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Installing the iPad Enclosure:
1. In order to hang the Wall/Table mount on a wall, you will need to attach the mount to the wall using two
screws (not provided) through the below circled holes. It is recommended that you use wing nuts or drive
the screws into wall studs.

2. Attach the enclosure back to the mount using the four provided screws.
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3. Run the USB end of the charge cord through the back of the enclosure and the mount.

4. Attach the card reader to the iPad's charger port.
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5. Attach the micro USB end of the charge cord to the charging port on the card reader.

6. Place the iPad into the enclosure and pull the excess charge cable through the enclosure and the
mount. [Note - If you have a newer iPad you may need to adjust the enclosures "arms" to fit the iPad. For
the iPad Airs, you will need to rotate the arms ~30˚ left or right so that one end of the arm makes contact
with the edge of the iPad.]
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7. Add the front of the enclosure to the back by slotting the hinges into the slots of the back of the
enclosure and close the front.

8. Gently pry up on the card reader to ensure that it clears the top of the enclosure.
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9. Push in on the button until it locks into place in order to secure the enclosure.

10. You can turn the iPad screen on and off via the access hole in the back of the enclosure.
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Assembling the Floor Stand:

1. Situate the floor stand base so that the extended portion is facing you.

2. Add the washers to the bolt and run the bolt through the small holes in the middle of the stand base.
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3. Line up the holes in the stand base with the holes in the bottom of the floor stand pole and begin hand
tightening the bolts into the floor stand pole (the picture below shows the holes in the floor stand pole).
Finish tightening the bolts with a ratchet or wrench.

4. You can attach the feet to the corners of the floor stand base in order to help level the kiosk.

5. Attach the enclosure to the top of the floor stand pole (see the "Installing the iPad Enclosure" section).
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Important iPad Settings
Follow these instructions to setup the iPad so that it works correctly with our app:
Turn off the Multitasking Gestures by following these steps:
1.
2.
3.
4.

Open the Settings app on your iPad
Select General on the left side of the screen if it is not selected already
Find Multitasking on the right
Switch the slider to the left so that it is no longer green

Turn off the Control Center by following these steps:
1. Open the Settings app on the iPad
2. Select Control Center on the left side of the screen
3. Turn off the Control Center options

Turn off the Notification Center by following these steps:
1. Open the Settings app on the iPad
2. Select Notification Center on the left side of the screen
3. Turn off all of the apps by clicking on them then switching the slider at the top

Turn off Auto-Correct:
1.
2.
3.
4.

Open the Settings app on your iPad
Select General on the left side of the screen if it is not selected already
Scroll down and select Keyboard
Switch the slider next to Auto-Correction to the left so that it is no longer green

Change the following General Settings:
1. Open the Settings app on the iPad
2. Select General on the left side of the screen if it is not selected already
3. Switch the slider next to Gestures on the right side of the screen so that it is no longer
green
4. Select Auto-Lock on the right side of the screen and change it to never
a. iOS 10 - You may have to select Display & Brightness to locate Auto-Lock
instead of General
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Downloading the App
Please do not download the app from the App Store, follow the directions below instead.
1. If you have downloaded the app from the App Store or want to update the version of the app
installed, find our app and hold your finger on it until the app wiggles, then press the red "X" that
appears in order to delete the app.
2. Open the Safari app on your iPad and type https://www.freedonationkiosk.com/index.html in the
address bar at the top of the page, then press the "Go" button on the keyboard.
3. When our website loads, click the first hyperlink on the list that appears to download the newest
version of the app, just select "Allow" when prompted. Press the Home button on the iPad to
return to the iPad home screen and wait for the app to finish downloading.
4. If your iPad is on iOS 9 or higher, follow these directions to trust the app once downloaded:
a. iOS 9-9.1: Open the Settings app, select General, then Profiles, choose our Apple
Developer name (Wayk Kiosk), and select Trust App
b. iOS 9.2+: Open the Settings app, select General, then Device Management, choose our
Apple Developer name (Wayk Kiosk), and select Trust App

Using the Back Office
You should have received an "Info & Links" Email with your log in and password information in addition to
several informational videos. The back office is where you will pull up all your reports, add categories,
create events, manage members and staff, etc.
Click on the link to your back office from the email and log in with the username and password mentioned
previously.
Let's start with the top-right portion of the screen where there is a link to the Settings page. The color
boxes next to this link allow you to change the color scheme of the back office. Please note that this will
not change the color scheme on the iPad or the online giving link.
Now you can click on the Settings link and follow the next set of instructions to begin the customization of
our software for your organization.
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Settings
This is where you can change your organization's information (name, contact, contact info, logo,
background image of kiosk and online giving pages, turn on and off features, etc). If you make a change
on this page, you must scroll to the bottom of the page and press the SAVE button for the change to take
place.

Screen Save Video URL for iPad
This option will allow a screen saver video to play on the iPad after 5 minutes of inactivity. Just add a
video URL in the textbox (we recommend uploading the video to Vimeo since there are no ads, we have
a screen saver video you are welcome to use at this link - https://vimeo.com/90015827).

