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Livingtree — Principal Quick Start Guide

Crowdfunding is the practice of funding a project or idea by raising small amounts of money from a large
number of people, typically via the Internet. The following steps and guidelines will help principals
understand the how to use Livingtree as a crowdfunding resource and how to approve campus
campaigns.

Schools

Every Austin ISD school has its own Livingtree account for crowdfunding, communications, volunteer
sign up and events. The principal at each school is the owner of the account and has full responsibility
for the crowdfunding campaigns. Austin ISD teachers have login access to their campus page and can
create individual fundraising campaigns. The principal may add additional authorized users, including
bookkeepers, teachers, and staff. All school-based crowdfunding campaigns must first be approved by
the school bookkeeper and principal before the campaign is published on the Livingtree site.

PTAs

Because PTAs and schools often work closely on fundraising efforts, the district has authorized one PTA
account per school. PTAs have their own login credentials, can create crowdfunding campaigns and
events, manage donor lists, create volunteer opportunities and market fundraising campaigns. Funds
raised are directly deposited into the PTA’s PayPal account. All school-based crowdfunding campaigns
must first be approved by the school principal before the campaign is published on the Livingtree site.
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School Based Crowdfunding Campaigns
Campaigns follow a two-step approval process:

1. Bookkeeper Review — Once a teacher creates and submits a campaign, the bookkeeper will
receive an email notification to log into Livingtree and assign an accounting code related to a
campus activity account. The bookkeeper then notifies the principal that the campaign is ready
for approval.

2. Principal Approval — After bookkeeper review, the principal will receive an email notification to
log into Livingtree for final approval. Once approved, the campaign will be published on the
school’s Livingtree page.

PTA Crowdfunding Campaigns
Campaigns follow a one-step approval process:
1. Principal Approval — PTA campaigns will automatically be sent directly to the school principal for
approval before they are published on the school’s Livingtree page.

As the principal of your school, you are the manager of your school’s Livingtree account. All
crowdfunding campaigns made by your staff or by your school’s PTA will be reviewed by you.

As the reviewer, you may take the following actions:

1. Edit-If you decide the campaign needs changes, select the edit button. Your suggestions will be
noted in the chat notes and will be sent to the campaign creator. Once the campaign creator
makes the suggested edits, their campaign will automatically be re-submitted for your review.

2. Reject — Permanently reject the campaign if you do not want the campaign to be published.

3. Approve — Approve the campaign if it needs no edits, meets your campus’ objectives and goals
and has your approval. Once it is approved, the campaign will be published on Livingtree’s site.

District Process

The process for receiving donations was created in conjunction with Austin ISD Finance. All monthly
crowdfunding donations raised for a specific campaign during a month are deposited into the campuses
Wells Fargo KEV account. This typically happens during the first two (2) weeks following the previous
month. For example, donations raised during the month of February would appear on a campuses
March Wells Fargo bank statement.

Because this deposit is restricted to a specific crowdfunding campaign, the campus bookkeeper will
need to transfer these funds into a campus activity account designated to the particular crowdfunding
campaign. This will allow the campus to use a district AMEX Purchase Card (PCard) or a PO to purchase
items specific to the campaign budget and easily provide any requested information regarding a
campus’ purchases for such campaign.

Please note that it can take up to 30 days for donated funds to be deposited in your school account. Tax
receipts acknowledging the donation will automatically be sent to donors via email.
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Questions regarding your campus Wells Fargo KEV account should be directed to Martha Ladyman or
Esther Bull in Finance. Questions regarding your campus activity accounts should be directed to Tina

Montgomery in Finance.

PTA Process

Donations made to PTA-sponsored campaigns will be processed through the individual PTA’s PayPal

account.

Crowdfunding Video

Several resources exist on the Livingtree website to help schools create and implement successful
fundraising campaigns. This video tutorial provides a general overview and getting started with a

Livingtree crowdfunding campaign.

Log into Livingtree

e Goto learn.livingtree.com and click on the Log In button at the top of
the page. Enter your Austin ISD email address and password.

e If thisis your first time using Livingtree, click Forgot Password. You
will receive an email to your Austin ISD email address with a link to
reset your password.

e |f your Austin ISD email address is not registered with Livingtree,
please contact Ryan O’Donnell at ryan.odonnell@austinisd.org to
start a new account. Do not create your own account!

View Campaigns Waiting for Review

livingtree

Forgot Password?

When campaigns are submitted for review, you will see a message at the top of every page of your
account that says Pending Actions for Your Review, Click Here. You will also receive an email alerting you
of the status of pending campaigns. Select Click Here to view all the campaigns that have been

submitted for review.

o Pending Actions for Your Review,

Click on the campaign name to be taken directly to a draft of the campaign. To take action, click the
green chat bubble to open a window. You may leave notes and either approve or reject the campaign.

All notes pertaining to the campaign will be saved for review.

Name Type Created by Last update Approval Status and Chat
All Fundraising 4§ All Accounts ] All Statuses
Kealing HornetLab Campaign Anita Johnson 2019-08-30 08:45:00 Pending Your Approval

Approval Chat

Pending Your Approval Computer Club

Approval status was changed to "Pending Accounting Code

Can this go to the Kealing Computer Club 044.3.0179.0 or oes it have to be separate?

Approval status was changed to "Pending School Approval*
With accounting code: Computer Club

Reject with Feedback

If the campaign is approved by the principal, it will then be published on the campus’ Livingtree site.


mailto:ryan.odonnell@austinisd.org
https://learn.livingtree.com
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View reports in Livingtree
Click on Fundraising in the left-hand column and click on Reporting in the top right.

lillingtree | oG our

Create a Campaign My Drafts My Templates ~ Livingtree Templates ~ Archive

Active Campaigns

You will now be directed to the crowdfunding reporting section.

Fundraising Reporting

Campaigns. v | airme v | [acompoigns

The main page will display the total number of payments, total donation amount, average donation
amount, total number of campaigns, total number of donors, and total percentage of goal amount
raised, along with a list of all of donations.

Use the dropdown menu to customize the crowdfunding report. Users can create reports based on
campaign name, dues, events, or time frame.

Fundraising Reporting

All Fundraising

Campaigns v £8 All Time v All Campaigns v
Today

Campaigns

Memberships This Week

8 Last Week
Drawings

This Month
Events

Last Month

Fund-a-Thons

This Year

Last Year

All Livingtree reports can be exported as either as an Excel file or as a PDF by using the export buttons at
the top of the chart. Use the Excel file to sort the list as necessary.

Need help? Email support@livingtree.com or call (512) 957-2313 (extension #2) for additional support
using the Livingtree platform.
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