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12. Choose Cash from the Payment Method drop down menu.

13. Place a check mark in the “I agree to allow the balance of $1,950.00 to be
charged/debited to the selected payment method by the due date(s) shown on
the down payment options page”.

NOTE: The balance will not be automatically deducted from a provided
credit card. This would have to be initiated from the Fellowship One
Portal.

14. Click on Submit Form(s).
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CREATE THE DONATION WEBFORM

1. Click the WeblLink tab and then choose Add New at the top-right of the Form
List.

2. Type a name for the form that includes one of the participant's names — Mexico
Mission Trip Donation.

3. Click Save Settings. The Form Summary appears.

Click Associate a Fund/Sub Fund in the Pricing panel.

Add/Edit Fund/Sub Fund

Forms that reguire payment must be linked with a fund and/or sub fund that has an aszociated account r

N [Return to Form Summary]

— Financial Settings

Funds, sulr funds, and account references are created by users with Contributions access
rights in Fellowship One. Funds are linked to account references and merchant accounts,
which together provide the mechanism needed to accept online payments. If you do not see a
fund in the drop-down list below, it does not have an account reference azsociated with it.

If no fund iz selected, you cannot collect payments for this form. What would you like to do?

(") Mothing, there is no need to collect money for this form.

@ Use the following fund/sub fund: | Kigsion Trips (Contribution) | -

Mexico 2009

[ Sawve Settings ] [ Cancel

5. Select the Use the following fund/sub fund radio button.

6. Select the Mission Trips from the list of Funds.

7. Select Mexico 2009 from the list of Sub Funds.

8. Click Save Settings.

9. Click Add/Edit Questions and Answers in the Questions and Answers panel.
10. Click Add New Header.

11. Type a header name such as "Questions" and click Add Header.

12. Click Done.

13. Next, click Add New Question beneath the Donation header.
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14.

15.
16.
17.

18.

19.
20.
21.
22.
23.
24.

25.
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Add/Edit Questions 5)

Create questions to gather information from web users. Answers can be free text fields or a drop-down list
with choices.

(55 [Return to Questions Summary]

— Question — Question Instruction

Header: Questions Type instructions to include with this question. This step is optional, but can be
helpful if you want to provide examples or further information.

Question: * Choose the Team Member that you're Sup" Answer Reguired

Optional Instruction

What type of answer are you expecting from the registrant? 1_i = | ===
S = = E
(Z) Text; allow the registrant to type an answer to this question EEE N S S N B IR -
ial -2 -|B I Uiz iz &
ine Text area Instructions: The individuals listed are the individuals going on

the Mexico Missions Trip. Please choose the Individual that
you'd like to donate on behalf of. If you don't have a team
member preference enter "Team Support” to indicate general

@) Drop Duwnl registrant selects one pre-defined answer choice team support.

raki

th | no validation

V] actve [Done ] [ Add Guestion_|
Type the question of "Choose the Team Member that you're Supporting:" in the
Question field.
Select Answer Required.
Select the Drop-Down radio button.
Type the question of "Instructions: The individuals listed are the individuals going on

the Mexico Missions Trip. Please choose the Individual that you'd like to donate on
behalf of. If you don't have a team member preference enter "Team Support" to indicate

general team support. " in the Question Instructions field.

Click Add Question.
Add/Edit Questions 2]

Create questions to gather information from web users. Answers can be free text fields or a drop-down list
with ES.

t-\ [Return to Questions Summary]

— Question — Question Instructions

Header: Questions Type instructions to include with this gquestion. This step is optional, but can be

- helpful if vou want to provide examples or further information.
Question: * Amount of Support: Answer Reguired|

Optional Instruction:

What type of answer are you expecting from the registrant? iﬁ = E . | == = =
=T = = = = E
9] Text; allow the registrant to type an answer to this guestion EIE Eﬁ Eﬁ EE! E& | ) . (M. ‘ @ @ -
izl -2 -|B 1 U= = EE|A- &
Multi-ine Text area Instructions: Please choose an amount of support. Please

note that if the amount that you give exceeds the amount
needed by the individual, the excess will be provided to other
gth may not exceed 4000 c £rs team members that are in need.

