Adding an additional From Email to your DMS
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Donor Management System

You may have multiple emails that you would like to connect to your DMS so that you can send communications to
your donors from a variety of email addresses. In this case, you'll need to add an additional From Email Address to

your DMS and verify it through our email partner, SendGrid.

As a reminder, any DMS From Email (outbound email) is donor-facing, meaning that it will display when issuing Tax
Receipts by Email and other email communications (i.e. Thanking your Donor and Bulk Emails).

Note: Before reading on, make sure that you've first completed the steps to verifying your initial DMS From
Email

Have more questions about the DMS From Email? Check out our FAQ!
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Login to Your SendGrid Account

As areminder, in the first few days of your Onboarding, you will have received SendGrid credentials via email from

your Onboarding Specialist or a noreply@canadahelps.org email address.
If you don't have these credentials:

e Please reach out to your onboarding expert if you are still in the onboarding period,

e Or if you have completed your onboarding, contact our Support Team at info@canadahelps.org and so we can

provide you with these credentials.

1. Begin by visiting SendGrid and logging in using the SendGrid credentials provided in your original SendGrid
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2 SendGrid

Just launched: Deliverability Insights

Username . . . . . .
Turning rich email data into actionable metrics has never

been easier thanks to our new Deliverability Insights

P: d
asswor dashboard—now in public beta!

Forgot your password?

LogIn Tell me more

Log in with single sign-on (SSO) instead

Don't have a Twilio SendGrid account? Sign up now!

Log in with username and password

2. If you had previously set up Two-Factor Authentication on your account, a code will be sent via SMS to the phone
number associated with your SendGrid account.

3. Enter this code as prompted and skip to Step 2.

Two-Factor Authentication

Your account is protected with two-factor authentication. We've sent
you a text message. Please enter the code below.

« Two-Factor Code

Resend code via text message >

Enter code as prompted

Note: If you had not set up Two-Factor Authentication previously, you'll need to set this up for added security.

Enable Two-Factor Authentication

1. An email will be sent to your original (first) DMS From Email

2. Select the Set Up Two-Factor Authentication button in the email to begin the process
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Twitio

# SendGrid

Your Link to Set Up Two-Factor Authentication

Protect your account by requiring both your password and an
authentication code when logging into Twilio SendGrid. Below is your
secure link to start setting up Two-Factor Authentication for the account
tied to this email address.

Set Up Two-Factor Authentication

Send with Confidence

Select "Set Up Two-Factor Authentication"

3.0n the new page, select text messages (SMS) as the means of authentication. Then, enter your country code
and the telephone number of a mobile phone you have regular access to.

Twitio

& SendGrid
Welcome back!
Add Two-Factor Authentication © e :
# SendGrid
(] 6] ®
Select Method  Configure Confirm
Welcome back!
.
Authy App 5 : B
()] i ! Add Two-Factor Authentication: SMS ©
Authy generates a 7 digit time-based one-time-password every
20 seconds.
« Relies on a phone number. ° o b
« Allows access to your account when you are not connected SelectiMethod Configure Confirm
to a cellular network.
Enter your mobile number
o Q@ Text Messages (SMS) We will use this number to send you a text message with a confirmation code.
Recieve a confirmation code via text message on your mobile Country Code
phone upon login. USA (+1) .

* Relies on a phone number.
* You will not be able to log in when cellular service is

unavailable. Mobile Phone Number

tea o “ “

Select Text Message (SMS) Add your Mobile Phone Number

4.You'll receive a text message (SMS) to that number containing a code which you can enter on the screen when

prompted.



Twitio

# SendGrid

Welcome back!

Add Two-Factor Authentication: SMS ©

Select Method Configure Confirm
Enter your code

We just sent a 7-digit code to

Authentication code

Input your Authentication code

5.You'll then be prompted to Log In to SendGrid one more time using the username and password provided in the
first email from CanadaHelps.

Note: going forward, you'll be required to use Two-Factor Authentication (entering the code provided via
SMS) each time you login.

Add Single Sender and Verify Email Address

Once you're logged into SendGrid, you can add your desired additional From Email, which will trigger a verification
email to complete the email verification process.

1. From the SendGrid home page, navigate to Settings

F mycharity -dms v Dismiss

g. .: Reach more customers with Twilio SMS

L]
4 96% of text messages are read within 3 minutes.
() Dashboard & V Sign up today and send up to 2,000 text messages for free.
£ Email API N " Learn more about Twilio SMS
) Marketing v
O Des . 1 o stl_g
£8 Design Library Hello mycharity! Here's your recent email activity. Mo
il Stats 7
2 nctivity REQUESTS DELIVERED opENED cLicken BoUNCES SPAM REPORTS
M 1681.82% 90.91% 0.00% 0.00%

@, validation ” 185 0 0 0

52 Suppressions v

Select Settings




2. Select Sender Authentication

4

ey Hello mycharity! Here's your recent email activity. [ we [

®
o

[l Stats
REQUESTS DELIVERED OPENED CLICKED BOUNCES SPAM REPORTS

N 1681.82% 90.91% 0.00% 0.00%
10 0 0

@, vaigation i 185

G2 Activity

&

Suppressions

Settings v

Account Details

Alert Settings

APIKeys w
Inbound Parse

IP Access Management

IP Addresses 20
Mail Settings

‘Servder Authentication ' N

0
SSO Settings 22

Subuser Management

Teammates
Dismiss

Tracking Important Next Steps

Select Sender Authentication

3. On the next page, you'll notice your first verified DMS From Email. Select Verify a Single Sender to add a new from

email

B weeans - Sender Authentication

() Dashboard Sender Identity
The type of Sender Identity you se to send email can impact your deliverability and what your recipients see in their inbox.
5 Emaitan B Learn more about the differences between Domain Authentication and Single Sender Verification.
@) (g N Domain Authentication
Improve deliverabilty by proving to inbox providers that you
92 Design Library own the domain you're sending from. Learn more Authenticate Your Domain

