, detailed report or export the CSV file. The Designation Totals Report is created from Tools > Donor 
Management > Designation Totals Report. 

4. From the Designation Totals Report screen, set the filter 
criteria for the report.  

5. Select the report type you want to view or print. 

a. Summary - Shows the total of the donations for each 
designation. 

b. Detailed - Shows the donation details for the 
selected designation.  

c. Delimited - Downloads the summary report delimited 
text file. 

d. Delimited Detail - Downloads the detailed report 
delimited text file. 

3. You can set the criteria to filter the donations and 
designations to show on the report. 

a. Donation ID - You can show just one specific 
donation if you want. All you need to set as a filter is 

Choose report type
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the Donation ID. 

b. Donor ID - You can show donations from a donor if you 
want. All you need to set as a filter is the Donor ID. 

c. Donation Date From and Through - filters donations to 
show on a specific date e.g. the 1st day of the month until 
the last day of the month. 

d. Pay Period - You can choose donations processed for a 
specific pay period. 

e. Date Paid From and Through - filter donations to show on a 
specific date 

f. Only Paid Out - filter donations that were paid out. 

g. Payment Method Type - filters donations by payment 
method type e.g. all donations made by credit card 

h. Payment Method - filters donation by payment method e.g. 
all donations made with Visa 

i. Amount From and Amount To - filters by donations amount 
e.g. 20 - 200. 

j. Total Giving From and Through - filters by giving total 
amount e.g. 2000 - 5000. 

k. Batch Number From and Through - filters by batch number 

Choose pay period
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e.g. 1000 - 1020. 

l. Include Donations without a Batch - includes 
donations not included in a batch. These will include 
all donations made from the giving page. 

m. Designation Type - filters donations by designation 
type. If All is selected, donations from all designation 
types will be shown. 

n. Designation Groups - filters donations by 
designation group. If All is selected, donations from 
all designations groups will be shown. 

o. Exclude Designation Groups - If All designation 
groups are selected, you can exclude some of the 
designation groups. Drag the designation group to 
the right area to exclude them. 

p. Designations - filters donations by designation. If 
nothing is selected, all designations will be included 
in the report. 

Exclude designation groups

Choose designations
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q. Projects - filters donations by specific project.  

r. Include Project (Detail Only) - If the Report Type is 
set to Detailed, you may include the project 
designation. 

s. Include Notes (Detail Only) - If the Report Type is 
set to Detailed, you may include the project 
designation. 

t. Subtotal by Designation Type - you can divide the 
donation totals by designation type. 

u. State of Donor - you can filter the donations by 
state where donors are located.   

4. After a criteria is set, click CREATE REPORT.   
Create report
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e. If the Report Type is set to Summary, the report will show the total donations per designation. To change 
the criteria and run the report again, click  SEARCH AGAIN. You may print the report or download the 
PDF file. 

Designation Totals Summary Report (Summary)
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b. If the Report Type is set to Summary, and the SubTotal by Designation option is enabled, the designation 
totals would be grouped by designation type on the report. To change the criteria and run the report 
again, click  SEARCH AGAIN. You may print the report or download the PDF file.  

Designation Totals Summary Report (Summary) -  Sub Total by Designation Type
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c. If the Report Type is set to Details, the report will show each donation total per designation. To change 
the criteria and run the report again, click  SEARCH AGAIN. You may print the report or download the 
PDF file. 

 

Designation Totals Summary Report (Detailed)
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d. If Report Type is set to Details, and the donations without batch (online donations) is included from the 
filter, the report will show each donation total per designation. To change the criteria and run the report 
again, click  SEARCH AGAIN. You may print the report or download the PDF file.  

Designation Totals Summary Report (Detailed)
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e. If the Report Type is set to Delimited Detail, the detailed report text file will be downloaded. Open the 
downloaded file in a text editor or spreadsheet application. To change the criteria and run the report 
again, click SEARCH AGAIN. 