registrant selects one pre-defined answer choice

# <

7] active [Done ] [ Add Question ]
Type the question of "Amount of Support"” in the Question field.
Select Answer Required.
Select the Drop-Down radio button.
Click Add Question.
Click Done to return to the Questions and Answers Summary.
Click Add New Answer Choice under the question of "Choose the Team Member
that you're Supporting:".
Type Jessica Crawford in the Answer Choice field.
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26. Click Add Answer.
27. Repeat steps 25-26 until the following desired donation amounts have been
added.

a. — General Team Support —
This option would be for anyone wanted to give in support of
the mission trip, but not for anyone specifically.

b. Susan Cummings
c. Steve Daniels

d. Mark Lindsley

e. John Norbuck

f.  Dave Smith

g. John Smith

Your Answer Choices should look like screen below.

Answer Choices

Active: Active - Search

[Edit] [Delete] ¥ Jessica Craw ford 30.00

[Edit] [Delete] & * Sugan Cummings 50.00
[Edil] [Delete] & Steve Daniels 30.00
[Edit] [Delete]| & » Mark Lindsley 30.00
[Edit] [Delete] & * John Norbuck 50.00
[Edil] [Delete] » Dave Smith 30.00

28. Click Done.

29. Click Add New Answer Choice under the question of "Choose the Team Member
that you're Supporting:".

30. Type $20 in the Answer Choice field.

31. Type the corresponding amount in the Price field of 20.00.

32. Click Add Answer.

33. Repeat steps 30-32 until the following desired donation amounts have been

added.
a. $20
b. $50
c. $100
d. $250
e. S500
f. $1,000

Your Answer Choices should look like screen below.
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-.*20

[Edit] [Delete]  * §20.00

[Eclit] [Delete] 4 $50 §50.00

[Edit] [Delete] & » F100 F100.00

[Edit] [Delete] & » F250 F250.00

[Edit] [Delete] & ¥ F500 §500.00

[Ediit] [Delete] 4 §1.000 §1,000.00
34. Click Done.

35. Click on Return to Form Summary located in the upper left portion of the

screen.
36. Configure a Confirmation Message in the Web User panel by clicking Modify

Confirmation Message.
Create Confirmation Message

Create a message to be sent upon successful completion of the form.

N [Return to Form Summary]

— WebLink Confirmation

Email From Address: * missipntrips@mychurch.com

cc

BCC:

Message: *

@ js===ls o BRBA9 0O
Font Name ~Size - B L U |i= i iEEE|A - &~

Thanks for supporting us through your prayers and your generous gift. We greatly appreciate it as it will
enable us to be used by God. We're looking forward to our time in Mexico and cannot wait to tell you all
about it.

Blessings,

Mexico Mission Trip Team

[ Save Settings ] [

Cancel

37. Enter a letter from John Smith in the text section.
38. Click on the Save Settings button.

i
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PLACE THE LINK ON THE WEBSITE

Copy the form link that appears in the Web User panel. Make sure you paste it into
Notepad or Microsoft Word and remove the line break before you use this form link.
This link can be provided to participants so that their Friends and Family can donate for
the mission trip.

Web User

WebLink:
To provide access to the form, create a hyperlink on your web =site using the

follo :
https./fintegration. fellow shipone.comfintegration/FormBuilder/FormBuilder.aspx?
pde=R+vBiTkw 1x0f203hCGOvF Q==&cCode=alygSrASigtilwXaT+30==

Confirmation Message:
From: miindzsleyi@ fellowshiptech.com

Thanks for supporting us through your prayers and your generous
gift. We greatly appreciate it as it will enable us to be used by

God. We're looking forward to our time in Mexico and cannot wait to
tell yvou all about it

Blessings,

Mexico Mission Trip Team

[Medify Confirmation Message]

ADD PARTICIPANT TO WEBFORM

As each new person registers for the Mission Trip, add them to the WebForm by adding
their name to the list of Trip Members. (“Choose the Team Member that you're
Supporting” question) This will allow donors to choose the new team member when
wanting to donate on their behalf. This is a manual step as there is no method of
automatically creating this entry based on a new registration.

