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MY PROFILE — PERSONAL DETAILS

User can update their personal details by going to My Profile > Personal Details
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Fund Type: School

@ Dashboard Campaign Member Group
B My Profile 0-Upcoming / 5-Active / 4d-Active / O-Inactive 14-Active / O-Inactive

Select Personal Details
under My Profile

Personal Details

Organization Details
Latest Settlement

Upload Documents
Bank Details

SrNo Campaign Name

Change Password

& Groups

# Members
v} Campaigns

£Z Spttlements

©

Fund Collected
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Settlement

2-Completed / 3-

Pending
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Enter details like Full Name, Email Id, Mobile Number & Alternate Mobile Number.

Click on Update Personal Detail
B
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Fund Type: School

Dashboard Fundraiser
My Profile
My Profile - Personal Details
Groups
Members .
Personal Details Enter Full Name Enter Email Id
Campaigns
Settlements Full Name Email
Swapnil swapnil@gmail.com
Mobile Number Alternate Mobile Number
0220222800 8324680714
Enter Mobile Enter Alternate

Number Click on Updat.e Update Personal Detail Mobile Number
Personal Detail
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MY PROFILE — ORGANIZATION DETAILS

User can update their organization details by going to My Profile > Organization Details

M
HELP e SERVE

Fund Type: School

@ Dashboard Campaign Member Group Settlement
0-Upcoming / 5-Active / 4-Active / O-Inactive 14-Active / O-Inactive 2-Completed / 3-
B MyProfile ) C-G—.'Z:-T:E;tecl - " ' :'t?'-'FCi'WE-'

Personal Details

Select Organization Details
under My Profile

Organization Details
Upload Documents
Bank Details

Change Password SrNo Campaign Name Fund Collected

%+ Groups

# Members
¥} Campaigns

& Settlements
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L
- Enter details like Organization Name HEI-P'#BSERVE
- Select Fund Category
- Enter Registration Number
- Enter Organization Address
- Click on Update Organization Detail
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Fund Type: School

Dashboard Fundraiser

My Profile

My Profile - Organization Details
Groups

Members

Organization Details  Enter Organization
Campaigns Name Select Fund Category

Settlements Organization Name Fund Category Registration Number

Waockhadt Foundation School 67878556

Organization Address Enter Registration Number

strest 25

Enter Organization P

Address
CIICIf on. Ypelatic . Update Organisation Detail
Organization Detail



MY PROFILE — UPLOAD DOCUMENTS

User can upload their documents by going to My Profile > Upload Documents
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Fund Type: School

@ Dashboard Campaign Member Group
B My Profile 0-Upcoming / 5-Active / 4-Active / O-lnactive 14-Active / O-Inactive

O-Completed

Personal Details

Organization Details

Select Upload Documents
under My Profile

Upload Documents

Bank Details
SrNo Campaign Name

Change Password

& Groups

% Members
¥l Campaigns

% Settlements

©

Fund Collected
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Settlement

2-Completed / 3-

Pending
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User can upload documents like Aadhar Card, PAN Card, Organization Registration Certificate &

Address Proof.
Click on Update Upload

You can view the documents, you have uploaded by clicking on “View Document

(your document will open in the next tab)
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Fund Type: S5chool

Dashboard Fundraiser

My Profile
My Profile - Upload Documents
Groups

Members Ubload D
pload Documents  yqoy can upload your document

Campaigns by clicking on Choose File

Settlements Aadhar Card

Choose File | Mo file chosen

View Document

Organization Registration Certificate

Choose File | Mo file chosen

View Document

You can view your uploaded
document by clicking on
View Document

Click on
Update Upload

”

PAN Card

Choose File | Mo file chosen

View Document

Address Proof

Choose File | Mo file chosen

View Document

Update Upload
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MY PROFILE — BANK DETAILS

User can update their bank details by going to My Profile > Bank Details
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Fund Type: School

@ Dashboard Campaign Member Group Settlement
L Ll e Htg':f::t;tzcl Active O-inactive 14-Active / O-Inactive 2-Comp EPI:;C !;m:E