Designation Totals Summary Report (Delimited Detail)
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Source Totals Report 

The Source Totals Report shows the total donations that came in for each donation source allowing you to track 
donation peaks and the effectiveness of your marketing strategies. This report can be generated at any time and 
can include past pay periods. You can view the summary, detailed report or export the CSV file. The Source 
Totals Report is created from Tools > Donor Management > Source Totals Report.  

1. From the Source Totals Report screen, set the criteria for 
the report 

2. Select the report type you want to view or print. 

a. Summary - Shows the total of the donations for each 
source. 

b. Details - Shows the donation details for each source.  

c. Delimited - Downloads the summary report delimited  
text file. 

d. Delimited Detail - Downloads the detailed report 
delimited text file. 

3. You can set the criteria to filter the donations and 
designations to show on the report. 

a. Donation ID - You can show just one specific donation if 
you want. All you need to set as a filter is the Donation 
ID. 

Choose report type
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b. Donor ID - You can show donations from a donor if you 
want. All you need to set as a filter is the Donor ID. 

c. Donation Date From and Through - filters donations to 
show on a specific date e.g. the 1st day of the month until 
the last day of the month. 

d. Pay Period - You can choose donations processed for a 
specific pay period. 

e. Date Paid From and Through - filter donations to show on a 
specific date. 

f. Only Paid Out - filter donations that were paid out. 

g. Payment Method Type - filters donations by payment 
method type e.g. all donations made by credit card 

h. Payment Method - filters donation by payment method e.g. 
all donations made with Visa 

i. Amount From and Amount To - filters by donations amount 
e.g. 20 - 200. 

j. Total Giving From and Through - filters by giving total 
amount e.g. 2000 - 5000. 

k. Batch Number From and Through - filters by batch number 
e.g. 1000 - 1020. 

Choose pay period
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l. Include Donations without a Batch - includes 
donations not included in a batch. These will include 
all donations made from the giving page. 

m. Donation Source Group - filters donations by 
donation source group. If All is selected, all donations 
from all source groups will be included in the report. 

n. Designations - filters donations by designation. If 
nothing is selected, all designations will be included in 
the report. 

o. Projects - filters donations by specific project.  

p. Include Project (Detail Only) - If the Report Type is set 
to Details, you may include the project designation. 

q. Include Notes (Detail Only) - if the Report Type is set 
to Details, you may include the donation notes left by 
the donor. 

r. State of Donor - you can filter the donations by state 
where donors are located.   

4. After a criteria is set, click CREATE REPORT.   

Choose the donation source

Choose designations

Create report
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a. If the Report Type is set to Summary, the report will show the total donations per source. If you want the 
change the criteria and run the report again, click SEARCH AGAIN. You can print the report or download 
the PDF. 

Source Totals Report (Summary)
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b. If the Report Type is set to Details, the report will show the details of the donation from each source. If you 
want to change the criteria and run the report again, click SEARCH AGAIN. You can print the report or 
download the PDF. 

Source Totals Report (Details)
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c. If the Report Type is set to Delimited, the report will be downloaded as a text file. Open the downloaded 
file in a spreadsheet application. To change the criteria and run the report again, click SEARCH AGAIN.  

Source Totals Report (Delimited)
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d. If the Report Type is set to Detail Delimited, the report will be downloaded as a text file. Open the 
downloaded file in a text editor or spreadsheet application. To change the criteria and run the report again, 
click SEARCH AGAIN. 

Source Totals Report (Delimited Detail)
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Donations Report 

The Donations Report shows all donations arranged by donation date. This report can be generated at any time 
and can include past pay periods. You can view the summary or detailed report or export the CSV file. The 
Donations Report is created from Tools > Donor Management > Donations Report.  

1. From the Donations Report screen, set the criteria for the report. 

2. Select the report type you want to view or print. 

a. Bank Batch - Shows donations processed with USAePay.  

b. Date Summary - Shows a total of donations per donation 
date. 

c. Date Details - Shows each donation made on each donation 
date. 