Show Image
This will allow you to upload a background image that will show on the iPad and online giving links
instead of a background color.
After selecting "Yes", you will need to click on the Attach Image button next to Upload Picture immediately
below Show Image and then find the image on your computer hard drive.

Select Font Color
If you are using a dark background color or image, the default black text color will be hard to see. Click on
the box that appears to the right to change the color of the text on the app and online giving pages.

Do you have a CCB account?
Our software is fully integrable with CCB, please call us for further details and assistance with tying your
account to our software.

Show Check-in/Check-out Options
There are two separate options (iPad and Web) that appear next to one another. Select the "Yes" option if
you would like your members to login/logout through the kiosk or online giving page.

Show eCheck Payment Option
Allow your members to donate directly from their bank accounts by entering Routing and Account
information. Please contact us for assistance with enabling this feature. Is this working?

Show Events Option
Show/hide the Connect/Events button on the iPad. If enabled, one of the below options will need to be
turned on as well:
Show Event-2 Option - Show/hide the first Events button that appears at the top of the Events
page.
Show Volunteer Option - Show/hide the second Volunteer button that appears in the middle of the
Events page.
Add/Show 3rd Event Button - Select "Yes" to turn on the third event button (often used for Life
Groups) that will appear beneath the Events and Volunteer buttons.
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Show Guest Option
Show/hide the Guest giving feature. If turned off, anyone making a payment is forced to either login to an
existing account or register a new account. This will ensure that your organization has a name and an
address tied to every transaction that takes place.

Show Family Members Option
Show/hide the Family Member button, which allows members to add spouses, children, etc as subaccounts.

Show Donation History Option
Show/hide the ability of your members to pull reports of their transactions and event registrations.

Show Donation Option
Show/hide the "Donation" button.

Payment Option
Determines how your members can register for events.
Pay Now - Requires your members to pay for an event when registering through the kiosk or
online (ensures your organization receives all payments up front).
Pay Later - Allows your members to register for an event without making a payment (money may
need to be collected at the event if someone chooses the "Pay Later" option).

Password Requirement
Your members will either be required to add a password to their account or they will have the option of
adding a password to their account. Please note that there is no payment information stored within an
account, so all that can be seen is a member's transaction history and registration information.

Print Name Tag
Give members the option to print a name tag or check-in receipt. Please note that a separate printer is
required for use of this printer (the iPad only works with a Zebra GK420D). Information on setting up the
printer can be found later in the "Printer Instructions" section of the User Guide.

Edit Recurring
Show/hide the Edit Recurring feature through which members can edit/delete recurring transactions (only
available on the Online Giving Page, not through the kiosk). Please note that this option is only functional
for organizations that are using the Velocity portal.

Send Auto Transaction Email
Enable/disable an email for every transaction that processes through the kiosk, which will be sent to the
email address listed on the Settings page. Please note that a daily summary will automatically be sent to
this email address as well, so you may want to turn this feature off if you do not want your email addess
to be flooded with transaction emails.

1st Time Guest - Auto Responder
Add a welcome email in the textbox that appears, the email will be sent when a new member registers
through the kiosk. After creating the email, please ensure that the Activate the email feature below the
textbox by selecting "Yes".
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Buttons Access Setting Section for One Page Giving Terminal
Show/hide features on the one page giving page (see the "One Page Giving" section)
Show Events Button - Show/hide the events button at the top-right of the page
Show User History Button - Show/hide the ability of your members to pull reports of their
transactions and event registrations.
Show Edit Recurring Button - Show/hide the option to edit/delete recurring payments.
Show One Page Header - Show/hide the information for your organization at the top of the page
(logo, name, contact information, etc).

Custom Text
Custom Text Amount - Add a custom message to the receipt (i.e. Thanks
forinyour
payment).
Please put
donation
amount Correct ?
Custom Text Description - Add a custom title to the receipt (i.e. Donation
Memo, etc). Correct ?
Description,Receipt,
Memo, Etc)

Manage Staff
You will first want to add and/or edit Roles before managing staff members, please see the "Manage
Roles" section below and the "Manage Staff Members and their Roles" section immediately following for
further instructions.

Reports
Select the Reports option on the menu bar to view all of our reports, providing you with transaction
information, event registration information, and check-in information, among other information. The main
reports you will want to view are the Transaction History Report (for a record of all transactions that pass
through our software), the Event Booking Report (shows all of the events and who has signed up, can be
filtered to only view information for a single event), the Check in/Out Report (for a record of who has
checked-in, who has checked-out, and accompanying time stamps), and the Year End Giving Report (for
sending end of year tax statements to members).

Downloading Reports
After any of our reports is run, you will notice a beige bar across the top of the report. Included on the bar
is a picture of a purple floppy disk. Clicking on the floppy disk will dropdown three options that our reports
can be exported to: Excel, PDF, and Word. This allows you to view the reports outside of the web
browser and gives you the ability to play with the data (sort, add color, change the size of the report, etc).