Personal Details

Organization Details
Latest Settlement
Upload Documents

Select Bank Details

under My Profile .
Change Password s>rNo Campaign Name Fund Collected

Bank Details

& Groups

% Members
¥l Campaigns

% Settlements
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User can enter details like — HELP me SERVE
- Enter Bank Account Number
- Enter Account Name Holder
- Enter IFSC Code
- Upload Cancelled Cheque
- Click on Update Bank Details to save the bank details.
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Fund Type: School
Dechboard Fundraiser
My Profile
My Profile - Bank Details
Groups
Members .
Bank Details
N Enter Bank Account
Campaigns Enter Account Holder
Number N
Settlements Bank Account Number Account Holder Nam: s
101 swapnil
IFSC Code Cancelled Cheque Upload
Upload Cancelled Cheque
1M Choose File | Mo file chosen P 9

by clicking on Choose File

Enter IFSC Code

Click on }
Update Bank Detail Update Bank Detail



3
HELP e SERVE
MY PROFILE — CHANGE PASSWORD

User can change their password by going to My Profile > Change Password
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Fund Type: School

@ Dashboard Campaign Member Group Settlement
L Ll e Htg':f::t;tzcl Active O-inactive 14-Active / O-Inactive 2-Comp EPI:;C !;m:E

Personal Details

Organization Details

Latest Settlement
Upload Documents

Bank Details

Select Change Password |q
under My Profile

Change Password Campaign Name Fund Collected
& Groups
% Members

¥l Campaigns

% Settlements



- Enter New Password

- Confirm your new password
- Click on Save

e
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Fund Type: School
Dashboard Change Password

My Profile
Groups Fundraiser -+ Change Password

Members

Campaigns Change Password

Settlements
New Password

Confirm
Password

Enter New Password

Click on Save

Save
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GROUP — GROUP LIST

User can add new group or change the group name by going to Group > Group List
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€3 Dashboard
B My Profile
& Groups
Group List
# Members

¥ Campaigns

£&n Settlements

Fund Type: School

Campaign Member Group
0-Upcoming / 0-Active / 0-Active / D-Inactive 3-Active / O-Inactive
0-Completed

Select Group List
under Groups

SrNo Campaign Name

e

HELP o SERVE

@ Settlement
0-Completed 7 0-
Pending

Fund Collected
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Click on Add Group to create New Group.
Click on the Edit button to edit your existing group.
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Fund Type: School

Dashboard G rou p S

My Profile
Total: 14 £ of2 > + Add Group E

Groups
Record Per Page :

Click on Add Group To
Create a New Group

Members

Campaigns
Search Search
Settlements

Group : Group List

Group
ID Name Status Actions
1 Mew Group Active &
2 Group 2 Active &

Click on the edit button
To edit existing Group
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Enter the name you would want to give the group.
Tick the box to enable the group name in group category
Click Save to save the group details.
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Fund Type: School

Dashboard G rou p
My Profile
Group : Add Group

Groups
Members Enter the name you would

Add Group ) Y

) want to give the group

Campaigns
Settlements Group Name

| Group |

When you tick this off
[ status

your group name will be
visible in the group category

- Click on Save to save the
Save q
group details
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MEMBERS — MEMBERS LIST

User can add new members to their campaign’s group by going to Members > Members List
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Fund Type: School

Dashboard

Campaign
0-Upcoming / 0-Active /
0-Completed

Members I ntmet Coartlamamt

_ Select Member List
Member List
under Members

Member Bulk Upload

My Profile

Groups

SriNo

¥l Campaigns

L% Settlements

o Member e Group @ Settlement
O-Active / O-Inactive 3-Active / O-Inactive 0-Completed / O-
Pending

Campaign Name Fund Collected
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Click on Add Member to add a New Member.
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Fund Type: School

Dashboard Members Click on Add Member to
add a new member

My Profile

Groups

Member » Member List
Members
Campaigns Member

Settlements

ID Member Image Name Group Name Status Actions
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Enter Member’s name
Select the group in which the member belongs to
Upload the member’s picture by clicking on Choose file
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Fund Type: School
Dashboard M em b er
My Profile
Member > Add Member
Groups
Enter the name of the
Members Add Member member Select the group from the
Campaigns drop down where you want to
add the member
Settlements Member Name Select Group
Enter Member Name Select Group hd
Member Image
Choose File | Mo file chosen Click here to upload
member’s picture
About
WSouce || O @ @ [ E @ & Q b F W
= @ O @ @ I/
B I UGS x, x* & T, 1= i Elr W lEE= 9 WEE = |-
WOGmE=O0Q=8®
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Enter a detailed description about the member
Click here to save the details of the members