You can configure the Registration WebForm to send an email to the address of your
choosing which will notify the appropriate the person when new people register for the
trip. That way you’ll be notified when someone new needs to be added to the Donation
WebForm.

Detailed steps:

1. From the Form Summary page, choose Add/Edit Questions and Answers.
2. Click Add New Answer Choice under the question of "Choose the Team Member
that you're Supporting:".
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3. Type the name of the new person in the Answer Choice field.
4. Click Add Answer.

Distribute WebForm URL

Participants should email the Donation WebForm URL to their friends and family. They
should also be encouraged to post the URL on their social networking sites such as
Personal Blogs, MySpace, Facebook, LinkedIn, etc. Although the URL should be
embedded on the church website, it can be used by itself in any of the locations
suggested.

TIP: Copy the URL and use www.tinyurl.com to create a shortened
URL that can be easily shared. An additional benefit of this

shortened URL is that the formatting isn’t lost.

MAKE PAYMENTS & DONATE

By clicking the URL link online, friends, family and even the participant themselves can
easily give one of the preselected amounts and pay electronically on behalf of a selected
trip participant. They will receive a confirmation email once they’ve completed the
form. A donor can submit this WebForm several times; once each time they want to give
something toward the trip.

1. Click on the WeblLink tab.
2. Choose View Submissions under the Form Builder section.
Add Submission

Find and zelect a person to complete and submit a form.

™ [Return to View Submiszicns]
— Person/Form Selection

Click Find Person to search for and select an individual. Select the form to
work with and click the Add Submission button below.

[Find Person] Jane Smith
1 avenue
dallas, TX 76210
214-555-1212

Farm: @miun Trip Donation 4_3)

Click on the Add New icon in the upper right corner of the screen.

Click on Find Person.

Search for Jane Smith.

Select the Mexico Mission Trip Donation form.

On the Select an Individual screen, click next to Jane Smith’s name.

Nousw
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8. Answer the Questions listed.
a. Choose the Team Member that you’re supporting: John Smith
b. Amount of Support: $100

9. Click Continue.

Selectan Selecta
Individual ~ Form

. . . @ L]

Questions Checkout  Final

Finished?

If you would like to fill out an additional form hefore

submitting, click the button to the right. If you are finished,
fill out the appropriate information below and submit the

form(s).
Payment
Jane Smith
Mexico Mission Trip Donation
5100 $100.00
Totak $100.00
AmountDueToday:|  $100.00
Balance: %0.00
Confirmation

[C] send a confirmation email to: |
Carbon Copy email: |

Payment Information

Please provide all of the required information below to complete this registration.

Once you are finished, click "Submit Form(s)” and a total of 5100.00 will be charged to the payment
method provided.

Credit Card Info Billing Info
C@hﬂthodi * Cash _D Country: * United States -
Address 12 * |1 avenue
Address 2: |
City: * [dallas
State: * Texas -

Postal Code: * [76210

Note: |

You have chosen to pay in full for all forms. [change down payment options]

Clicking "Submit Form(s)" will post a $100.00 charge/debit to the payment method provided. M

10. Choose Cash from the Payment Method drop down menu.
11. Click on Submit Form(s).
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MAKE ADJUSTMENTS

Once a week, the amounts donated Activity Registration By Form with Payment and Form Questions

need to be manually transferred and Answers

Form Status: *

over to the original Registration

Active Forms Only -

Forms: *

WebForm submission. That contains

.. . | Mexico Mission Trip Danation
the official outstanding balance for WTexieo-ission i Ragie
Mission Test =
Missions

the participant since each person NAE1D i

going on the trip will have a single Get Form Questions |

Form Questions: *

submission to that WebForm. A

mxico Mission Trip Donation) Amount of Support:

