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Login Instructions

• Company Logo (optional): Appears on each page of the site.
• Login instructions: Based on format of company username and password.
• Username: Username is assigned by the company and must be unique across the entire system.
• Password: Password is also assigned by the company but is not required to be unique.
• Forgot your password?: Sends a link to user to set a new password.



Change Password (optional)

• Change Password (optional): Company may indicate that users will change their password upon first 
login. This is typically used if the company has set the same initial password for all users or used a 
generic format for the password.



Welcome

• Greeting Letter (optional): This page can display a greeting letter from the company. 
Company greeting letters are typically from the company CEO or UPAF Ambassador(s).

**Beginning on this page, users can change their password and past donors will see 
their UPAF account number and gift amount from the past campaign displayed in the 
upper right-hand corner.



Contact Information

• Contact Info page includes fields for phone, email, and address information. Past donors’ contact info will 
auto-populate based on the information in our database and can be updated by the donor on this screen. 
An email address MUST be provided to receive a gift confirmation email.

Note: Colored navigation buttons at the top indicate which steps have been completed and can also be 
used to return to a previous screen.



Contribution Method

Contribution Options: Company chooses which contribution options will be available. If payroll 
deduction is selected, you must provide UPAF with the payroll contact name and email.



Contribution Amount – Recurring Payroll

• Contribution Amount: Annual gift presets are at the UPAF individual donor benefit levels. A gift in the 
amount of the donor’s choosing can be made using the blank ‘Per Pay Period’ option at the top of the grid.

• Recurring Payroll: Payroll deduction effective date is provided by the company. This option shows the 
amount per pay period as well as the total annual amount pledged. Number of pay periods are pre-loaded 
per individual based on information provided by the company in the employee data file.



Contribution Amount – Credit Card

• Credit Card (One-Time & Sustaining): Donors now have the option to cover the 3% fees associated with 
credit card donations.

• Sustaining Credit Card Only (screenshot above): This option shows the amount per pay month as well as 
the total annual amount per year pledged. The credit card will be automatically charged the same amount 
each month until the donor tells us to stop.



Summary – Part 1

• Summary page reviews contact info, current gift, and any additional gifts made during 
UPAF’s current fiscal year.



Summary – Part 2

• Summary page also includes opportunity to indicate interest in UPAF Affinity Groups 

and/or designation opportunities.



Confirmation

• Confirmation page includes details of donation. This page can be printed. If check donation is 
chosen as the Contribution Method, this page will also indicate the individual at the company to 
whom checks should be routed. Confirmation email will be sent to provided email address.