Transaction History Report
Click on the dropdown box next to "Report" and select Transaction History Report.
The default filter is Date Range (but you can choose a different filter if desired), which will allow you to
specify the date range from which you want to pull transactions.
Enter the beginning date in the "From Date" box and the last date in the "Date To" box.
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The "Select Column to Show" dropdown box will by default show all of the columns, but you can click on
the blue dropdown and deselect any fields you do not want to see; then click on the black "X at the topright of the drop-down (next to the "Check All" and "Uncheck All" options) to close the dropdown box.
Once you have the correct settings picked, click the "Show" button and wait for the table to be populated
below.
You will notice a number of buttons stating "Export to" and accounting software. Clicking one of these
buttons will create a file that you will save to your computer so that it can be imported into your
accounting software.

Event Booking Report
Click on the dropdown box next to "Report" and select Event Booking Report.
The default filter is Date Range (but you can choose a different filter if desired), which will allow you to
specify the date range from which you want to see event registrations.
Enter the beginning date in the "From Date" box and the last date in the "Date To" box. These are the
only dates the report will look for member registrations, do not search based on the date of the event.
The "Select Column to Show" dropdown box will by default show all of the columns, but you can click on
the blue dropdown and deselect any fields you do not want to see; then click on the black "X at the topright of the drop-down (next to the "Check All" and "Uncheck All" options) to close the dropdown box.
"Filter Event" will show all events by default, but you can click on the dropdown box and select one event
to make it easier to find registrations.
Once you have the correct settings picked, click the "Show" button and wait for the table to be populated
below.
At the bottom of the page is an email option. If you want to send an email to everyone who is registered
for an event (i.e. if you are making custom shirts and need to know everyone's size), just Attach a File (if
you are sending a document), enter a From email address (so that recipients can respond to your email),
add a body to the email in the "Add Note" textbox, and then click the "Send Email" button.

Check-in/Check-out Report
Click on the dropdown box next to "Report" and select Check-In Check-Out Report.
The default filter is Date Range (but you can choose a different filter if desired), which will allow you to
specify the date range from which you want to see check-in and check-out information.
Enter the beginning date in the "From Date" box and the last date in the "Date To" box.
The "Select Column to Show" dropdown box will by default show all of the columns, but you can click on
the blue dropdown and deselect any fields you do not want to see; then click on the black "X at the topright of the drop-down (next to the "Check All" and "Uncheck All" options) to close the dropdown box.
Once you have the correct settings picked, click the "Show" button and wait for the table to be populated
below.

Year End Giving Report
Click on the dropdown box next to "Report" and select Year End Giving Report.
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The default filter is Date Range (but you can choose a different filter if desired), which will allow you to
specify the date range you want to see transactions for (likely 1/1/Current Year to 12/31/Current Year).
Enter the beginning date in the "From Date" box and the last date in the "Date To" box.
You can select specific members using the "All" dropdown box to generate separate reports for each
individual registered member.
The "Select Column to Show" dropdown box will by default show all of the columns, but you can click on
the blue dropdown and deselect any fields you do not want to see; then click on the black "X at the topright of the drop-down (next to the "Check All" and "Uncheck All" options) to close the dropdown box.
Once you have the correct settings picked, click the "Show" button and wait for the table to be populated
below.

Other Reports - Quick Overview
Here is a brief synopsis of the other reports available to you:
Donor Members Details - Shows an overview of transactions only made by registered members,
according to the date range selected.
Categorywide Donor Member Details - Shows an overview of transactions only made by
registered members that also includes the category for the transaction, according to the date
range selected.
Member Information - Shows a list of new member registrations, according to the date range
selected.
Categorywide Donation Report - Shows the total amount of transactions grouped by category,
according to the date range selected.
First Time Member - Shows a list of new member registrations that declared themselves as New
Members during registration, according to the date range selected.
Anniversary/Birthday - Shows a list of member birthdays and anniversaries, according to the date
range selected.
Recurring Expiration - Shows a list of recurring transactions that are about to end, according to
the date range selected.

Manage Roles
Click on the Manage Roles option on the menu bar to view, add, and edit roles that can be assigned to
staff members in order to limit what they can see and do in the back office.

Add Roles
Click on the "Add Roles" button at the top-right of the page to show the Role fields.
Role Name - Add a name that will be memorable when assigning the Role to staff members,
names can be either general (i.e. Financials, Event planning, etc.) or more specific (i.e. Pastor,
Accountant, John Smith, etc.).
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Description - A brief description of the role as a reminder of the Role's duties, otherwise just
repeat the Role Name.
Click the "Save" button to create the Role.
This information can be edited later by clicking on the Green Pencil, or deleted altogether by clicking on
the Red "X".

Assign Permissions
Find the Role you want to edit in the table, then click on the Golden key to the right. Uncheck any of the
checkboxes that you do not want this role to see on the left (below the heading "Module") or remove
privileges you do not want them to have (below the heading "Sub-Module Permissions"). Scroll to the
bottom of the page and hit "Save" when finished.
Important - Remove "Dashboard" access from any Role that should not see Financial data.
Example - If you are creating a role for an Event Planner, the role may only need access to the "Manage
Events" and "Manage Members" Sub-Modules; and you would want to limit "Manage Reports" to only the
"Event Booking" and the "Event Group Detailed" Sub-Modules to prevent the staff members with this role
from accessing other reports.