CEECLEN -~ RS ENCE - B = @ = T =T ]
= ® O T = @ I
B I USXx x* & I, =i Ely Bl =97 0%EE = -
WOMm=©O 0i=®
Styles ~ | Format ~ | Font ~ | Size - A~ - 3T &0 ?
Enter a detailed description
about the member
B status

Save Click here to save the
member’s details =
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MEMBERS — MEMBERS BULK UPLOAD

User can add bulk members to their campaign’s group by going to Members > Members Bulk Upload
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Fund Type: School
Dashboard Campaign Member Group Settlement
0-Upcoming / 0-Active / O-Active / O-Inactive 3-Active / O-Inactive 0-Completed / O-
Pending

My Profile
0-Completed
Groups
Members
SMBeEr Latest Settlement
Member List
Mernber Bulk Usload Select Member Bulk
ember oulk Lploa
| nder Member .
JDIEEE UICIET LG lff..su Campaign Name Fund Collected

¥l Campaigns

L% Settlements
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- Select the group where you want to add the members.
- Upload the excel file of the bulk upload by clicking on Choose File
- Click on import to upload the file

%
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Fund Type: School

Dashboard Member Bulk Upload
My Profile

Member - Add Member
Groups
Members

Add Member

Campaigns Select Group from
Settlements Select Group the drop down Choose Member File:

Group 2 v | Choaose File | Mo file chosen

Please Fead Data According To Required XL Or CSW Format

Click on Download XL
Format
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Once you click on Download XL Format, A new excel file will open. Here you can enter the details of
multiple members like:
- Member Name
- Their Description
- Their Image

H - s Member_filexlsx - Excel (Product Activation Failed) ? B - O X
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
B ¥ Cut . - e = __ = = P Djx = 2 AutoSum - A,
Calibri 11 A A T == ¥~ E'WapText General - = 74 .} fm = IEI A H
P D EECDW . C d' I F . ICil)l IEE [‘JEEII F FiII' SZ & Find &
aste . I U -~ Fy - - S == =SS Mer e B Center = $ - 0 9 133 .03 onditional Format as = nsert Delete Format ort n
- ¥ Format Painter - < J o Formatting~ Table~ Styles ~ - - - £ Clear~ Filter = Select~
Clipboard T Font F Alignment F Mumber F Styles Cells Editing -
G4 - f;': ~
Enter their name
B C D E F G H | J K -
1 Name About Member_Image
Shruti is currently working full time in a café and she ‘ Insert their picture
) . also wants to complete her graduation but she is the b
Shruti Nambiar B . -
sole breadwinner of the family and doesn't have money |- )
to fulfill hear dream of getting a graduation degree. “
2
Gaurav works as a labourer at a construction site. He &
Gaurav Ganguly wants to complete his education and pursue his dream =
of becoming 1AS but he cannot afford the fees. “
3
Swati works very hard whole day so she can provide for
. her sisters and brothers. She also wants to go to school
Swati Sharma ) ) B
but being the elder sister, she needs to go out with her
mother and work as a labourer.
4
5
]
7

Enter Their Description

@
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- Select the group where you want to add the members.
- Upload the excel file of the bulk upload by clicking on Choose File
- Click on import to upload the file
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Fund Type: School

Profile Status:-> Active Member BU”’( Up'Dad

L

€d Dashboard
Member : Add Member
B My Profile
& Groups
P Add Member

' A Select Group from

Members

the drop down

¥ Campaigns Select Group Choose Member File:
& Settlements Group 2 v Choose File | Member_file.xlsx
@ Campaign Collection

Please Feed Data According To Required XL Or CSV Format

Download XL Format

Upload your member
excel file

Click on import to upload
P the bulk member details



After you have imported the excel file, Go to:
Members > Members List
You can see the details of the members upload by you.

