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Quick Reference Outline for Onsite Events

This outline provides links to GiveSmart Help Center resources to help you plan and execute your
in-person fundraising event.

If you need some extra help integrating GiveSmart into your event plan, check out GiveSmart's
service offerings at www.givesmart.com/plans.

Download the On-Site Events Guide

On-Site Events Guide

|. Preparing your team

A. Volunteers and organization team members

1. Volunteer Profile
2. Add a Campaign Admin
3. Volunteer Training

B. Contracting for on-site staff and equipment

1. Preferred Partners
2. Hardware (iPads and Credit Card Swipers)

C. Additional GiveSmart Services

1. GiveSmart Services

ll. Preparing your GiveSmart Campaign Site

A. All the Settings

Site Settings

User Settings

Auction Settings
Donation Settings
Communication Settings
Fees Settings

Global Settings
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B. Design and Customize


http://www.givesmart.com/plans
https://givesmart-resources.s3.amazonaws.com/zd-hc-resources/New+Onsite+Checklist.pdf
http://help.givesmart.com/help/360021227731-volunteer-profile
http://help.givesmart.com/help/115001401067-add-a-campaign-admin
http://help.givesmart.com/help/volunteer-training
http://help.givesmart.com/help/preferred-partners
http://help.givesmart.com/help/360018753571-swiper-hardware-faqs
http://help.givesmart.com/help/4404707158555-additional-givesmart-services
http://help.givesmart.com/help/360021854391-site-setting-
http://help.givesmart.com/help/360021633072-users-settings-overview
http://help.givesmart.com/help/auction-settings-overview
http://help.givesmart.com/help/donations-settings
http://help.givesmart.com/help/communication-settings
http://help.givesmart.com/help/pass-fees-to-purchaser
http://help.givesmart.com/help/global-settings

Style and Color

Customize the Home Page

Create Custom Pages or Custom Order Forms
Create Ads and Announcements
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C. Ticketing

Create a Ticket

Send Assignment or Confirmation Reminders
Update Purchaser Order Details

Purchase a Ticket on Behalf of a Supporter
Seating Management
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D. Fundraising Components

1. Create Items for Purchase - Instant & Vote
2. Create Auction Items - Live & Silent

3. Create Raffle Items

4. Create Donation Items

E. Displays (Bids Display & Thermometer)

1. Displays Overview

IIl. Fundraising Logistics
A. Promote Your Fundraiser

1. When and How to Promote
B. Communications

1. Draft/Schedule Text Messages
2. Sample Communication Timeline

C. Guest Arrival

Check-In a User

Check-In with Ticketing
Purchase a Ticket at Check-In
Self Check-In
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D. Silent Auction

1. Place a Bid for a User
2. Delete a Bid or Auto Bid
3. Print Iltem Sheets

E. Games & Raffles

1. Purchase a Raffle for a Supporter
2. See Assigned Raffle Entry Numbers


http://help.givesmart.com/help/115000398831-customize-the-campaigns-style-and-color
http://help.givesmart.com/help/customize-the-home-page-banner
http://help.givesmart.com/help/create-custom-pages
http://help.givesmart.com/help/create-an-order-form-page
http://help.givesmart.com/help/115000408592-create-ads-and-announcements
http://help.givesmart.com/help/115001985108-create-ticket-to-purchase
http://help.givesmart.com/help/send-assignment-or-confirmation-reminders
http://help.givesmart.com/help/update-purchaser-order-details
http://help.givesmart.com/help/purchase-a-ticket-for-a-supporter
http://help.givesmart.com/help/115002436368-seating-management
http://help.givesmart.com/help/115002296367-create-items-for-purchase
http://help.givesmart.com/help/4405344761627-create-an-auction-item
http://help.givesmart.com/help/360024124332-create-a-raffle-item
http://help.givesmart.com/help/4405334066715-create-donate-items-for-targeted-need
http://help.givesmart.com/help/115002534387-displays-overview
http://help.givesmart.com/help/promote-share-campaign
http://help.givesmart.com/help/115003227407-sending-text-messages
http://help.givesmart.com/help/sample-communication-timeline
http://help.givesmart.com/help/360001772752-check-in-a-user
http://help.givesmart.com/help/115002600371-check-in-with-ticketing
http://help.givesmart.com/help/360037416071-purchase-a-ticket-at-check-in
http://help.givesmart.com/help/self-check-in
http://help.givesmart.com/help/place-a-bid
http://help.givesmart.com/help/delete-a-bid-or-auto-bid
http://help.givesmart.com/help/item-sheets
http://help.givesmart.com/help/purchase-a-raffle-for-a-supporter
http://help.givesmart.com/help/see-assigned-raffle-entry-numbers

3. Draw a Raffle Winner
F. Live Auction

1. Assign a winner to a Live Item
2. Duplicate an Item

G. Donation Appeal

1. Donation Appeal Methods
2. Add a Donation to a User's Account
3. Return a Monetary Donation

H. Closing the Auction

1. Schedule Auction Auto Close
2. Manually Close and Reconcile the Auction

I. Checkout

Checkout a User

Self Checkout

Checkout Multiple Users Together
Settle Remaining Balances

Return an Order from a User Account
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J. Reporting

Ticketing Reports
Registered Users
Revenue Report
Purchaser Details
Batch Report
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http://help.givesmart.com/help/draw-a-raffle-winner
http://help.givesmart.com/help/assign-a-winner-to-a-live-item
http://help.givesmart.com/help/duplicate-an-item
http://help.givesmart.com/help/donation-appeal-methods
http://help.givesmart.com/help/add-a-donation-to-a-users-account
http://help.givesmart.com/help/return-a-monetary-donation
http://help.givesmart.com/help/schedule-a-time-to-close-your-auction
http://help.givesmart.com/help/close-auction-items-silent-live
http://help.givesmart.com/help/360001036951-checkout-a-user
http://help.givesmart.com/help/self-checkout
http://help.givesmart.com/help/360001057792-checkout-multiple-users-together
http://help.givesmart.com/help/settle-remaining-balances
http://help.givesmart.com/help/return-an-order-from-a-users-account
http://help.givesmart.com/help/ticketing-reports
http://help.givesmart.com/help/registered-users-report
http://help.givesmart.com/help/revenue-report
http://help.givesmart.com/help/purchaser-detail-report
http://help.givesmart.com/help/360027272791-batch-report