3. You can set the criteria to filter the donations and designations 
to show on the report. 

a. Donor ID - You can show donations from a donor if you want. 
All you need to set as a filter is the Donor ID. 

b. Donation Date From and Through - filters donations to show 
on a specific date e.g. the 1st day of the month until the last 
day of the month. 

c. Pay Period - You can choose donations processed for a 
specific pay period. 

Choose the donation date

Choose the report type
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d. Date Paid From and Through - filter donations to show 
on a specific date 

e. Only Paid  Out - filter donations that were paid out. 

f. Payment Method Type - filters donations by payment 
method type e.g. all donations made by credit card 

g. Payment Method - filters donation by payment method 
e.g. all donations made with Visa 

h. Amount From and Amount To - filters by donations 
amount e.g. 20 - 200. 

i. Total Giving From and Through - filters by giving total 
amount e.g. 2000 - 5000. 

j. Batch Number From and Through - filters by batch 
number e.g. 1000 - 1020. 

k. Include Donations without a Batch - includes donations 
not included in a batch. These will include all donations 
made from the giving page. 

l. Bank Batch Number - Batch number assigned by 
USAePay for the transaction. 

m. Designation Type - filters donations by designation 
type. If All is selected, donations from all designation 
types will be shown. 

Batch number
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n. Designation Group - filters donations by designation 
group. If All is selected, donation from all designation 
groups. 

o. Exclude Designation Groups -  If All designation 
groups are selected,  you can exclude some of the 
designation groups. Drag the designation group to the 
right area to exclude them. 

p. Designations - filters donations by designation. If 
nothing is selected, all designations will be included in 
the report. 

4.  After all criteria is set, click CREATE REPORT.  

  Exclude designation groups

Choose designations
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a. If the Report Type is set to Summary Date, the report will show the total donations per donation date. If 
you want the change the criteria and run the report again, click SEARCH AGAIN. You can print the report 
or download the PDF file. 

 

Donation Totals Report (Date Summary)
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b. If the Report Type is set to Date Details, the report will show the details of each donation from each 
donation date. If you want to change the criteria and run the report again, click SEARCH AGAIN. You can 
print the report or download the PDF file. 

 

Donation Totals Report (Date Details)
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Expenses Report 

If you use the expense system, you can use the Expenses Report that shows the reimbursable expenses from 
allotted expenses or excesses returned from donations from a specific designation. This report can be 
generated at any time and can include past pay periods and gifts from anonymous donors. You can view the 
summary detailed report or export the text file. The Expenses Report is created from Tools > Donor 
Management > Expenses Report. 

1. From the Expenses Report screen, set the criteria for 
the report. 

2. Select the report type you want to view or print. 

a. Summary - Shows the total of the reimbursable 
expense for the designation. 

b. Detailed - Shows the detailed donation report and 
their donation totals.  

c. Delimited - Downloads the report delimited text file. 

3. You can set the criteria to filter the donations to show on 
the report. 

a. On Date - If the report type is set to Summary, you 
can set the specific date. 

b. Log Date From and Through - If the report type is set to Detailed, you can filter the expenses by log date 
e.g. 1st day of the month until the last day of the month. 

Choose report type

Create the report
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c. Designation - filters expenses by designation. If no designation is selected, expenses from all 
designations would be shown. The designation must have expenses logged for it and the expenses must 
not be expired for it to show on the report otherwise, the report would be blank. If the Report Type is set 
to DETAIL, setting a designation is required. 

4. After the criteria is set, click CREATE REPORT. 

a. If the Report Type is set to Summary, the report will show the total expenses for the designation. To 
change the criteria and run the report again, click SEARCH AGAIN. You can print or download the PDF 
file. 

Reimbursable Expenses Report (Summary)
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b. If the Report Type is set to Detailed, the report will show the total expenses and the use logs of each 
expense. To change the criteria and run the report again, click SEARCH AGAIN. You can print the report 
or download the PDF file.  