& Settlements

@ Campaign Collection

Record Updated successfully

ID Member Image Name Group Name

g Swati Sharma Group 2

Gaurav Ganguly Group 2

E] = Shruti Nambiar Group 2

You will see the details of the
members uploaded by you

Status

Active

Active

Active

e
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Actions
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CAMPAIGNS — CAMPAIGN LIST

User can see their campaign or add new campaign by going to Campaign > Campaign List
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Fund Type: School

Dashboard Campaign Member Group Settlement
. 0-Upcoming / 0-Active / O-Active / O-Inactive 3-Active / O-Inactive 0-Completed 7 0-
My Profile Pending

0-Completed

Groups

Members Latest Settlement

Campaigns
Select Campaign List

Campaign List .
under Campaign Campaign Name Fund Collected

& Settlements
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Click on Add Campaign to create New Campaign.
3
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Fund Type: School

Dashboard Carﬂpa|gﬂ5

Click on Add Campaign To
Create a New Campaign

My Profile
Groups
Campaigns » Campaign List
Members
Campaigns :
palg Campaigns

Settlements

ID Campaign Name Amount Raise Type Start & End Date Status Actions



CAMPAIGN — ADD NEW CAMPAIGN (SINGLE FUND)

- Enter the Name of Campaign

- Enter the amount you want to raise. (PS.: You can also choose not enter the amount)
- Select the Type of Campaign (Single: Creating campaign for a single group, Multiple: Creating campaign

for multiple group of people)
- Select the starting date of fundraiser

- Selecting the end date of the fundraiser is optional.
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Fund Type: Film

Profile Status:—> Active Ca m p d |g M

Dashboard

Campaign » Add Campaign
My Profile

Enter New Add
Campaign Name

Groups

Add Campaign

Members

Campaigns Campaign Name*

Settlements Enter Cam

Select the
starting date of
fundraiser

Start Date®

mm/dd/yyyy

Type of campaign®

Select the type

of campaign select

Enter The Amount You Want To Raise (Optional)

End date (Optional)

mm/dd vy

Select the end date
of fundraiser
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Enter the amount
You want to raise



- Upload Feature Image for the campaign
- Upload Necessary Images for the campaign.
- Enter Short Description for the campaign.

Campaign Feature Image

Choose File | Mo file chosen

Add Images Of Fundraiser

Choose Files | No file chosen

Short Description For Fund

Macrrintimm C

Enter Short Description
For The Campaign

Upload Feature Image
For The Campaign

Upload Necessary Images
For The Campaign

e
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- Enter Detailed Description for the campaign.
- Click on Save to save your campaign

Detail Description

[l souce A O [@ @ [3 B @ @ Q B | %
= @ O T = @ I/
B I US x, x* & I, = = |1 B = = = E 1 T 55| = -
MO H=08 Q »=®
Styles -~ | Format ~ | Font - | Size - | A~ - |22 2009
Enter a detailed
description for the
campaign
Click on Save to —

save your campaign




CAMPAIGN - ADD NEW CAMPAIGN (MULTIPLE FUND)

- Enter the Name of Campaign

- Enter the amount you want to raise
- Select the Type of Campaign (Single: Creating campaign for a single group, Multiple: Creating campaign for
multiple group of people)

- Select the starting date of fundraiser
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Fund Type: School

[BELLET
My Profile
Groups
Members
Campaigns

Settlemnents

Select the
starting date of
fundraiser

Select the type
of campaign

Campaign
Campaign : Add Campaign

Add Campaign Enter New Add
Campaign Name

Campaign Mame

Fundraiser 1

Start Date

01/1172022

Type of campaign

Multiple

Enter The Amount You Want To Raise

500000

End date

03/12/2022

Select Group
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Enter the amount
You want to raise

Select the end date
of fundraiser

Select the group
you want to create
the campaign for
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Select the end date of the campaign

Upload Feature Image for the campaign
Upload Necessary Images for the campaign.
Enter Short Description for the campaign.

Campaign Feature Image

Choose File | Mo file chosen Upload Feature Image

For The Campaign

Add Images Of Fundraiser

- R Upload Necessary Images
Choose Files | Mo file chosen .
For The Campaign

Short Description For Fund

i WP T R

Enter Short Description
For The Campaign
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- Enter Detailed Description for the campaign.
- Click on Save to save your campaign

Detail Description

[l souce A O [@ @ [3 B @ @ Q B | %
= @ O T = @ I/
B I US x, x* & I, = = |1 B = = = E 1 T 55| = -
MO H=08 Q »=®
Styles -~ | Format ~ | Font - | Size - | A~ - |22 2009
Enter a detailed
description for the
campaign
Click on Save to —

save your campaign




