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2 Introduction
2.1 About this manual
This manual has been written for everyone who wants to use the Givt dashboard or already
uses the Givt dashboard. It is a quick start for the beginning user. For the more advanced
user, it gives answers to possible questions and may give suggestions on how to use the
dashboard more properly.

2.2 About the Givt dashboard
The Givt dashboard is the workspace where you can manage the collections done with Givt.
It consists of different pages where you will be able to see how much was collected during a
certain collection or where you can quickly find how much was collected over a certain
timespan. You will also find the weekly payments to your organisation. The dashboard will
ask you to name your collections so that you can easily map a payment to the collections
you have organized.
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3 Starting with the Givt dashboard
3.1 Log in
3.1.1 Web App
The Givt dashboard is a web application. This means that it is possible to access the
dashboard via a web browser on your desktop or laptop, like Microsoft Edge, Mozilla
Firefox, Google Chrome or Apple Safari. It is also accessible via a browser on your
smartphone.
When you are using a different browser than Google Chrome, you will see the following
notification:

3.1.2 Start
You can open the Givt dashboard in your web browser via this URL:
https://cloud.givtapp.net/

3.1.3 Log in
To log in to the Givt dashboard, fill in your e-mail address and password. You can find the
password in the e-mail about dashboard credentials.
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3.2 Screen layout

The Givt dashboard consists of a number of pages which you can reach through the buttons
on the blue menu bar on the left side of the screen.
The different parts of the screen are:

1. Dashboard name – This is the name of the current dashboard. If you have access to
multiple dashboards, you can choose here which dashboard you want to see.

2. Overview – This is the first page. It shows the number of givers, the total amount
collected in the last collection, the total amount collected this month and the
average number of givers per week.

3. Collections – On this page you can search for a collection and see how much has
been collected during a specific timespan.

4. Payments – On the page ‘Payments’ you will find the weekly payments and their
details.

5. Allocate – This page asks you to give a name to the different collections on a
specific date and thereby link them to a specific purpose. This way both your
organisation and Givt will know which collection is connected to which purpose. This
creates the possibility to communicate clearly about those collections.

6. Scheduler – Here you can easily allocate multiple collections in advance to specific
goals and time slots.

7. QR code – Here you can request a QR code (the generic type or a specific type).
8. Preferences – With this button you can open the preferences for your dashboard.
9. Manual – Via this link you can open this manual.
10. Log out – With this button you will log out and the dashboard brings you back to
the login screen.
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4 Dashboard functionality
4.1 Name of the dashboard
The name of the dashboard shows you on which dashboard you
are currently working. In some cases organisations have multiple
dashboards (f.i. with a special collection event). When you have
access to multiple dashboards and want to switch, you can click on
the name and select another dashboard in the dropdown list.

4.2 Overview
The page ‘Overview’ gives a quick overview of the last collection in your church or
organisation. Below you will find the different parts of this page.

1. This month – This amount is the total amount given this month. The number below this
amount is the average amount per donation.

2. Last collection – This amount has been given during the last collection. The number
below this amount is the average amount per donation.

3. Number of givers – This is the total number of givers this month.
4. Average number of givers – This is the average number of givers per week.
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4.3 Collections
On the page ‘Collections’ you can get an overview of what has been collected during a
certain timespan by providing a start and end date and time. This way you can quickly and
easily find out what has been donated to one or more collections.
Choose a time frame and click on ‘Search’. You can save this time frame by providing a
name and clicking on ‘Save’. Furthermore, it also shows you what has been collected for the
different collections during that time frame. By clicking the small pie chart, you achieve an
overview of the status of the various donations. The statuses are the same as the statuses in
the overview of donations in the app.
Has a donation been ‘In Process’ for a long time?
On the ‘Collections’ and ‘Allocate’ tabs, you will see the status ‘In Process’. The donations
that remain in this status are donations made by people who have not yet completed their
registration in the Givt app. These are often new users, who may not be aware that they
have to complete their registration. We send these users several emails and notification as a
reminder that they have yet to complete their registration.
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4.4 QR code
On this page you can find and create general or specific QR codes. A generic QR code has
no specific allocation that can be found on the "Allocate" page. A specific QR code does
have a specific allocation. This can be filled in by yourself in advance and can also be
viewed afterwards on the "Allocate" page. For example, a specific QR code can be used for
newsletters, special promotions on the website or on other (social) media, etc. A general
QR code can be used to generally receive donations for the organization.
When scanning the QR code it is also possible to give to up to 3 collections at the same
time, just like the other giving options.
Both QR codes each have their own advantages:
The general QR code:
One code for everything (this code can be printed indefinitely)
Donations can be allocated afterwards
Flexible in use
A specific QR code:
A specific QR code can be requested per campaign or cause
Gifts are pre-allocated
Clear insight into which QR code is responsible for specific donations
You can create a specific QR code in 4 steps:
Click on "request a new QR code”
Press next
Choose “specific QR code”
Enter the name for this specific QR code and press next
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The QR code is now automatically downloaded and can be found at the bottom of your
screen