 

 

Reimbursable Expenses Report (Detailed)
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c. If the Report Type is set to Delimited, the report will export the report in a text file. Open the downloaded 
file in a text editor or spreadsheet application. To change the criteria and run the report again, click 
SEARCH AGAIN.  

Reimbursable Expenses Report (Delimited)



�
coreware �

Reports > Expenses Report 

Payroll Report 

The Payroll Report shows the donation totals, administration fees and fund account contributions if any. This 
report is usually printed or emailed to admins as a last step in the payroll process. The Payroll Report can be 
reviewed or re-printed from the Tools > Donor Management > Payroll Report.  

1. From the Payroll Report screen, you will see the payroll report for each pay out.  

2. Choose the payroll report to print or email.  
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Reports > Expenses Report 

3. The Payroll Report will list each designation 
included in the payroll calculation, donation 
count and total per designation, donation fees 
and fund account contributions if any. 

 

Payroll Report
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Pay Period Log 

The Pay Period Log shows the pay period logs that contains details of things like when the payroll was 
processed, the criteria for calculating for the payroll amount, the number of donations, and where the payroll 
report was sent. The Pay Period Log is created from Tools > Donor Management > Pay Period Log. 

1. From the Pay Period Log screen, you will see the logs for each payout. 

2. Choose the pay period log you want to review.  

Choose the pay period log
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3. The Date Created shows when the pay period was created.  

4. The Date Paid shows when the payroll was paid out. 

5. The Donation Count shows the total number of donations. 

6. The Total Donations shows the total amount of donations. 

7. The Log Entry shows when the payroll processing was 
started, the batches that were processed, total number of 
gifts, the total amount of donations, the date paid out on 
the donations, if the payroll file was downloaded and where 
the payroll emails were sent.   Pay period details 

Pay period log
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Additional Functionality 

Fund Account Entry Type 

Fund account entry types allows you to define other sources of funding other than donations such as sales and 
services and purchases and expenses of fund accounts. Fund account entry types are managed from Tools > 
Donor Management > Fund Account Entry Type. 

Create a new fund account entry type 

1. From the Fund Account Entry Type 
Maintenance list, click ADD.  

2. Enter the fund account entry type code 
and description. Fund account entry 
types can be other sources of funds such 
as sales and services and the purchases 
and expenses of fund accounts. 

3. Add a sort order number if preferred. 

4. Click SAVE. 

Enter the fund account entry type
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5. To easily make changes, you can click on the lightning icon !  to get a simple editable dialog box for that 
record.  

Fund Account Entry Type Maintenance list

Click to edit the record on a dialog box
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Fund Accounts 

Fund accounts, in this sense, is similar to having a savings account for your non-profit staff. You can have the 
payroll process automatically deduct set amounts from the staff paycheck to be put into the fund accounts. An 
example use would be having an emergency travel fund for overseas staff so that they would have money set 
aside for such events. Fund accounts are created from Tools > Donor Management > Fund Account. 

Create a new fund account 
1. From the Fund Account Maintenance list, click 

ADD. 

2. Enter the fund account and description. 

3. Add a sort order number if preferred.  

Fund account details
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4. Set up the default amount that would be deducted every payroll from each designation group. This can be  
fixed amount plus percentage. You can set a different amount for each designation from Tools > Donor 
Management > Designation Funds.  

5. You can set a minimum payroll amount to deduct. Payroll amounts that is less than specified will not be 
deducted from. You can set a maximum fund account deduction per month. 

 

6. Click SAVE. You will be brought back to the 
Fund Accounts Maintenance list.  

Fixed amount

Percentage

Fund Account Maintenance List
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Designation Fund Account 

To deduct set amounts from the staff payroll into the fund accounts, you need to have fund account defaults for 
the designation group. Then, determine the amount to put into the fund account for each staff. You can set the 
amount to put into staff designations from Tools > Donor Management > Designation Funds. 

Set up the designation fund account 
1. Set up the fund account defaults for the 

designation group from Tools > Donor 
Management > Fund Accounts.  

