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Aloha United Way

200 N Vineyard Blvd., Suite 700
Honolulu, HI 96817




Welcome

Aloha United Way's (AUW) e-CIlmpact Agency Site Training Manual.

e-Clmpact is an online program designed to efficiently collect information and data.
AUW uses e-Clmpact as a tool throughout the year by accepting Donor Choice Partner
Agency applications, Impact Funding Request & Reports, and collecting General Agency
Demographics & Statistics. Agencies have access to their personalized and secure
website containing information associated specifically for them. The entire process is
managed through the administrator permission-based online view, enabling users at
your organization to access the system from anywhere with a computer and an internet
connection.

The purpose of this training manual is to assist agencies with the online application
process to become a 2016 Aloha United Way Partner Agency.

Any questions about the overall process you may contact:

Marc Gannon
VP, Community Impact
marc@auw.org
808.543.2215

Any questions about e-CImpact Access, problems or questions contact:

Leanne Aken
Associate, Community Impact
leanne@auw.org
808.543.2206

Donor Choice Agency Training Manual — 2015 Aloha United Way 1


mailto:marc@auw.org
mailto:leanne@auw.org

Table of Contents

ACCESSING E-CIMPACT ...ttt ettt b b bttt h e b b bt e et bt e e bbbt s e b bt e b b e bttt b bt a e e b b e bt et et h et e b b e bttt e bttt ebebenes 3
REGISLEMNNG @ NEW AGENCY ..evviiiitetetetetete sttt bbb bbb bbbttt te bbb bbb 4 4 e 4 e s s ettt b bbb e b e b e bbb et ettt ettt 4
AAGENCY LOGIN ..ttt ettt h bbb bt e e b b s e e b bt E b b s e E b h et E R bR E e bRt E R bR E bbbt bbbttt b bttt ee 11
FOIGOTIEN PASSWOIT........eieiiiiiiitctet ettt ettt b bbb ettt bbbk b bbbttt ettt eseaebene 11
AGENCY SItE HOME PGttt b bt s bbb bt st d bt s e b bttt E bt b e b bttt b et b e b b et st et b et e e 13
Account Management Change PaSSWOIT ........c.c.cciririrriiiiccieieieietetetese ettt ettt ettt ettt ettt eb b bbb b e b b et et s e s e e s 14
USEI PIOFIlE ... e 14
AGENCY INFOIMATION ...ttt b bbb bbbttt bbbkt bed e e ettt bbb b e b bbb e b bt et e s e et 14
AGENCY PrOTIlE .ttt h bbb Rt bR e bt bt e et e b e b e e e n e e ane e b et eennee e 15
Account name(s), address(es), phone number(s) and €mail adArESS(ES) ... veuvvirreerriiriieiiieriie e 15
AGENCY CONTACES ...ttt ettt b et s s a et h e s e st e R e e st s s e e e et e bt s e e et e R et s et e st st e e bt se et e R e e bt s e st b e s e bt sa et ene e sennenean 15
COMMON NAVIGATION ..eeiiiiittetetet sttt ettt ettt ettt ea b bbb bbb 44422 ettt h bbb bbbt e bbb et et sttt cacacaeseaenes 16
LS EE T et oy 4TI Y o) o1 T 14T TP 17
JaXelelt [ o Y oTo] [ 1o o W OO PP O PP PUPPPPPPN 17
FOPM STATUS .ttt h e e e bt e s b e e e s a e e e e hb e e e e oh b e e e o b et e e e h bbb e e e b b e e e e hb et e e b b e e e e e s e e e 17
SWILCRING FOIMS .tttk a e b e h bt ekt e bt e 4h e e bt e e s bt e eh bt 4R et e bt e bt e et e ean e et e e et e nae e e b e e nneas 18
AAPPIICALION PIrOCESS ...vveiiiieiettet ettt b ettt b bttt bbbttt h e b b bt e s e b bt e b b st s e b sttt e b b es et b e sttt e b b s et sttt e et bebenes 19
Y <Yetd T o I R Ve 1T o Toy VN (g1 {4 o - 14T o SRR 19
Section 2: Contact INFOrMELION.........oiiiiii e 19
Section 3: Certification & COMPIANCE .....c..uiiiiiieiei et b et e et shb et e et nae e e ne e e e beeenne e 19
Section 4: CamPAIGN MatEIIAIS .......iueiiiee ettt b et b e e bt e s bt e bt e b et et h et b et e et 19
Section 5: Donor Electronic Acknowledgement ReSPONSe (D.EA.R) .....eiiiiiiiiiiiieiiieee et 19
Section 6: Electronic Fund Transfer (EFT) Information and AUthOFZation ...............oooiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee e 20
Section 7: Three Year FINANCial SUMMAIY ........ooiiiiiiiiii et s st 20
Section 8: Financial Narrative (OPTiIoNal)...........eoiiiiiiiie ettt eb e et e e et e e s e et ee e 20
Section 9: Executive Director's EIeCtronic SIgNature .........c.ooiiiiiiiiic e e 20
SECHION 10 ATLACIMENTS ...ttt ettt ettt oot e e ek bt e oo ekt e e eabb et e ea b et e ekt e e e e bt e e e nbe e e et eeeane 20
Department of Commerce and CONSUMET AFfAIIS ........cuiiiiiieii ettt b e eneas 22
Department of the Attorney General's Office — Hawaii Charities ...........ooviiiiiiiiiiic e 25
SAVE OPTIONS ..ttt bbb e h bt e e h b e b a e e e R e e e e e b e e e e b e e e e h bt e e e b b et e e b b e e e e b et e e e e e e nb e e e e breeeeae 26
VIEWING ATLACAMENTS ...tttk a oo bt a bt e h e e bt ea b e e b et e s bt e oh bt e be e e et e b et e bt e eab e e ke e et e s e e neeenns 27
DIEtING ALLACMENTS ...ttt ekt e bt e na e e bt h e e bt e bt oo R bt e £ et e bt e ekt b et h e bt e e nn et e 28
SUBDMITEING APPIICATION 1.ttt oottt ekt ook et e okt ee4a ket e e eabb et e ea bt e e ekt e e e et et e e nbe e e e bneeenne 29
R U o0 2P 29
[ a4 TaTe [ @] o1 o] o F T PSP PP PP PPPPPOP 29