4.5 Allocate
By allocating the collections to a certain goal or purpose, the various amounts get meaning.
This way, both Givt and the church or organisation gets more insight into the collections. By
allocating the collected amounts it is clear which donations and possible refusal costs are
connected to which purpose.
If there are still transactions that have not been allocated to a purpose, you receive a
notification on the top of the pages ‘Collections’ and ‘Payments’. It is however, not required
to allocate the donations, they will be processed and paid out whether they are allocated or
not.

4.5.1 Allocating a collection
When you click on ‘Allocate’, you get a calendar overview of the current week. By clicking
the arrows on the top left side it is possible to browse through the different weeks. You can
also choose to only view a single day.
When donations have been processed in our database, you will find the not allocated
collection(s) as a question mark (
together in time slots of half an hour.

) on the calendar. De donations are bundled

A small note on the ‘In Process’ status:
On the ‘Collections’ and ‘Allocate’ tabs, you will see the status ‘In Process’. The donations
that remain in this status are donations made by people who have not yet completed their
registration in the Givt app. These are often new users, who may not be aware that they
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have to complete their registration. We send these users several emails and notification as a
reminder that they have yet to complete their registration.
To give a name to collections within a time slot, you simply do the following:
1) Click on a
.
2) Enter the name of the purpose (maximum of 50 characters).
3) Click on
Shift + Enter.

or use the keyboard shortcut

4) If the allocation is successful, you will see a

.

At the top of this popup you can enter a specific time frame.
Furthermore, it is also possible to assign multiple time slots containing a question mark all
at once. To do so, click on a time slot and drag down or up. All not allocated collections
inside the selection, can be allocated per collection goal (Collection 1, 2 or 3).
When you do not see orange question marks anymore, all collections have been allocated.
If you see the following icon
on the calendar, there is at least one
allocated and one not allocated collection in this time slot.
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4.5.2 Allocating an entire week
You can choose to allocate all not allocated collections to a purpose with one action. Simply
fill in the name and click the check mark.
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4.5.3 Viewing and deleting an already allocated collection
To view an allocated collection, click on a

. You can view the detailed

information of a collection by opening the details (click on

).

If you would like to change the names of collections, you can do so by clicking the input
fields and start editing. After filling in the names, just click ‘Save allocations’ and everything
is stored in our database.
By clicking ‘Cancel allocations’, only the allocations are removed. Of course, donations will
not be lost, only the name you had entered will be deleted.
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4.5.4 Inspecting the predefined collection locations
Predefined collection locations are Givt-beacons or QR-codes that do not move and that
received a name during the planning of the cooperation between your church or
organisation and Givt. Donations to fixed collection locations are automatically put as green
check marks in the calendar. You can click on a green check mark to get more information
on the collection. If there was also a variable collection by means of moving beacons in the
same time slot, then these results will be displayed in different tabs.
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4.5.5 Easily allocating multiple collections with the scheduler
With the ‘scheduler‘, you can easily allocate collections. Because this is done with a table, it
is a convenient way of allocating multiple collections.
Upon opening this page, you first see all the allocations you have already made (in either
this page or on the ‘Allocate’ page)
By pressing the ‘Add’ button, you make a new row in the table. You
can then fill in the start date and time, the end date and time, a name
for this collection, and choose to which of the three collections it
pertains. This new allocation is then also visible in the ‘Allocate’
calendar.
In the right column of the table, you see three buttons. With the
green plus-symbol, you add a new row. With the red cross, you
remove the current allocation. Of course, the actual donations are not
lost, they just lose their allocation.
Possibly the most useful button is the middle one: with the copy function, you duplicate the
current allocation. You can then simply change the date if the next collection needs the
same allocation. Or you can change the name and number of the collection, to change the
destination of the second or third collections at the same time.
On opening this page, the list is always ordered by the date of the allocation. Switching
between pages with the up and down arrows also triggers this chronological sorting.
Please note that allocations for past collections cannot be changed for technical reasons. If
you wish to make changes to these allocations, you need to remove the relevant allocation
and make a new one in its place.