Manage Staff Members and their Roles
Hover over the Manage Staff option on the menu bar and select Manage Staff to add, view, and/or edit
staff members. Once a staff position is created, send the Staff Member the back office link along with the
Username and Password you create for them so that they can login.

Add Staff
Click on the "Add Staff" button at the top-right of the page to show the Add/Edit Staff page.
Name - Enter the Staff Member's name, this is what will appear on the Staff Member table
making it easy for you to locate and make changes to Staff Member's accounts. The name can
be specific for one person to use (i.e. John Smith) or generic for multiple staff (i.e. Accountant).
Username - This is what the Staff Member(s) will use in the Username field when logging into the
back office.
Password - This is what the Staff Member(s) will use in the Password field when logging into the
back office.
Gender - This is a required field, but you can leave it on the default Male if you do not want to fill it
out for all Staff Members.
Email - Email address for the staff member so you have a way to contact them.
The mobile phone number and address fields are not required, but can be useful for contacting or
communicating with the Staff Member.
Roles - This is where you will assign a Role to the Staff Member that limits their permissions (See
the "Manage Roles" section).
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Is User Only for iPad - Check this box if you do not want the Staff Member to have access to the
back office, but only the ability to login to the app for your organization.
Is iPad User Active - Check this box to give the Staff Member the ability to login to the app using
their Username and Password credentials. Is this correct ?
When the fields are correctly filled in, click the "Save" button to add the Staff Member.
You can edit any of the Staff Members by clicking on the Green Pencil to the right or delete a Staff
Member by clicking on the Red "X".

Manage Category
Click on the Manage Category option on the menu bar to view the giving categories your members can
choose from and to add new categories.

Add Category
Click on the "Add Category" button at the top-right of the page to show the Category fields.
Name - What your members will see when making a payment and choosing the category.
Description - What staff members will see in the back office so they know how to disburse funds.
Tax Deductible - Click on the checkbox if transactions for the category can be written off on taxes.
From/To Date - Only enter these dates if you want the category to end (i.e. Christmas Giving
starts 12/1/YEAR, ends 12/25/YEAR), otherwise leave these fields blank.
*For Recurring Transactions, a category given From and To Dates will not show up
when making a recurring transaction. The reason is due to the software not knowing
where to attribute a transaction if a giving category is removed prior to the recurring
transaction ending.
Category Number - If your accounting/management software assigns category numbers
When all of the fields are filled as you need them to be, click on the "Save" button.

Sort the Categories
The most recently added or edited Category will be the first category listed on the app. If you want to
move a category to the top of the list, click on the Green Pencil to the right of the category and then click
the "Update" button on the next page. So to order all of the categories, start with the category you want to
appear last, then next-to-last, etc. until the categories are in the desired order.

Manage Events
Click on Manage Events to add events and positions for volunteers to sign up for. On the calendar, click
on the number for the day event will take place in order to open the Add Event popup box (we
recommend placing volunteer positions on the last day of the year, because once the event date has
passed, the event will automatically be removed from the app).
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Add an Event:
Event Type - Select whether the event is a one-time or a recurring event.
Group - Select which button you want the event to appear under (Event, Volunteer, or the third
custom event button). Refer to the Settings section of this guide for instructions on editing,
adding, and removing the event categories.
Show/Hide Options - You have the choice to show or hide the start date, the end date, and the
cost of the event from your members. Volunteer positions, for instance, are typically open ended
and do not have a cost, so you would want to hide all three options.
Notification Email - If there is a person in charge of the event, you can add their email to the event
so that they will receive a daily email summary when someone register for the event. Just click
the checkbox next to "Daily email summary" and the textbox above will change from grey to
white, allowing you to enter an email address.
Event Name - Name your event so that your members know what to look for.
Event Category Number - Enter a number if your organization's management/accounting
software uses specific event category numbers, otherwise leave the field blank.
Participant Limit - The number of members allowed to register for an event (i.e. 25 if you only
have 25 seats available), enter 0 if there is no limit.
Participant Count - This box cannot be edited, it will automatically track the number of members
registered moving forward (i.e. if 10 people have signed up, this box will read 10).
Upload Image - Click the "Event Banner" button to upload an image from your hard drive that is
associated with the event you are creating. This is a mandatory field, so if you don't have a
specific picture, you will want to have a generic image available (i.e. your organization's logo).
This can be edited later if you are working on a logo for the event.
Start and End Date - Place the start date, the end date, and the time the event will take place
(please note that the end time should be different from the end time).
*For recurring events, there will be a "Select Days" drop-down where you select the
days the event will occur on (i.e. for an event on every Wednesday in January, the dates
should be Start Date 1/1/YEAR, End Date 1/31/YEAR, Select Days Wednesday).
Event Attendee Type - How you want your members to register multiple registrations:
Family Members - Select who from their family is attending, but they can only select
family members are added to the Family Members section of their account.
Bulk Quantity - Select how many tickets they want to purchase.
Venue - The location where the event is taking place, may want to list a specific room/building.
Description - A brief description of the event.
Paid - If you select this checkbox, two new fields will appear:
Tax Deductible - Select the checkbox if the event can be written off on taxes.
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Amount - Enter the cost of the event that your members will have to pay.
When all of the required fields are filled out, click on the "Add Event" button.

