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Instructions for Integrating Greater Giving Online Payments
and Greater Giving Event Software PC

Requires Greater Giving Event Software v3.62 or greater.

Login to start download, then complete the following three steps.

To Login to Event Software PC, go to Utilities, and select ‘Import Bidders from Greater Giving Online
Payments.’
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When the online dialog box opens, enter Username and Password. If your Username and Password have
been entered, the software will go directly to the Event Registration Download Dialog box.

Step 1 of 3: Select Payment Form to Download

The Event Registration Download (1/3) dialog box will open and prompt the selection of the Payment
Form to download.

Payment forms need to be set up separately for each ticket price and should be named accordingly. For
example, set up a page for individual tickets, a page for a table, etc.

Select the appropriate form and press Next.
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Step 2 of 3: Match Possible Duplicates — please read the instructions completely prior to executing this
step to avoid duplicating or improperly overwriting records.

The Event Registration Download (2/3) dialog box will open displaying two columns. The left column
lists online registrants to download. The right column lists registrant records currently in the Event
Software database that have the same name, phone number, or email address as those in the left
column. Registrants with duplicate data are indicated in the left column with a red X.
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To proceed with the download, each X must be converted to a blue \ by selecting the name in the left
column and either selecting a corresponding name in the right column or choosing “create a new record.”
Selecting “create a new record” will add a new record in the name of the registrant in the left column of
the database. Selecting the corresponding name in the right column will prompt the software to combine
the two records by overwriting the existing information in the Event Software database with the new
information from their online registration. Once a corresponding name is selected from the right column,
or a new record is created, a blue \ will appear next to the registrant in the left hand column. Match
records carefully to avoid duplicating or improperly overwriting records.

Once all the red Xs have been changed to blue \'s, press Next to continue with the download.
Step 3 of 3: Preview and Complete Download The Event Registration Download (3/3) dialog box is
the last step of the process and allows the users the choice of previewing a list of online registrants.

Press Finish to continue.

A Bidder Listing dialog box will appear with the option to view all registrants who have registered online.
Press OK for a print preview.
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The Summary - bidders registered online report of online registrants will preview on the screen. Press
Print to print the report. Press Close to exit.
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