4.5.6 Uploading a CSV-file
It is possible to allocate collections in the future by entering
collection information in a CSV-file (Comma-Separated Values) and
uploading it through the interface. This makes it easy for you to
allocate a complete year plan before the collections actually happen.

Allocating in the future without a CSV-file? Please read the paragraph ‘Allocating a
collection in the future’ for more information.
Start date; End date; Name; Collect Id; IMPORTANT : There has to be
a space in front of the date.
2018-09-30 08:00; 2018-09-30 10:30;Goal first collection; 1
2018-09-30 11:00; 2018-09-30 14:00;Goal second collection; 2
2018-09-30 15:00; 2018-09-30 17:00;Collection 3; 3
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2018-10-01 00:00; 2018-11-01 00:00;Collection 1 october; 1
2018-10-01 00:00; 2018-11-01 00:00;Collection 2 october; 2
Download the CSV-example by clicking on ‘Download example’. This file shows how you
should write the allocations so that our system will be able to import them.
Start date: date and time of when the collection starts.
End date: date and time of when the collection ends.
NB: the end time is not included in the allocation. Therefore this timestamp can be used as
a begin date and time on the next allocation.
Name: give the allocation a name.
Collect Id: enter the number of the collection. You can enter up to three collections in the
same time frame. Enter 1 if you do not have multiple collections.
You can find a detailed step-by-step plan of how to edit and upload the CSV-example with
use of Microsoft Excel below.
A. Importing the CSV-example file into Excel:
1. Open Microsoft Excel on your computer.
2. Open a new, blank document.
3. Choose the tab ‘Data’. In the group ‘Get External Data’, click ‘From Text’. Then,
in the dialog box ‘Import Text File’, double-click the text file that you want to
import. Doing this, you will have to navigate to the folder on your computer
where you have saved the CSV-example file and select that same file. Now click
on ‘Import’.

In case this might not work, you can also import the file this way: click ‘File’ >
‘Import’ > (navigate to the folder where the CSV-example file is saved) > select
the file and click ‘Import’.
4. In the next window (Import text wizard), first select ‘Delimited’ and check the
checkbox that is shown above the preview of the file (there are headers in the
CSV-example file. Click ‘Next’.
5. In the next window, check the checkbox in front of ‘Semicolon’. (If the checkbox
in front of ‘Tab’ is checked, then clear this checkbox.) Click ‘Next’.
6. In the final window of the wizard, click on the radio button ‘Text’. Now, select
the next date column (the second column) and click ‘Text’ again. This is
important in order for the dates to not change to another format so no
problems can arise when processing the CSV file on the dashboard. Last but
not least, click on 'Finish'.
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You are now able to edit the CSV-example file by adding rows, changing the allocation
names, add multiple collections by copying a row and only adjust the last number
(Collection 1, 2 or 3) and/or the timestamps (for example, make allocations that last a
whole week) etc..

B. Exporting of/save as a CSV file:
Finally, to save the modified CSV file correctly, choose ‘File’ > ‘Save as’ > in the
dropdown next to ‘Save as type’, select ‘CSV (Comma delimited) (*.csv)’. Before ‘saving’
right away, make sure that the regional settings of your Operating System (Windows or
Mac) are set to a country that uses a comma as a decimal separator. This way, MS Excel
will use the semicolon as the delimiter instead of a comma. Re-open the file in Excel,
choose a name for the file and click ‘Save’.
This file you can then upload on the dashboard. When you want to upload this file to the
dashboard, you simply navigate to the folder where you saved the CSV file (by default,
this is the folder ‘My documents’).

On the link below, you can read more into detail about how to import text/csv files in case
you need more information:
https://support.office.com/en-gb/article/text-import-wizard-c5b02af6-fda1-4440-899f-f78ba
fe41857?ui=en-US&rs=en-GB&ad=GB
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When you have finished editing the CSV-file you can upload it by clicking on the button
‘Upload CSV’. On the right side of the screen you will see if the upload was successful or
not. Green means the allocation was saved successfully. Red means the allocation was not
saved successfully. In the notification you can read why there was a problem.

4.5.7 Allocating a collection in the future
If you would like to allocate a collection in the future, you can do so by clicking a time slot
on the calendar or by dragging over multiple time slots. In the popup screen that opens,
you can enter up to three collections. If you only have one collection, just enter a name for
‘Collection 1’ and click Save.
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4.6 Payments
4.6.1 General
This page shows you an overview of all the payments your church or organisation has
received. If you click on the pie chart (1) next to a payment, you will find the details of this
payment. See below for an example.