2. Go to Tools > Donor Management > 
Designation Funds.  

3. From the Designation Fund Maintenance list, 
choose the staff designation.  

Fund account maintenance
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4. You can use the default values for each fund account or adjust them as needed. This will be the amount that 
will be deducted from the staff paycheck for the funds. It can be a fixed amount plus a percent. Save changes 
that you made. 

Fund account for remaining amount
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5. Choose a fund account where all remaining fund account to be used for the remaining amount after all other 
funds are deducted. Enter the remaining amount to be put into the fund account. If no fund account and 
amount is entered, no fund account will be deducted.  

Use defaults

Adjust amount or percentage
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6. Note that payroll may be calculated as much as a week before payroll date. Changes made before the payroll 
date may not take effect until the next payroll. Deductions for these funds would show on the Payroll Report.  

Payroll Report
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Fund Account Details 

Funds taken out of the donations as payroll deductions will have generated entries in the system. To record 
other income into the fund accounts from other sources such as sales, grants and payment for services, you can 
use the Fund Account Details program. Entries to fund accounts are managed from Tools > Donor 
Management > Fund Account Details. 

Manage fund account entries for payroll deductions 

1. Fund account entries from payroll deductions are automatically generated whenever the Payroll Processing 
program is run. From the Fund Account Details Maintenance screen, choose the fund account detail to 
open. 

Choose the fund account entry
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Additional Functionality > Fund Accounts > Fund Account Details

2. To easily make changes, you can click on the lightning icon !  to get a simple editable dialog box for that 
record.  

Fund Account Entry Type Maintenance list

Click to edit the record on a dialog box
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Fund Account Entry Type 

Fund accounts entry types allows you to define other sources of funding other than donations such as sales and 
services and purchases and expenses of fund accounts. Fund account entry types are managed from Tools > 
Donor Management > Fund Account Entry Type. 

Create a new fund account entry type 

1. From the Fund Account Entry Type 
Maintenance list, click ADD.  

2. Enter the fund account entry type code 
and description. Fund account entry 
types can be other sources of funds such 
as sales and services and the purchases 
and expenses of fund accounts. 

3. Add a sort order number if preferred. 

4. Click SAVE. 

Enter the fund account entry type
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Additional Functionality > Fund Accounts > Fund Account Entry

5. To easily make changes, you can click on the lightning icon !  to get a simple editable dialog box for that 
record.  

Fund Account Entry Type Maintenance list

Click to edit the record on a dialog box
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Designation Fund Account Overrides 

Fund account overrides is basically an adjustment made to the fund account contribution. This adjustment can 
be done to increase or decrease the amount to contribute when the payroll is processed for the designation. 
Fund account overrides are used once and them removed afterwards. Fund accounts overrides are managed 
from Tools > Donor Management > Designation Fund Account Override.  

Create new fund account override 
1. From the Designation Fund Account Override 

Maintenance list, click ADD. 

2. Choose the designation. Type in the name of the 
designation in the Designation field. 

3. Select the fund account from the Fund Account 
field. 

4. Enter the amount to override the current fund 
account setup. The amount can be less, it can be 
more or it can be set to 0. 

5. Enter the percentage to override the current fund 
account setup. The amount can be less, it can be 
more or it can be set to 0. 

6. Click SAVE. The entry would be used once on 
the next payroll period and then deleted. 

Designation Fund Account Override
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Designation Fund Report 

The Designation Fund Report shows the designation fund amounts set from the Designation Funds. 
Designations that use fund defaults will not be listed in the report. The Designation Fund Report is created from 
Tools > Donor Management > Designation Fund Report. 

1. From the Designation Fund Report screen, 
you will see the fund amounts set for each 
designation. You may print the report or 
download the report PDF file. 

Designation Fund Report



�
coreware �

Additional Functionality > Fund Accounts > Fund Account Report

Fund Account Report 

The Fund Account Report shows the total of funds set aside from the payroll. It totals up the funds by fund 
account or designation. You can view the summary and detailed report. The Fund Account Report is  created 
from Tools > Donor Management > Fund Account Report. 