You (or a coworker) will need access to your DNS host to complete this.

il stats v
Get Started

52 Activity

@, vaiidation

Single Sender Verification
STATUS DOMAIN

Verify ownership of a single email address to use as a
sender. Learn more

Settings v Verify a Single Sender

Account Details

Select Verify Single Sender

4. 0On the next page, enter the details of the additional email you'd like to add to your DMS, and select Create

3 Suppressions &

@ Verified demp_sey@hotmail.com
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You are required to include your contact information, including a physical
mailing address, inside every promotional email you send in order to comply
with the anti-spam laws such as CAN-SPAM and CASL. You'll find replacement
tags for this information in the footer of all the email designs SendGrid

provides. Learn more

From Name
Laura at TestCharity 6]

From Email Address *
laurad@canadahelps.org ©

ReplyTo *
laurad@canadahelps.org

Company Address *
555 Fake Street
Company Address Line 2

City *
Test City

Country *
Zip Code Canada %

Nickname *
Laura at TestCharity @

Enter your additional email details

5.You'll see the below confirmation page and a notice that a verification email sent has been sent to the new
address:

-3

Sender has been created
To verify sender identity, check your inbox
at laurad@canadahelps.org.

Resend email Close

Sender created success page

6. In the verification email sent to your new address, select Verify Single Sender



Please Verify Your Single Sender (Extemal  nbox x X a8 B

F SendGrid <no-rep id.com> Unsubscribe 8:43 AM (3 minutes ago) Yy €
tome v

TWILIO

# SendGrid

Let's verify your single sender so you can start
sending email.

laurad@canadahelps.org

Your link is active for 48 hours. After that, you will need to resend the verification email.

Select Verify Singer Sender

7.You'll then be directed back to SendGrid, where you'll see a message confirming that the sender identity for the
new email address has been successfully verified.

JB rostaccaunt
() Dashboard )1
3 Email APl - Sender Verified
Congratulations! Your sender identity has been successfully verified.
) Marketing
Return to Single Sender Verification
9% Design Library
il stats
2 Activity
-
@, validation
2 supp

Settings v

This message confirms the email verification is complete

Add Your Newly Verified Email Address in the DMS

The final step in activating your secondary From Email Address is to add this newly-verified email address into your
DMS.

1. Login to your DMS and head to your administrative Settings

2. Under DMS Mail, select From Email Addresses



Help

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

Administer CanadaHelps DMS

Customize Data and Screens

Website Forms Contact Types

Activity Types Tags (Categories)
Communications

Organization Address and Contact Info Print Page (PDF) Formats

Message Templates

Localization

Date Formats

System Settings o
Payment Processor Settings Import/Export Mappings

Misc (Undelete, PDFs, Limits, Logging, etc.) Receipt Settings

CanadaHelps Contribute

Manage Campaigns GL Accounts

Funds Manage Groups

CanadaHelps Campaign Group

Campaign Groups

Headers, Footers, and Automated Messages DMS Templates

From Email Addresses Draft, Schedule, and Manage DMS Mails

Mailchimp Settings

Settings > From Email Addresses

3. On the next page, you'll see your main DMS From Email that has been configured for you. Do not modify the
existing From Email.

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

From Email Address Options

“You can use this page to define one or more general Email Addresses that can be selected as the From Address. EXAMPLE: "Client Services" <clientservices@example.org>

© Add From Email Address

Label Value Description Order Default Reserved Enabled?

1 Default domain email address and from name. 1y v No Yes

| 'Welness Ave." <welnessave@canadahelps.ca> Edit Disable Delete

Please don't modify your default From email address




4. Instead, select Add From Email Address

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

From Email Address Options

You can use this page to define one or more general Email Addresses that can be selected as the From Address. EXAMPLE: "Client Services" <clientservices@example.org>

© Add From Email Address

Label Value Description Order Default Reserved Enabled?

'Welness Ave." <welnessave@canadahelps.ca> 1 Default domain email address and from name. I v No Yes Edit Disable Delete

Select Add From Email Address

5. Under FROM Email Address, add your desired additional From Name & Email Address with the following format:

"New Name"<info@charityname.ca>



New From Email Address Option
- a b
FROM Email Address -
Al from Wellness Ave"<wellnessave@canadahelps.ca=

Include double-quotes () around the name and angle-brackets (< =) around the email address.
EXAMPLE: "Client Services” <clientservices@example.org>

Value™®
2
&) Source B E @ -
B I US x x L |2 = |9 e N L= 0
Styles - ] Format - | e ?
Description
Order ™ =
2 v
Enabled?
"
Default Option?
O

Format your new From Email name and existing address

e a:Your additional desired from name. The name must be within quotation marks

e b:Your additional desired from email. The address must be within < and >

6. Leave all the other fields intact and once you're done, select Save at the bottom right.

Need a little more support? Don't worry!
Your Onboarding Expert will make sure everything is set up for success during your Configuration call.

Or, if you've completed your DMS Onboarding, contact our Support Team atinfo@canadahelps.org.

What's Next?



You'll now have multiple email addresses to choose from when when communicating with your donors through the
DMS. Try it out by sending them a Single Email or Bulk Email!
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