Donor Choice Agency Training Manual — 2015 Aloha United Way 2



Accessing e-Clmpact

All you need to access e-Clmpact is a computer with an internet connection and current
version of web browser (example: Internet Explorer, Firefox, Chrome, and Safari)

To access the e-CImpact website, please go to:

https://agency.e-cimpact.com/login.aspx?org=13010F

Please bookmark the address to easily access e-Clmpact at your convenience.

i htps://agency.e-cimpact.com/login.aspx?org=13010F

Way
Aoha United Way LIVE UNITED.

™

@ IMPACT

Community Impact Management

AGENCY SITE

Create an new AUW account through e-Clmpact

New to e-Clmpact?

To create a new account select the link below:
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https://agency.e-cimpact.com/login.aspx?org=13010F

Registering a New Agency
If you are not yet an Aloha United Way Partner Agency, please proceed with site
registration. Registration is required for all non-partner agencies.

Step 1: From the agency login page select ‘Create new agency account’

Sign-In

Please sign in to your account.

IMPACT

User Name ‘

‘ Fassword

Community Impact Management
Forgot your password?
Don't have an account?
. i
NEW to e C | m paCt : Create an account to apply for available grants

Click here'to createa new Account |

3 e by Thawte
e = . A Naks
2013-05-25 © 2013 e-Cimpact, Community Impact Management seaii «.;Okia
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Step 2: Please read welcome page carefully, and then click ‘Next’' to continue with your
registration process.

bs://agency.e-cimpact.com/registration/welcome.aspx?org=13010F

LIVE UNITED.

Welcome to Aloha United Way's e-CImpact Website

Aloha United Way is pleased to offer our Donor Choice Partner Agency application online. Qualified agencies will be eligible to receive donor
designations from our 2015 Pacesetter and General Campaigns.

To make this process easier there will be several documents that you should have ready before you begin completing the application. All
attachments must be uploaded in order to submit your application.