Edit or Delete an Event
On the Calendar, go to the date of the event and click on the specific event you want to edit, a "View
Agenda" popup will appear. You can click on the "Edit" button (the popup from Add event will appear
allowing you to make changes), the "Delete" button (this will remove the event from the calendar and the
app, you will not be able to undo this), or "Cancel" to close the popup.
*For recurring events, you will also have the option to "Edit All" of the events or "Delete All" of
the events at the same time.

Manage Member Information
Manage Members
Hover over Members on the menu bar then select the Manage Members option to view, edit and delete
registered members. At the top of the table, you can search for members using either the "Search by
Phone Number" or "Search by Name" textboxes. You can also order the fields of the table by clicking on
the headings (i.e. clicking on the "Member Name" field will arrange the table in alphabetical order).
To view or edit an account, click on the Green Pencil to the right of the account listing.
To delete an account, click on the Red "X" to the right of the account listing.
All members on the list have either registered on their own at the kiosk or through the online giving link, or
they were imported to our software using information from another database your organization maintains.
Importing member information requires the data to be added to and arranged in a CSV file (which is
created and edited using Excel), we can send you a blank copy of the file if you would like to import your
members.

Manage Groups
Hover over Members on the menu bar then select the Manage Groups option to add registered
members to groups. Click on the "Add Group" button to show the Group Name and Description textboxes,
just enter this information and then click on the "Save" button to update the group list. This information
can be changed or updated later by clicking on the green pencil to the right of a group in the group table
below. If a group disbands, it can be permanently deleted by clicking on the red "X" to the right of the
group or switched to inactive by clicking the red "Deactivate" button, which is reversible.
To add or remove members from a group, click on the "Manage Members" button to the right of the group
you wish to edit. Two tables will appear on the next page: the first contains all of the members not in the
group, the second contains all of the members currently in the group. Both tables can be searched
through using the "Search by Phone Number" and "Search by Name" fields at the top of the table. Once
you find a member you want to add/remove from the group, just click on the green button all the way to
the right (either "Add to Group" or "Remove from Group").

Manage Emails
Hover over Members on the menu bar then select the Manage Emails option to send an email to a
group (See the "Manage Groups" section). On the table at the top of the page, click the checkbox next to
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the group(s) you wish to communicate with. Add a reply email so that the group members can reply to the
sender of the email with questions, forms, updates, etc. Enter an email subject so the recipient knows
what the email contains and add any files you wish to attach using the "Upload Files" button (i.e. you may
wish to attach a permission form or a waiver for an event). You can add text to the body of the email, then
press the "Send Email" button to contact the group(s) selected.
You can view previously sent emails by clicking on the "View History" button. This will show all of the
information entered in the previous section and includes a time stamp so that you know what, when, and
to whom emails have been sent.

Manage Transactions
Adding Transactions to the Transaction History Report
Hover over the Manage Donation option on the menu bar and click on Add Transaction to add offline
transaction information to our reports. First, select whether you are adding a transaction for a "Registered
User" or a "Guest User". For a "Registered User", the easiest way to find the account is to enter the first
and/or last name in the "Search by Name" box located at the top of the table on the bottom of the page.
When you locate the correct member, click on the radio button located beneath the heading "Select
Donor" and then click the "Proceed" button located just above the table.
On the next screen, select whether the transaction you are adding was a Cash, Check, or Card payment.
Click on the "Donation For" dropdown box and select the giving category the transaction needs to be
applied towards (See the "Manage Category" section). Finally, enter the date the transaction was made
so that it will appear correctly on the transaction history report and then select "Proceed".
Enter the amount of the payment on the next page, select "Proceed" one final time, and you will see an
overview of the newly added transaction. Click "Done" to return to the Dashboard.

Deleting Transactions from the Transaction History Report
Select Reports from the menu bar at the top of the page, then find the text "To Delete a Transaction Click
Here", and click the blue hyperlink. You will notice a table showing the most recent transactions, for older
transactions enter dates in the "Start Date" and the "End Date" boxes at the top of the page then click on
the "Filter" button to only show transactions between these two dates. When you locate the transaction
you want to remove from the reports, scroll all the way to the right and click on the red "X" beneath the
heading "Action".

Syncing Transactions to the Transaction History Report
If you notice a deposit into your bank account that is not accounted for on our Reports, there may have
been an issue with communication of transactions to our reports from the payment gateway. Hover over
the Manage Donation option on the menu bar, and click on Sync Transactions to attempt to find the
transaction and add it to our reports.
Payment Gateway - Select the Payment Gateway your organization uses (Authorize.net if you
have Authorize account login information, NAB if you have Velocity login information, or EVO if
you have Encore account login information).
From Date - At least 2 business days prior to the date of the debit on your bank account.
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To Date - We recommend only pulling a total of 30 days at a time to prevent issues (some of the
gateways will not allow you to pull more than 30 days).
Click the "Sync" button and our servers will ping the payment gateways servers requesting all
transaction data, compare the data to what is saved on our servers, and add any missing
transactions to out reports.