(Mexico Mission Trip Donation) Choose the Team Member that you're Supportinag:

history of all payments can be

viewed and emails can be generated

showing this information from Form Submited Named Date Range: *

Previous week ) -
there. Balance Due As Of Date:

00 m
Run report M6023E — Activity MDD e

O Additional Filters

Registration By Form with Payment

Choose an Output Type: *

and Form Questions and Answers. Ercel

Make sure to choose the following
Cancel Or | [ Save to My Reports

items:

1. The Donation WebForm used for this Mission Trip

All Form Questions

3. Choose the Name Date Range for Previous Week
NOTE: For training purposes, choose Today since we just entered the web form
today from the exercise.

N

The report in Sheet 2 of the Excel results will need to be sorted by the team member
name value so that it lists all of the donations for a single participant together. Using
these results, create an Adjustment for each person that received a donation in their
original Registration WebForm submission. Since the monies given are already credited
to the fund associated with the Donation WebForm, the adjustment process does not
make duplicate entries or changes to any fund. It merely changes the outstanding
balance on the submission. Only the Add Payment and Refund options actually alter
giving entries in any fund.

Click on the WeblLink tab.

Choose View Submissions under the Form Builder section.
Click on View Summary next to John Smith.

Click on Make Adjustment.

HwnN e
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Add Payments / Refunds

Process payments or refunds for the form.

™, [Return to Individual Form Summary]
Adjustment

Amount: * g 100.00

Memo: Jane Smith

[ Save Adjustment ” Dane ]

5. Enter the amount found in the M6023E report for John Smith. $100
6. Enter the name of the person giving the support —Jane Smith.

RECONCILE PAYMENTS

The Finance team will see monies appear in the church bank account each time a
donation and/or payment is made. Weekly, they will need to reconcile those amounts

to the giving entries that will also appear in the fund associated with the Donation
WebForm and the Registration WebForm.

Fellowship One will contain the date, amount, fund and method of giving such as cash,
check, VISA, MasterCard, AMEX, etc. This information can be found by using report
G1058E. By comparing this information to the records on the bank account, the Finance
team should be able to match up the gifts to the deposits.

EMAIL OUTSTANDING BALANCE

If you're processing a few participants, you can simply click on Email Receipt after
entering all donations for that person. It will generate a quick summary of all payments
and outstanding balance destined for the participant’s email address. This will keep the

participant on track with how much has given toward that person’s outstanding balance
and who the donors have been.

Questions and Answers P
Form: Mexico Mission Trip Registration
Individual: John Smith [LEELTE)
schedulerTime:
Confirmation Code: ES84555C x
B e ——
Please choose which Childrens Ministry John Smith
team that you'd like to
be a part of:: Mexico Mission Trip Registration £2,000.00
Have you been on a Mo, first time )
Mission Trip before?: Adjustment (General) ($100.00)
Doyou have acurrent Mo Total 51,900.00
passport?: Paid: §50.00
Emergency Contact Mom & Dad 555-555-5555 Balance: $1,850.00
Information: [Email Receipt] JAdd Payment] [Refund] [Make Adjustment]
[Edit Answers]
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If you're processing several individuals, you might want to run report M6024E — Activity
Registration By Form with Payment Information and Notes report. In the report
parameters, make sure to choose the Registration WebForm. This report will display
the outstanding balance for each participant. Using Microsoft Word Mail Merge, email
each participant their weekly balance.

As new donations are received, the admin team will need to perform this step once a
week until the trip occurs to ensure participant knows the current status of their goal.

COMPLETE REQUIREMENTS

Each participant will need to complete all mission trip requirements, such as providing a
record of immunizations, copy of their passport, and any other item that’s required to
participate in the mission trip. If training classes are completed, the Missions Admin
Team will need to note this to their record.

