Navigating the DMS
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Donor Management System

Logging into any system for the first time can be a little overwhelming. But don't worry! We're here to help you
easily navigate your new DMS.
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[ Prefer to watch a guided walk-through of the DMS? Check out our Getting Started webinar!

Main Menu and Dashboard Tab

When you login, you'll land on the Dashboard tab, where you'll see the Main Menu / Navigation Bar. The Main
Menu is accessible from any page. Just click on one of the available tabs of the Main Menu to navigate to any
section of the DMS.

—> Learn More about your Dashboard & Dashlets

n Wellress

Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail

Main Menu



http://charityhelp.knowledgeowl.com/#main-menu-and-dashboard-tab
http://charityhelp.knowledgeowl.com/#contacts-tab
http://charityhelp.knowledgeowl.com/#contributions-tab
http://charityhelp.knowledgeowl.com/#campaigns-tab
http://charityhelp.knowledgeowl.com/#opportunities-tab
http://charityhelp.knowledgeowl.com/#reports-tab
http://charityhelp.knowledgeowl.com/#dms-mail-tab
http://charityhelp.knowledgeowl.com/#administrative-settings
http://charityhelp.knowledgeowl.com/#understanding-search-list-rows-actions
http://charityhelp.knowledgeowl.com/#understanding-merge-fields
https://www.youtube.com/watch?v=l70mqERI7o0&t=0s&ab_channel=CanadaHelps
https://charityhelp.knowledgeowl.com/help/getting-started-webinar
http://charityhelp.knowledgeowl.com/help/dashboard
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fccb385612a819e32594a4/n/full-new-menu-cropped.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fccbb9554c3210dd0add50/n/contacts-main-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fccc463a26452b2b7335ed/n/contrib-main-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fccd25d8bae477ef01d93e/n/campaigns-main-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fccd9123de2f33ac58a4a6/n/opps-main-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fcce30da83e847dc46adf6/n/reports-main-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fcd23f22d30820da03a066/n/dms-mail-main-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fccfd415ce3c1a9f06aeb7/n/admin-settings-main-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fcd5252c466c12e16ebf07/n/search-bar-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/60c7aab964fa391f357b23c7/n/row.jpg
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fcd58d5dbd45084a755942/n/actions-new.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/63fcd6b86bdebd4a3d4a7a1b/n/selecting-contacts-new.png
http://charityhelp.knowledgeowl.com/help/donor-management-system-navigating-the-contacts-tab

Contacts Tab

Clicking on Contacts in the Main Menu will take you to the main screen of the Contacts Tab where you'll see a list of
every contact record in your DMS, as well as some basic information about each Contact.

To access a contact record, just click on the name of a Contact. You can also add a Contact from this Tab by
selecting Add Contact in the top right-hand corner.

—> Learn More about Contacts

‘ ‘ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA -~
Search by contact name or email Q Advanced Search
Actions ~ (@ OSelected Records Only (0) All 174 Records All contacts + Advanced Actions v Add Contact v

O Name City Province Phone Email Date Created Last Modified

O & AAmadu Toronto ON amadua@canadahelps.org Jul13th, 2022 5:12 PM Feb 24th, 2023 2:57 PM

O Iy A. L. Kostenko Toronto ON angelakostenko88@gmail.com Jul 7th, 2022 11:53 AM Feb 23rd, 2023 1:21 PM

O B Accessibility Foundation Nov 24th, 2022 6:05 PM Feb 14th, 2023 11:17 AM

O & aine@ainemcglynn.com aine@ainemcglynn.com Jun 24th, 2022 10:09 AM Qct 26th, 2022 2:17 PM

O Iy Alex Fergie London ON 5145216699 jubino+woodcoaster@canadahelps.org Apr 20th, 2022 12:46 PM Feb 24th, 2023 11:27 AM

Contacts Tab

Contacts Tab Columns

o Name: Contact’s last, first names

e City

e Province

e Phone: Contact’s main phone number

e Date Created: the date the Contact was created

o [ast Modified: the date the Contact record was last modified

Contributions Tab

Clicking on Contributions in the Main Menu, will take you to the main screen of the Contributions Tab where you'll
see a list of every Contribution in the DMS, in order of most recent (by Contribution Date).