Edit/Delete Recurring Payments (For Velocity Clients Only)
Hover over Manage Donation and click on NAB Subscriptions to see a list of active and recently
concluded recurring transactions. Look through the list of transactions for the one you would like to edit
and click on the string of characters located beneath the "Subscription ID" heading. If nothing can be
edited on the next page, the recurring payment has expired (this can be confirmed by looking at the
Status). If the payment is still active (Status will show as Billing), you can edit any on the fields with a
textbox or delete the transaction by clicking on the "Cancel Subscription" hyperlink at the top of the page.

Edit/Delete Recurring Payments (Non-Velocity Clients)
In order to edit or delete recurring payments, you will need to login to your payment gateways website.
Each payment gateway uses its own software, so you will need to contact your payment gateway for
further instructions.

Resend Donor Receipts
Hover over Manage Donation and click on Resend Donor Receipts to view all transactions that have
processed through our software and resend a transaction receipt to any email address. You can click on
any of the headings to sort the table (the most useful heading is likely "User Name", this will sort the table
A-Z based on the member's name and Z-A if you click a second time). When you locate the transaction
you would like to resend a receipt for, enter the email address in the textbox to the right and the click on
the Red Envelope to send.
You may notice that some of the transactions do not have the Email textbox and Red Envelope to the
right. This means that the transaction record in question was included with another transaction (i.e. the
member gave to multiple categories when making a payment, each category will show up individually for
accounting purposes, but there is only one receipt that all of the separate categories will be combined
into). To find the correct receipt record for such a transaction, click on the transaction that is missing the
email information and the corresponding transaction with the email box present should be highlighted in
yellow (though the transactions should always be located right next to one another).

Button Console (Change Color and Text)
Select the Button Console option on the menu bar to change the text and color of all of the buttons on
the app. You can edit any one of the buttons by finding it on the page and clicking on it (the grey box
surrounding the button will turn black when selected and the currently saved Button Text will be displayed
to the right). Once selected, make the desired changes to the button using the options in the grey box on
the right side of the page (it will follow you up and down the page so that you do not have to scroll), just
make sure to press Apply Changes then Save Changes when you want to save your changes. After
editing a button, click on the button again to clear the black border surrounding it allowing you to choose
another.
The buttons can be changed to the language of your choice, allowing the kiosk to be displayed in
Spanish, German, French, etc.
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Using the iPad App
Donate Button
One Time Donation
1. If you have not already done so, Register an account by clicking on the "Sign Up" button.
2. Sign in with your phone number.
a. Alternatively, you can select the guest option (if turned on in the Settings section above,
but this will make it harder to credit transactions to members at the end of the year).
3. Select the "Donate" button.
4. Select the "One Time Donation" button.
5. Enter the desired category by clicking on the "Category Name" dropdown box.
a. Note - The first giving category will automatically be selected (see the "Manage
Category" subsection "Sort the Categories").
6. Enter the desired amount in the "Donation Amount" textbox then select the "Next" button.
7. If you would like to donate to multiple categories, select the "Click Here to Enter Another Amount"
button, otherwise select the "Click Here to Enter Card Information" button.
8. Swipe your card and wait a second for the card details to auto-populate before selecting "Next".
a. The "Memo" textbox may be used to enter payment details (i.e. For John Doe).
9. A recap page will show the payment that will be submitted, confirm the information is correct then
select the "Pay Now" button to submit the payment.
10. You will be taken to the payment receipt page to confirm the payment processed, you may enter
an email address and select the "Send" button to forward a copy for your records.
a. If you registered an account, the supplied email address will be filled in automatically.

Recurring Donation
Many of these steps will be the same as "One Time Donation", so we will begin at Step 4 from One Time
4. Select the "Recurring Donation" button.
5. Enter the desired category by clicking on the "Category Name" dropdown box.
a. Note - The first giving category will automatically be selected (see the "Manage
Category" subsection "Sort the Categories").
6. Select the "Click Here to Enter Card Information" button to proceed to the card information page.
7. Swipe your card and wait a second for the card details to auto-populate before selecting "Next".
8. Choose the frequency of the recurring payment ("Weekly", "Bi-Monthly", or "Monthly").
9. Enter start and end dates for the payments to occur (or select the "Indefinite" button for the
payment to run until the card expires).
10. Enter payment information in the "Memo" textbox if desired, then select the "Next" button.
11. A recap page will show the payment that will be submitted, confirm the information is correct then
select the "Pay Now" button to submit the payment.
12. You will be taken to the payment receipt page to confirm the payment processed, you may enter
an email address and select the "Send" button to forward a copy for your records.
a. If you registered an account, the supplied email address will be filled in automatically.

Connect Button
When a member logs into their account, the "Connect" button will appear directly beneath the "Donate"
button (unless you have changed the name of that button or turned it off in the back office settings - see
the "Settings" section). After clicking on the Connect button, you may see the "Events" button, the
"Volunteer" button, and the custom third event button, depending on the settings in the back office. Each
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button will display upcoming events that have been designated for each subcategory on the events
calendar, so you will want to ensure each button is clearly labeled (see the "Manage Events" section).