Applications must be submitted on or before Monday. November 17, 2014 to be eligible for consideration to receive designations in the
2015 campaign year.

Here is a list of the sections make up the AUW Partner Agency Application:

1. Agency Information

2. Contact Information

3. Electronic Fund Transfer (EFT) Information and Authorization
4. Certifications

5. Campaign Materials

6. Partner's Enhanced Acknowledgment Response (P.E.A.R.)
7a. Three Year Financial Summary

7b. Financial Narrative (Optional)

8. Executive Director's Electronic Signature

9. Application Attachments*

*Attachments to include:

1. Agency Logo: Agency logo will be displayed on Aloha United Way's website and promotional materials.(Logo Requirements: 4 color, 300
DPL, JPEG Format)

2. Audit & Management Letter: Agency's most recent audit and management letter (if revenue exceeds$500,000) or most recent
independent financial review (if revenues are $500,000 or less).

3. IRS 501(c) (3) Determination Letter: Agency's IHS 501 (c) (3) tax exemption letter showing IRS Employer Identification Number (EIN).

4, IRS Form 990 & All Schedules: Agency's past three years completed Form 990 including the signature of an officer and all applicable
schedules. (Starting with the most current year going back. i.e., 2013, 2012, & 2011)

5. Compliance with the Attorney General: Agency's registration status with the Attorney General's Office. If your agency is exempt from
registering with the Attomney General's Office please upload a copy of the exemption letter, Listed below is the AG website where you can
obtain a free PDF copy of the required documentation.

o ittp://ag.ehawaii. gov/charity/search. htm
6. Compliance with the DCCA: Agency's registration and certification of good standing with the DCCA. Listed below is the DCCA website
where you can obtain a free PDF copy of the requires o
+ bios e chazt o ocumentssearch il Step 2: Read

message carefully,

and then click “Next”

@, Cancel and Refum to Login Page
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Step 3: Please enter agency Employer Identification Number (EIN) and click “Next".

*EIN — the system will automatically validate your EIN, confirming you do not already

have an e-CImpact account. The system will also automatically enter any information
linked to the EIN entered.

npact.com/registration/accountaspx’org=13010F

hands your heart,

your muscle.

Way K
LIVE UNITED.

Agency Registration

- 1"“

@ Fields marked with an * are required fields.

Step 3: Enter agency EIN

Please complete the requested information below. and click “Next”.

Agency Account Information /
EIN Number;*

12-3439676

FIN Number Format: ‘##- #4448 or ‘$HHddH#

6 Previous Next 6

& Cacland R g
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Step 4: Enter all required information regarding your agency. Username should be your
email address.

IMPACT

Community |

Agency Registration

‘ 6 Fields marked with an * are required fields.

Please enter information about your non-profit agency.

a CY AL Infor
EIN Number:*

Agency Name:™

Additional Agency Account Information
Description:

Limit up to 750 characters (0 used).
Accredited: ) Yes @ Mo

Mission Statement:

Limit up to 750 characters (0 used).

Address

Address Type:™ — Select Address Type — ~

Address Line 1:%

Address Line 2:
City™
State:™ Tlinois -

Postal Code:™

Email Address

Email Address Type:™ — Select Email Type — ~

Email Address:*

Phone Number

Phone Number Type:™ — Select Phone Type — =

Phone NMurmber:*

Primary Contact Information

Contact Type:™ -- Select Contact Type — ~

First Mame:™

Last Mame:*

Preferred Login

Enter your Password then retype the P;
characters in length and contain at least 1 cl
not in the i D, B,

Iy. Your Password mi
ric, or special charact

Password Examples:

-- abcdefg2 (wvalid, contains letters and numl
= L d (walid, i letters and nul
-- 1234567# (valid, contains letters and nu
— (invalid, ins only letters)

-- abc23 (invalid, less than 6 characters)

Preferred Username:*

Passwword:™

Confirm Password:+

& rrevious Next &

E=] cancel and Return to Login Page

© 2013 e-C IMPACT, Community Impact Management
Secured by Thawte™ Powered by Seabrocks.
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Step 5: Select application and then continue to the next page.

rg=13010F&g=b0bf1cd9-cofd-4e27-92c7-fc5645b6bb49

United

Way X
LIVE UNITED.