1. From the Fund Account Report screen, set the 
criteria for the report. 

2. Select the report type you want to view or print. 

a. Summary - shows the fund account totals. 

b. Detail - shows the fund account totals and entry 
details. 

3. Select how you want the fund account  to be totaled 
by. It can be by Fund Account or Designation. 

4. You can set a criteria to filter donations that  would 
go into the report. 

a. Entry Date From and Through - filters fund 
account entries for a specific period, e.g. the 1st 
day until the last day of the month. 

b. Fund Account - filters donations by fund 
accounts. If All is selected, all fund accounts 
entries from all fund accounts will be shown. 

Total by fund account or designation
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c. Date Paid Form and Through -  filters fund account entries 
that have ben paid out for a specific period. 

d. Designation Groups - filters donations by designation 
group. If All is selected, donations from all designation 
groups will be shown.  

e. Exclude Designation Groups - exclude designation groups.  
If nothing is selected, all designations groups will be 
included. 

f. Designations - filters donations by designations. If nothing  
is selected, then all designations will be included.  

g. Exclude Fund Accounts - exclude fund accounts. If nothing 
is selected, then all fund accounts will be included. 

3. After a criteria is set, click CREATE REPORT.  

Exclude designation groups

Choose designations

Create report
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a. If the Report Type is set to Summary, the report will show the fund account totals by designation or fund 
account. If you want to change the criteria and run the report again, click SEARCH AGAIN. You can print 
the report or download the PDF file.  

Fund Account Totals (Summary)
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b. If the Report Type is set to Details, the report will show the fund account totals by designation or fund 
account along with the fund account entry details. If you want to change the criteria and run the report 
again, click SEARCH AGAIN. You can print the report or download the PDF file. 

Fund Account Totals (Details)
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Security 

Security is the topmost priority for Coreware. The system meets and exceeds the highest industry standards. Years 
of research were spent for security measures for both the software and the servers it runs on. 

Safeguards implemented 

• Administrators have to authenticate any computer that they log in to by answering security questions. 
• Passwords must be changed every 90 days. None of the last 5 passwords can be used. 
• Logout will happen automatically after 15 minutes of inactivity. 
• Minimum password length is 8 and password must contain number, lowercase letter and uppercase letter. 
• Any IP address that tries to submit 5 invalid passwords in a row will be blocked from the system. 
• Certain countries, known for hacking, are completely blocked, including Afghanistan, North Korea, Pakistan, 

and Vietnam. 
• Administrator accounts are locked after 5 failed log-in attempts. 
• Administrator accounts are made inactive if not used for 90 days. 
• Clients can set a minimum donation amount. Default minimum is $5. Hackers often attempt small donations. 
• Two-factor authentication can be turned on by clients to add an extra layer of security. 
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FAQ 

Q: Why does the donor keep getting failed credit card authentication? 
A: The donor’s credit card may be expired or entered incorrectly. 

Q: How do I set up a merchant services account so I can accept credit card donations? 
A: Sign up for a merchant services account from authorize.NET, PayPal, Transnational and USAePay. We 
recommend signing up for a USAePay merchant account. Once you have a merchant account, enter the 
merchant account in Manage > Preferences > Merchant Accounts.  

Q: Can you host our whole website and not just the donation pages? 
A: Yes. We can set up your website to run on the CoreWare system so you could make use of all the donor 
management system features and add more capabilities that you may need. 

Q: I have a need that the system doesn’t handle? Can changes be made? 
A: Yes. Customizations that add to the functionality can be made. Contact the CoreWare management and 
provide all the requirements to meet your needs. 

Q: A donation was entered wrong. How do I fix it? 
A: Failed donations made online would not have a record in the system. If the donation was entered manually in 
batch, you can make changes to the donation as long as the donation is not posted. If the batch has been 
posted, you can back out a donation to create a negative entry. 