Event Registration
Follow these steps to register for an event, please note that only registered members can register for an
event (this will ensure that you have contact information for all attendees):
1. Login to your account and select the "Connect" button.
2. Select the subcategory that the event you want to register for is stored under.
3. Locate the event on the next page, then select either the "Buy" button (paid events) or the "Sign
Up" button (free events).
a. Note - Clicking on the logo for the event will show all of the event information.
4. You will next see a popup asking if you would like to "Pay Now" or "Pay Later" (if "Pay Later" is
allowed in the back office settings - see the "Payment Option" section).
5. The next screen will ask about the quantity of tickets being purchased, please note there are two
options depending on what was entered in the events calendar (see the "Manage Events"
subsection "Attendee Type").
a. Bulk Quantity - Enter the number of tickets you wish to purchase (1 is entered by default).
b. Family Members - Select the specific family members that will be attending.
i. Note - The family members will need to be added to your account prior to event
registration (see the "Settings Button" subsection "Family Members").
6. You will then choose if you would like to "Checkout" or add the event to the shopping cart (for
purchasing multiple events together).
a. If you select the Shopping Cart option, continue to add events in the same manner until
you are ready for checkout, then select the "Cart" button at the top-right of the page and
select "Checkout" on the popup that appears.
7. The next screen is the payment information screen, swipe your card to have the card information
auto-populate and select the "Next" button (If the event selected is free, there will be no card
information needed).
8. You will be taken to the payment receipt page to confirm the payment processed, you may enter
an email address and select the "Send" button to forward a copy for your records.

Check In Button
Used for attendance purposes, when members check-in or check-out, the date and time will be added to
the check-in reports. This button can be turned off if it will not be used (see the "Settings" section)
1. Login to your account and select the "Check In" button.
2. You will see a list of family members attached to the main account (see the "Settings Button"
subsection "Family Members").
3. Select the left checkbox beneath the heading Check In to log a family member in, select the right
checkbox to log a family member out.
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Settings Button
Family Members
This is where family members can be attached to a main account for registration and check-in purposes.
1. Select the "Add Member" button at the top-right.
2. Fill in the textboxes labeled required and add any additional pertinent information (i.e. the "Notes"
textbox should be used to list any allergies/conditions).
3. When filled out, select the "Save" button at the bottom of the page to add the family member.
All family members can be edited (using the Green Pencil), deleted (using the Red X), or added as a
family member that can login using the phone number and password on the main account in order to
make payments, register for events, etc (using the Golden Key).

User History
This is where members can view their payment history. Selecting this button will show an additional three
buttons that payments are separated into: One Time, Recurring, and Events. After selecting one of the
three options, a report will show the payment history of the member that can be filtered using the "From
Date" and "To Date" fields, just select the "Show" button when complete. Any report generated can be
emailed to address on file by selecting the "Email a Copy" button next to the date fields.
This button can be turned on or off in the back office settings (see the "Show Donation History Option").

Edit Profile
This is where the information attached to a member's account can be updated (i.e. address, email, phone
number, etc) to ensure the information on file is up to date.

Edit Recurring (Online only, Only available to Velocity gateway customers)
All current and previous recurring payments will appear in a table format. Selecting the Green Pencil to
the right of a recurring transaction will show the payment information below the table. When the payment
information is updated, select the "Save Subscription" button at the bottom of the page.
This button can be turned on or off in the back office settings (see the "Edit Recurring" section).

Online Giving
The online giving link replicates the layout of the iPad app so that your members can access the kiosk
from their own computers or smartphones. The website address is individualized for your organization, it
is located at:
https://www.freedonationkiosk.com/kiosks/Splash.aspx/Domain
Your domain name can be found in the back office by clicking on the "Settings" link at the top (it is located
directly beneath the zip code textbox).
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One Page Giving
The one page giving link provides a quicker to use payment experience. It is especially useful on
smartphones, where all of the payment information is entered on a single page. The Events entered also
have their own domain addresses, allowing you to send a link for each event via email or add each event
to Facebook. The website addresses are as follows:
User Login: https://www.freedonationkiosk.com/kiosks/onepagegiving.aspx/Domain/user
Guest Page: https://www.freedonationkiosk.com/Kiosks/OnePageGiving.aspx/Domain /Guest
Events Page: https://www.freedonationkiosk.com/Kiosks/OnePageGiving.aspx/Domain /Events
Your domain name can be found in the back office by clicking on the "Settings" link at the top (it is located
directly beneath the zip code textbox).