2015 - 2017 Community Impact Funding Application

™

Please complete each section of the online application to become an 2015 AUW Partner Agency. All
required documentation must be uploaded)attached before submitting. If you have any questions
please don't hesitate to call Leanne at (808) 543-2206 or email leanne@auw.org

2015 Partner Agency Application Step 4: Select application

and click “Next”

/

@ Previous Next 6

© 2014 e-C IMPACT, Community Impact Management
Secured by Thawte™ Powered by Seabrooks,
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Step 6: Review all agency information entered, and then

click 'Complete Registration’.

gistration_confirmation.aspx

Way X

™

LIVE UNITED.

Registration Review
EIN: 99-0073494
Agency Name:  ALOHA UNITED WAY INC
Website:
Additional Agency Account Information Summary
Mission .
Statement: Live Urited
Agency Information Summary

Address: 200 N VINEYARD BLVD STE 700

HONQLULU, Hawail

96817-3952

(Main)
Email Address:  leanne@auw.org (Wark)
Phone Number: 8888881234 (Direct)

Primary Contact Information Summary
Confact Name:  me you (Program Staff)
Company:
Job Title: Associate, Community Impact )
Step 6: Review your
Preferred Login agency'’s information,
Username: AUW_CT Click on “Comp|ete
Pt Registration”
Request Summary
2015 Partner Agency Application /
6 Previous Complete Registration 6

@ Cancel and Retum to Login Page

© 2014 &-C IMPACT, Co[nmunih« Impact Management

Secured by Thawte™ Powered by Seabrooks,
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Agency Registration Confirmation Page: Once your registration is completed you will

be able to print your confirmation page. You will also receive a confirmation email.

Agency Registration Approval: All agencies are automatically approved in the e-

CImpact system. Click on "NEXT" at the bottom of the page to start the application.

//agency.e-cimpact.com/registration/registration_summary.aspx?org=13010F

Registration Confirmation Summary

Success

Print your registration
summary for your records.

Successfully submitted on: 10/2/2014 at 9:55 PM CST
Confirmation Number: 18641

Confirmation #:

Reqistration S Y

18641
Successfully submitted on: 10/2/2014 at 9:55 PM CST

Y

EIN: 99-0073494
Agency Name: ALOHA UNITED WAY INC
Website:
Additional Agency Account Information Si
Mission ;
Statement: Live United
Agency Information S

Address: 200 N VINEYARD BLVD STE 700

HONOLULU, Hawaii

96817-3952

(Main)
Email Address: leanne@auw.org (Work)
Phone Number: 8888381234 (Direct)

Y

Contact Name:
Company:
Job Title:

Primary Contact Information S

Ms, me you (Program Staff)

Associate, Community Impact

Username:
Password:

Preferred Login

AUW_CT

SR

Click on “Next” to start the

Request § Y

2015 Partner Agency Application

application.
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Agency Login

Now that you have accessed your Agency site and registered your agency, it is time to

login.
Step 1: Enter your username and password

Step 2: Click 'Sign In to our Secure Server’ or use the enter key.

Sign-In

Please sign in to your account.

IMPACT  © "

Community Impact Management | R

AGENCY SITE 5ign in to our 5ecure Server

Forgot your password?

Don't have an account?

New to e_Cl m paCt? Create an account to apply for available grants

Click here to create a new Account

Othawteld <. by Thawte I
o i . S ] e
2013-05-28 © 2013 e-Cimpact. Community Impact Management seabresks

Forgotten Password

Step 1: Click ‘Forgot your password?’ on the agency login page.

Donor Choice Agency Training Manual — 2015 Aloha United Way
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Sign-In

Please sign in to your account.

User Name |

Passwaord |

Sign in to our Secure Server

Forgot your password?

Step 2: Enter your username
Step 3: Select ‘Auto-Generate my Password’

Sign-In

Flease sign in to your account.

ﬁ Please enter your Usermame.