Each time a new Contribution is made (either through CanadaHelps or added by you manually in the DMS), it'll
appear at the top of this list. You can also add a Contribution from this Tab by selecting Add Contribution in the top
right-hand corner.

—> Learn More about Contributions


http://charityhelp.knowledgeowl.com/help/contacts
http://charityhelp.knowledgeowl.com/help/contributions

A Settings | Help
‘ ‘ venue Dashboard ~ Contacts | Contributions | Campaigns  Opportunities ~ Reports  DMS Mail
DMSCADMSCA ~

Search by contributor name or email Q Advanced Search

Actions ~ @ OSelectedRecordsOnly (O) All 1412 Records All Contributions - Advanced Actions ~ © Add Contribution

Received Name Amount  Fund Campaign Source Method Status Receipt No. Thanked
March 1st, 2023 & NoboruK $5000 2023 Monthly Giving  DMS Manual Cheque Completed v
09:41AM (Recurring) Webinar c

E] February 27th, 2023 & KarolinaMaya $1.23  Fitness DMS Payments CreditCard  Credit Card Completed
01:28 AM (Recurring) Contribution (Recurring) c

[J  February27th, 2023 & Benjamin Franklin $1.23  Fitness Bottle Drive DMS Payments CreditCard ~ Credit Card Completed
01:28 AM Contribution (Recurring)

[J  February27th, 2023 & NoboruK $10.00  Fitness Noboru's Test CanadaHelps CH- Credit Card Completed
12:30 AM (Recurring) Form c

[J  February 27th, 2023 & JubinO $8700  Fitness Charity Profile  CanadaHelps CH-CreditCard ~ Completed

Contributions Tab

Contributions Tab Columns

e Reference: access an individual Contribution by selecting View or the Reference Number under the same
column.

e Name: Contact’s last, first names

e Date: the date the Contribution was made

e Amount: the Contribution’s dollar amount

e Method: the original payment method of the Contribution

¢ Fund: the DMS Fund the Contribution is associated with

e Source: the source associated with that Contribution when it was originally imported into the DMS (e.g.
Historical Data Import)

e Thanked: if the Contact has been thanked for that Contribution (represented by a checkmark).

Campaigns Tab

Clicking on Campaigns in the Main Menu will take you to the Campaigns tab where you'll see information about
your online and offline fundraising campaigns.

Here, you'll be able to track any campaign you're running through CanadaHelps. You can also track offline
campaigns (e.g., a direct mail campaign) by selecting Add Campaign in the top right corner.

—> Learn More about Campaigns


http://charityhelp.knowledgeowl.com/help/campaigns

‘ ‘ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA -

Search by campaign name

Q
Period M to ] All Campaigns ~ © Add Campaign

Name Type URL  Campaign Group Start Date End Date Goal Selected Period All-time
2022 GivingTuesday Campaign Donation Form GivingTuesday November 29th, November 30th, $10,000.00 $3,425.00 $3425.00
2022 2022
All Tribute Donations Donation Form = $3,002.00 $3,002.00
Bottle Drive Other Holiday Campaign Group November 25th, February 11th, 2022 $10,000.00 $26,923.24 $26,923.24
2022 2021
Building Expansion Campaign Email Appeals December 19th, April 30th, 2024 $4,030.00 $4,030.00
0
Campaigns Tab

Campaigns Tab Columns

e Name

e Type

e Campaign Group

e Start Date of the Campaign

e End Date of the Campaign

e Goal: The monetary goal of the Campaign

o Selected Period: The total raised in the selected period (applicable when filtered)

e All-Time: The all-time revenue raised by that Campaign.

Opportunities Tab

Clicking on Opportunities in the Main Menu will take you to the Opportunities Tab, which can serve as a
management resource for your organization. You can use it to record and track the status of medium to long-term
requests like grant applications, major gifts, and special projects.

Each Opportunity is associated with both a Contact in the DMS (the Contact you're approaching for the
Opportunity) as well as a DMS User (the individual at your organization looking after the Opportunity). You can
also add an Opportunity from this tab by clicking on Add Opportunities in the top right corner.