Promoting Your Kiosk
Prior to rolling out the kiosk, we recommend sending the online giving link to your members via email so
that they can register an account. This will help to cut down on lines at the kiosk if most of your members
already have an account. Furthermore, this will breed familiarity with the kiosk since the online giving link
mirrors the iPad app. A good way to encourage this initial use of the kiosk is to ask your members to
register for volunteer position(s) or an upcoming event(s) through the kiosk or online giving link.
It is also useful to have someone at your organization trained to use the kiosk so that they can be
positioned nearby the kiosk and assist new members with registration and questions. This can help to cut
down on frustrations that may be experienced by some less tech-savvy members. You should also
advertise the kiosk during announcements and through handouts, reminding members that they can
make card payments through the kiosk and register for upcoming events.
If your organization sends a lot of emails to members, it may be helpful to add the online giving links to
your email signature. Our initial "Info & Links" email also contained a QR code, which can be used with
QR code readers on smartphones; you simply open a QR code app, focus on the QR code using the
smartphone's camera, and the phone will take you to the web link contained in the image. You may also
find it helpful to add the QR code to handouts and/or bulletin boards so that your members do not need to
enter an entire web address.
These are obviously not the only ways to reach out to your members, so we recommend you try different
methods of promotion that you believe will resonate. If you find something particularly helpful, please let
us know so that we can add it to our guide and help our other organizations.
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Printer Instructions
You can add a label printer to work with our iPad kiosk. Please note that the iPad only works with one
type of printer:
Zebra GK 420D (Must have Ethernet capabilities; not USB, Bluetooth, or Serial connection types)
The Zebra printer needs to have a hard wire connection to the router the iPad is connected to
wirelessly. If the router is in a mechanical room, then you will want to run an Ethernet cord from the
mechanical room to where the printer will be located, an Ethernet outlet can be installed in the wall on
both ends for a clean, professional look. Once the printer is connected correctly, follow these steps:
1. Hold down the button on top of the printer until it flashes once and let go.
2. A list of information will print, find the IP Address listed on the first page under the heading
Network Configuration [This will be a set of numbers similar to 010.100.000.001].
3. Find a computer that uses the same router, open a web browser (i.e. Chrome, Firefox, etc),
and enter the IP Address without the leading zeros in the address bar [Using the earlier
example it would be 10.100.0.1].
4. When the Zebra Printer page loads, click on “Print Server Settings” at the bottom of the page,
then click on “Print Server” underneath Status and Configuration, and enter the Username
“admin” and Password “1234″.
5. Click on “TCP/IP Configuration” and change the IP Address you found earlier, you will want to
add 30 to the last number to prevent other devices from potentially taking the address [Using
the earlier example, change the IP Address to 10.100.0.31].
A. You will want to make note of the new IP Address, this is what will be entered on the
iPad allowing it to communicate with the printer.
6. When the updated settings are saved, turn the printer off and then back on to allow the
settings to fully update.
7. Login to the Free Giving Kiosk app, click on the Settings Gear at the top-right, and re-enter
your organization's login information.
8. Click on the “Print Setting” button at the bottom-right.
9. Enter the new IP Address from Step 6 in the box that appears and press OK.
10. Press “Test Print” on the iPad, if everything is correctly configured the printer will print a label
with the words “Test Print”.
11. You can follow steps 7-10 on multiple iPads if you want to print to the same printer.
Please note that anytime the app is fully closed and re-opened (requiring you to re-enter the username
and password to login), steps 7-10 will need to be followed to re-enter the IP Address as well. Because of
this, it is a good idea to write the IP Address on the bottom of the printer using a marker.
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Other Products
Mobile Apps
First, register an account at freeappbuild.com. Once registration is complete, you will be taken to the
"Welcome screen." Click on "My Apps" then select "Create New App" to begin work on a new app. You
will be taken to a page with several templates that provide you with a starting point for building the app.
All of the templates are customizable and can be changed later if needed, it is suggested that you initially
select a template with many tabs/buttons to ensure the app can facilitate as many features as possible
when in the building stage. Assistance is available upon request while building an app.
When the mobile app is complete and ready for submission, an Apps and Details Sheet will need to be
submitted to both Apple and Android. This will be emailed once a template is chosen above. Apple's
approval time can take in excess of 30 days, whereas Android's approval time is typically 14 days or
sooner. Once the app is approved by both the Apple and Android stores, billing for the app will begin.
Pricing details can be found on the "Pricing" tab of the "Welcome screen", or you can call and ask for
further information on the billing and pricing options.

Text Giving
Start by registering an account on yourtextgiving.com by clicking on the "Sign-Up" option (please make
the "Username" the same as the Organizations name for clarity). After registering your account, you will
be placed on a 3-day Trial Plan. Once the 3-Day Trial period ends, you will need to click on "Account" at
the top of the home screen and select "Change Plan".
Once you have chosen a plan, you will want to setup a Keyword for your members to text that is unique to
your organization. This is accomplished by clicking on "Collect", then click on "Please Select a Keyword
Type", select "Keyword Signup", and fill out the required information.
Next, an "Online Sign-up Page" will need to be created for your organization. Click "Online Sign-up
Pages", then select "Create", and fill out the required information. Once created, you can share the link
with your members in order to have them opt-in to receive Text Blasts and Voice Broadcasts (Note Recipients have the option to Opt-in and the option to Opt-out at any time. An Online Sign-up Page is
required under FCC Guidelines in order to send Text Blasts and Voice Broadcasts to mobile and/or
landline numbers).
For assistance, you can click on "Help" at the top-right of the screen and find a series of "Tutorial Videos"
available. You can also call our offices for further assistance.
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