Click on the different types of ‘Deductions’ to get more information about them.
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4.6.2 Allocations in payments
Under every payment on the page you can get an overview of the collections just like you
have allocated them.

As you can see in this example, a total amount of £11.21 has not been allocated yet.
Therefore, for you it is not clear where the money should go to. You can find more
information on how to allocate collections in the chapter ‘Allocate’ in this manual.
The following example shows a payment where all collections have been allocated.
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You can see that there is one donation of £6.00. It was donated on the 29th of June. This
payment, however, covers the week of August 6th until 13th. This seems odd, but it can
happen because of different reasons:
1. The giver has used the app in offline mode and only a few weeks later the app
succeeded in sending the donation to the Givt server.
2. It took the giver quite some time to sign the mandate on his/her bank account or
has had problems doing so and had to be helped by Givt.
3. The bank of the giver has processed the transaction later than normal.

A specific example concerning the mandate:
For example you organized a collection on December 2nd 2018 for a project in Malawi. On
the page ‘Allocate’ you gave the name M
 alawi to the collection. Ten days later Givt
processed the week of December 2nd and executed the payment. In the overview of the
payment it said that £65.00 was collected for Malawi. Three weeks later you receive a new
payment and now it says there’s another £1.00 that was collected for Malawi. This is
because someone gave £1.00 to Malawi on December 2nd, but did not sign his mandate
yet. Three weeks later he did sign his mandate and therefore there is another donation of
£1.00 in the overview of the payment.
A specific example concerning the offline mode in the app:
Given the previous example, a user uses the app in offline mode during the collection on
2nd December 2018. He gives £50 during that collection, closes the app afterwards and
doesn’t use the app for three weeks. After three weeks he opens the app in online mode
during another collection. The donation of three weeks ago now also gets sent to the Givt
server, but this donation still has the timestamp of three weeks ago when the donation was
made. Yet this donation will be paid out to you with the same payment as the online
donation during the latest collection.
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4.6.3 CSV export
4.6.3.1 Explanation
On the page ‘Payments’ it is also possible to download a CSV export. There are two ways to
do this: use the download button next to the payment or choose a start and end date for
which you would like to download an export and click the download button.

The CSV export shows you an overview of the following items:
A. Date: the date on which the specific collection was done.
B. Allocation: the specific goal you have allocated the collection to. More information:
see chapter ‘Allocate’.
C. Number of transactions: the number of donations done via the Givt App.
D. Gross amount: the total collected amount (debited from the accounts).
E. PSP Transaction fee: the costs per transaction of the payment provider (SlimPay:
€0.10, EazyCollect: £0.14).
F. Mandate cost: the costs per new mandate of the payment provider. Givt settles
these costs over the first four donations of the giver. This way costs are fairly
distributed over the situations in which the giver uses the Givt App.
G. Refusal cost: the costs per refusal of the payment provider.
H. Givt transaction fee: the part of the transaction fee destined for Givt.
I. Payment cost: the cost per payment of the payment provider.
J. Refusals: the total amount of all the donations that were refused or cancelled.
K. Net amount: the gross amount - all costs. This amount can be negative if there were
more refusals than there were successful donations.
L. Net amount (not rounded): the net amount, but with more numbers after the
comma.
The sum of this column is the amount that was sent to the account of the church or
organisation.
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4.6.3.2 Example
The following example visualises the explanation above.

The first two collections have not been allocated yet and therefore receive the name: “Not
allocated collection”.
The total amount has not been added to the CSV export, therefore you can simply import it
into your bookkeeping software or Excel sheet and calculate the total yourself. Or throw
some different formulas into it.
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5 Gift Aid

5.1 Gift Aid on the page ‘Allocate’
In the allocating view (on the page ‘Allocate’) you can keep track of how much was given to
which collection, how many donors used the Gift Aid functionality, and how much your
organisation can expect to receive in Gift Aid.
1. Just next to the Gift Aid logo (
), you can find the number of donations made
with the Gift Aid option active.
2. We calculate 25% of all donations done with Gift Aid (except those that are
cancelled) and display this value here.
3. The total amount shows an addition of the given amount plus the calculated extra
amount thanks to Gift Aid.
Please keep in mind that this is an indication, since HMRC will calculate and pay the
precise Gift Aid amount.
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5.2 Gift Aid on the page ‘Payments’
In the overview of payments (on the page ‘Payments’) you can find an estimate on how
much your organisation can expect to receive in Gift Aid.