—> Learn More about Opportunities


http://charityhelp.knowledgeowl.com/help/opportunities

n Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail

DMSCADMSCA -~

Search by contact name or email Q Advanced Search

Actions ~ (O OSelectedRecordsOnly () All22Records All Opportunities + © Add Opportunity

(]  Opportunity Name Prospect OpportunityStatus ~ Opportunity Type  Application Deadline OpportunityAmount ~ Amount Received ~ Opportunity Report Due
[J Youthdonation 5k & A Amadu Discovery Donation $5,000.00 $5,000.00

[J  Possible InKind Donation of Old Computer & A. L. Kostenko In Progress Gifts In Kind $250.00

E] Accessibility Grant B Accessibility Foundation In Progress Grant December 30th, 2022 $250,000.00 $100,000.00  March 31st, 2023

[J  HeadOffice Grant 2022 B Accessibility Foundation InProgress Grant $50,000.00

[J Pledge2023 [ Accessibility Foundation Followuprequired  Pledge $10,000.00 $5,000.00

Opportunities Tab

Opportunities Tab Columns

e Name: the name of the Contact you are approaching for the Opportunity

e Opportunity Name: the name of the grant or project

e Type

e Status

e Requested: the amount of funds requested

¢ Received: the amount of funds received

e Decision date: the date the final decision about the Opportunity will be made

e Owner: the DMS user managing/overseeing the Opportunity

Reports Tab

Clicking on Reports in the Main Menu will take you to the main screen of the Reports Tab, where you'll see a list of
dozens of preset DMS reports. These reports showcase various metrics for your Contacts, Contributions and
Campaigns.

To access a Report, just click on the name of the Report or View Results. Though the list of Reports is set, you can
filter each Report by multiple criteria. You can also access even more specialized reports by clicking on New Report.

—> Learn More about Reports


http://charityhelp.knowledgeowl.com/help/reports

Settings | Help
‘ ‘ Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail

DMSCADMSCA ~

CanadaHelps DMS Reports

© New Report

v My Reports
v Contribution Reports
v Contact Reports

~ Opportunity Reports

Reports Tab

DMS Mail Tab

Clicking on the DMS Mail tab in the Main Menu will allow you to access the DMS Mail feature (also known as the
Bulk email tool). This tool will allow you to create, send, and manage beautifully-branded, personalized mass-email
communications such as fundraising appeals, e-newsletters, charity announcements and much more.

To create a new bulk email, just click on the New Mailing button. Towards the bottom of your screen, you'll see a list
of any previously sent, or future-scheduled, DMS mailings.

—> Learn More about DMS Mail

Settings | Help
Avenue Dashboard ~ Contacts  Contributions ~ Campaigns  Opportunities  Reports | DMS Mail

DMSCADMSCA -

Draft, Schedule, and Manage DMS Mails

= New Mailing

Mailing Name
Mailing Date
Any -
Created or Sent by Mailing Status
[ Scheduled
[J Running
[J Complete
Is Mailing Archived? [ Paused
Yes No [J Canceled
O O C] Draft/Unscheduled
Language
-alllanguages - v
Campaign Groups
o
Page 1
1-500f1082 —>
., 25ABCDEFGHI)JKLMNOPQRSTUVWXYZTI[{AI
Mailing Name Language Status Created By Created Date Sent By Scheduled Started Completed Campaign Action
Group
Valentine's Day 50/50 Raffle English Complete DMSCADMSCA  Feb 24th, 2023 DMSCADMSCA  Feb 24th, 2023 Feb 24th, 2023 Feb 24th, 2023 Report
(Canada) 2:52PM 2:53PM 2:53PM 2:53PM

Copy Moret

DMS Mail Tab


https://charityhelp.knowledgeowl.com/help/bulk-emails

DMS Mail Tab Columns

e Mailing Name: the internal (not public-facing) name that you've assigned to your mailing

e Language: the language selected for your mailing (English/French)

e Status: Whether the mailing has been sent or is still pending delivery (if scheduled for a future date)
e Created By: the date and time the mailing was created

e Created Date: the amount of funds received

e Sent By: the DMS user who ultimately sent the mailing (may differ from the user who created it)

e Scheduled: the date and time the mailing is scheduled to send (if applicable)

e Started: the date and time the mailing's delivery was initiated

e Completed: the date and time the mailing's delivery finished

e Campaign Group

e Action: where you can access email performance reports, copy (clone) a mailing, and perform other actions

on it (delete, archive, view, pause scheduled delivery)

Administrative Settings

When you're on any one of the main DMS tabs, clicking onSettings link in the top-right hand corner will take you to
the administrative Settings, where you'll see a list of all Settings to administer your DMS.