ASSIGNING COMPLETE ACTIVITY REQUIREMENTS TO PARTICIPANTS
1. Under the Ministry tab, select Activity / Room Setup and Activities.

2. Click on the Requirements link next to the Mexico Mission Trip activity.
Activity Requirements

Search for and select a participant by king the Select button; che h requirement that has
been met and upload any appropriate documents. View and edit pre =ave documents.

™, [Return to Activities]

— Participant Assignments E Commitment Form i

Activity:  Mexico Mission Trip Comment: -
[schedule:  Spring 2009 | - b
‘ ) | Date Fulfiled: * 3/28/2008 ZI |
Participants: * Document: Browse...
Avery, Douglas (45)
Avery, Lynette (44) _ D Immunizations
Brill, Jill (23} Comment: ‘ o
Date Fulfilled: * \:’3
Document: | | Browse...
Passport I|
Comment: -
s D
e ——— Date Fulfiled: * 3282008 |
John Smith Document: C:\Miz=ionTript2009\Passport.jpg Browse...

123 Main Street Hardin, TX 68091

[ AddActivity Requirements | Done

Select Spring 2009 from the Schedule drop down.
Click the Search button.

Click on a person in the Participants list.

Click on the Select button.

I
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7. Select the Commitment Form option.
Enter today’s date in the Date Fulfilled field.

9. Select the Passport option.

10. Enter today’s date in the Date Fulfilled field.

11. Attached a scanned copy of the Passport. Do so by browsing to the location of
the file. (Optional)

12. Click on the Add Activity Requirements button.

13. Repeat steps 5-12 for each participant.

14. Click the Done button.

CHECK FOR MISSING REQUIREMENTS

Run the M1430 — Participant Assignments and Activity Requirements report to see who
has missing requirements. Then follow up with those individuals to get them in
compliance for what’s needed to go on the Mission Trip.

Mexico Mission Trip

Name Contact Information Activity Requirements
ames, William 1000 Main Strest ‘ Mexico Mission Trip |
Frisco, TX 75035
555 555 soos Requirement Status Notes
Househeld: Commitment Form Approved - 01/11/2008  Complete
Individual: Immunizations
Passport Approved - 01/11/2008  Verified William's passport is current.
Johnson, Jeff Mexico Mission Trip
Requirement Status Notes
Ha'fSEhold: Commitment Form Approved - 03/06/2008
Individual: Immunizations
Passport Approved - 03/05/2008
Jones, Tommy Mexico Mission Trip
Requirement Status Notes
HQL_'SF‘hOId: Commitment Form
Individual: Immunizations
Passport
Smith, Jane 1000 Main Strest Mexico Mission Trip
Anywhere, TX 75555 -
972-555-5555 Requirement Status Notes
Househeld: Commitment Form Approved - 03/06/2008
Individual: Immunizations
Passport
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POST ATTENDANCE

Use the Post Attendance feature to post attendance for participants that actually went
on the Mission Trip for the current Activity Schedule of that trip. Optionally, you can
remove the Participant Assignment once completed as it is no longer needed. The
attendance will provide the permanent record of who attended the Mission Trip; not
the assignment.

Be sure that the people that served as Mission Trip leaders be given Staffing Attendance
to note their increased responsibilities.

PROVIDE DONOR LIST

Run report M6023E — Activity Registration By Form with Payment and Form Questions
and Answers. Make sure to choose the following items:

1. The Donation WebForm used for the trip

2. All Form Questions

3. Choose the Name Date Range for Previous Week
The report results can be sorted by the value of the team member question which is the
person receiving the financial support. That person can be emailed the final list of
donors and the amounts given by whom in preparation for sending thank you letter.
Since the report is in Excel, you can choose to remove the column showing the amount
of support provided.

SEND THANK YOU LETTERS

The Mission Trip participant should send a Thank You letter to each person that donated
in support of the person going on the Mission Trip.
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