It's broken down into a few different administrative Settings sections, each one representing an area of the DMS.
To see the settings options in each Section, simply click on the arrow to the left of each Section description.

—> Learn More about Settings


http://charityhelp.knowledgeowl.com/help/administer-settings

‘ ‘ Avenue Dashboard Contacts Contributions Campaigns Opportunities

Administer CanadaHelps DMS

Customize Data and Screens
Website Forms
Activity Types
Communications
Organization Address and Contact Info
Message Templates
Localization
Date Formats
System Settings
Payment Processor Settings
Misc (Undelete, PDFs, Limits, Logging, etc.)
CanadaHelps Contribute
Manage Campaigns
Funds
CanadaHelps Campaign Group
Campaign Groups
DMS Mail
Headers, Footers, and Automated Messages
From Email Addresses

Mailchimp Settings

Settings Help
Reports DMS Mail

DMSCADMSCA ~

Contact Types

Tags (Categories)

Print Page (PDF) Formats

Import/Export Mappings

Receipt Settings

GL Accounts

Manage Groups

DMS Templates

Draft, Schedule, and Manage DMS Mails

Administrative Settings Sections

Administrative Settings Sections

e Customize Data and Screens (i.e. Activities and Tags)

e Communications (i.e. Single Emails and Thank You Templates)

e Users and Permissions (i.e., DMS Administrators)

e System Settings (i.e. Receipt Settings)

e CanadaHelps Report (i.e., Report templates and mapping)

e CanadaHelps Contribute (i.e. Campaigns and Funds)

e CanadaHelps Campaign Group (i.e., Campaigns)
e DMS Mail (i.e. Bulk Email tool)

Understanding Search, List Rows & Actions

The Contacts, Contributions, Campaigns and Opportunities tabs all have search bars that you can use to do a quick

search on the content of these Tabs.


http://charityhelp.knowledgeowl.com/help/activities
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http://charityhelp.knowledgeowl.com/help/bulk-emails

To search for a Contact in the Contacts or Contributions Tabs, enter the name or email address of the Contact in
the search bar under the Main Menu. To search for Campaigns or Opportunities, simply use the search bar in the
Campaigns or Opportunities tab to search by a Campaign Name or Opportunity Name.

‘ ‘ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA ~

Search by contact name or email Q Advanced Search

Basic search bar

», «

Tip: Enhance your search results by searching by: “First Name”; “Last Name”; partial “First Name”; partial “Last
Name”; or “First Name Last Name”.

Example: Search “Jane” or “Doe” or “Jane Doe”

Rows

The number of rows displayed on the Contacts, Contributions, Campaigns and Opportunities Tabs is defaulted to
50 but you can adjust the number of rows displayed by scrolling to the bottom of the page and using the up/down
arrows on the box labelled Rows.

Rows: 50 2 Page 1 1-500f19328 =

Example: Default number of rows displayed at once

To the right of the box labelled Rows, you'll see the number of pages of rows and the total number of
Contacts/Contributions/Campaigns or Opportunities in your DMS. To navigate to the next page of information,
just click the arrow pointing right; you can go back by clicking on the left arrow.

Actions

From the Contacts, Contributions, and Opportunities tabs, you can perform a variety of Actions to one or many
Contacts, Contributions, or Opportunities.



Actions « @ 3Selected RecordsOnly () All 174 Records

add Q
City Province Pt
Add Activity
Add Contacts to Group Toronto ON
Add Contacts to Smart Group Toronto ON
Add Tag stion
E] F 3 aine@ainemcglynn.com
- Alex Fergie London ON 51
O & Alex Fergie
O 3 Alicia Mitre Mississauga ON
O & Anderson Ada Burlington ON 33

Actions Example

In any of these Tabs, to see the list of available Actions, select one or more Records (Contacts, Contributions &
Opportunities):

1. Specific Records on the page,
2. Every listed Record on the page, or

3. All Records in your DMS

‘ ‘ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA ~

Search by contact name or email Q Advanced Search
3
Actions ¥ (@ 4Selected Records Only All contacts ~ Advanced Actions  « Add Contact «
2
@ Name City Province Phone Email Date Created Last Modified
a A Amadu Toronto ON amadua@canadahelps.org Jul 13th, 2022 5:12 PM Feb 24th, 2023 2:57 PM
- A.L.Kostenko Toronto ON angelakostenko88@gmail.com Jul 7th, 2022 11:53 AM Feb23rd, 2023 1:21 PM
O B Accessibility Foundation Nov 24th, 2022 6:05 PM Feb 14th, 2023 11:17 AM
O a aine@ainemcglynn.com aine@ainemcglynn.com Jun 24th, 2022 10:09 AM Oct 26th, 2022 2:17 PM
1
& Alex Fergie London ON 5145216699 jubino+woodcoaster@canadahelps.org Apr 20th, 2022 12:46 PM Feb 24th, 2023 11:27 AM
O & Alex Fergie Oct 6th, 2022 12:48 PM Jan26th,20232:12 PM
a AliciaMitre Mississauga ON amitreeatwell@outlook.com Oct 19th, 2022 2:01 PM Feb 24th, 2023 2:39 PM

Select records in 3 different ways

Once you've selected one or more Records, you can click on the Actions box on the top left side of the page, where
you'll see a dropdown list of actions to apply to the selected Contacts, Contributions or Opportunities, such as
"Say Thanks", "Issue a receipt", "Send DMS Mail" and more.
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Understanding Merge Fields

Formerly known as DMS Tokens, Merge Fields can be used to automatically include information from multiple
Contacts in Email Message Templates.

This way, you can send one single email to all of your Contacts, and each Contact will receive the information that is
tailored to them.

Example Thank You Message:
Dear {contact.first_ name},

We want to thank you for your recent donation of {contribution.total_amount} on {contribution.receive_date}.
With your generous support, we're better able to achieve our important charitable mission.

With gratitude,

CanadaHelps

Where can | use Merge Fields?

You can use Merge Fields in the DMS when:

e Sending a Single Email

e Thanking your Donor

¢ Sending Bulk Emails (DMS Mail)

e Printing & Merging Letters

e Adding & Managing a Message Template
* Modifying the Default Tax Receipt Emails

Merge Fields can be used on both the Email Subject and the Email Body (HTML and Text).

Note: Merge Fields are not available on the Email Subject when Thanking your Donor at this moment.

Available Contact Merge Fields

Name Merge Field

Contact display name {contact.display_name}
Contact Type {contact.contact_type}
Recognition Name  {contact.nick_name}
First Name {contact.first_name}

Middle Name {contact.middle_name}


http://charityhelp.knowledgeowl.com/help/donor-management-system-adding-managing-an-email-letter-template
http://charityhelp.knowledgeowl.com/help/donor-management-system-sending-thank-you-emails-letters
http://charityhelp.knowledgeowl.com/help/donor-management-system-sending-a-single-email-to-contacts
http://charityhelp.knowledgeowl.com/help/donor-management-system-sending-thank-you-emails-letters
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Name Merge Field

Last Name {contact.last_name}
Individual Prefix {contact.prefix_id}
Individual Suffix {contact.suffix_id}
Formal Title {contact.formal_title}
Job Title {contact.job_title}
Birth Date {contact.birth_date}

Available Contribution Merge Fields

Name Merge Field
Contribution ID {contribution.contribution_id}
Date Received {contribution.receive_date}

Non-deductible Amount{contribution.non_deductible_amount}

Total Amount {contribution.total_amount}
Fee Amount {contribution.fee_amount}
Net Amount {contribution.net_amount}
Transaction ID {contribution.trxn_id}
Thank-you Date {contribution.thankyou_date}

Cheque Number {contribution.check_number}