Auto-Generate my Password

Step 4: Check your email, return to the login page and proceed to login. If you do not

see the email in your inbox, be sure to check your ‘junk or spam’ folder. If the email is

not in either, please contact Leanne Aken.

Donor Choice Agency Training Manual — 2015
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Agency Site Home Page

From the home page you will be able to access all parts of the agency site. There are

four basic sections:

> w N

Account Management

Agency Information

Important Information
Applications and Resource Center

1. Account Manaadement

L

& https :;’f’agency.e—cimpact.com,fhomeaspx?tokeﬂ:%//
Hello, Leanne Aken Change Password | User Profile | Signout §8€ssion time remaining: 1:38:42)

Font Size: AA

hands

your heart.

your muscle. your voice,

the unlullhnrl of all.

|.IVE UNITED.

Aloha United Way Test Agency

Home

Agency Profile
Contacts

Statements

Program Profiles

b.Doner Choice
Partner Applications

2015 Partner Agency Application k

Resource Center

Agency Update Instructions 2014 (1)

Partner Agency Relationship (1
GuideStar Overhead Myth (1)

DONORCHOICE €
Welcome to Aloha United Way's e-Cimpact Website

Aloha United Way is pleased to offer our Donor Choice applications online. Qualified agencies will be
eligible to receive donor designations from our 2015 Pacesetter and General Campaigns.

To make this process easier there will be several documents that you should have ready to upload with
you before you begin completing the application. Click on "Read more" to for a list of the required
documentation. All attachments must be uploaded in order to submit your application.

All applications are due  Friday, November 6, 2015  before 11:59pm HST.

Any late submissions will not be accepted.

Patner Agency Requirements:

=
™S\

4. Application & Resource
Center

Donor Choice Agency Training Manual —

2015 Aloha United Way
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Account Management

Change Password
Step 1: To change your password, select ‘Change Password'’

Step 2: Enter the old password
Step 3: Then enter the new password two times.
Password Rules:

e Must be between 6 and 15 characters.

e Must contain at least 1 character from 2 of the groups of alpha, numeric, or special
characters.

e Characters NOT accepted are: “, % or any white-space.

User Profile

The User Profile area is where you are able to add, edit, or delete any of your information
including: primary contact, basic information, email addresses, phone numbers, and mailing
addresses. Users may also choose to be ‘Included in all Emails’. Enter any necessary information,
and then click ‘Save/Update’.

Primary Contact: There can only be one primary contact per agency. This can be set by selecting the
check box “Primary?”. The primary contact is automatically included in all emails and cannot be
deactivated unless a new primary contact is selected. This individual is likely to complete the annual
application, reports and manages contact information or other administrative tasks/functions. In
many cases this is not the Executive Director. This person is Aloha United Way's point of contact for
general correspondence.

Include in all Emails: This allows users to receive all emails sent through e-Clmpact. Users who do
not select ‘Include in all Emails?’ will only receive emails that are appropriate for their position.

Active: Make sure your account is ‘Active’. Once a user is deactivated you will need to contact
Leanne Aken to reactivate the user account.

Agency Information

The Agency Information section is where account information, contacts, statements
(mission / vision / agency) and program information is housed. From this section you
will be able to update your address(es), or contact information.
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Agency Profile

The profile page is where all agency specific information is housed and can be updated.
This includes the basic information — agency name, EIN, staff contact, primary contact,
website, etc.

Account name(s), address(es), phone number(s) and email address(es)
You may also add, edit or delete account names, address, phone numbers and email
addresses. Agencies are able to have multiple records for each section.

‘Account Names'’ is a place for any other names for your agency, or if your agency

name is abbreviated you may place the legal name here.

Agency Contacts

When adding a new record, or updating existing records, be sure to select ‘Active’
appropriately. ‘Primary’ can only be selected for one record.

To view all agency contacts — click ‘Contacts’ from the agency information section on the
homepage.

From this area you will be able to see anyone who is currently listed as a contact at your
agency, as well as add, edit, deactivate or delete an agency contact.

The agency contact profile page is similar to the user profile and contains the same
information.

- Name and preference
- Email addresses

- Phone Numbers

- Addresses

Request a Login: Once a new contact has been created, you are able to request a login

for this user.

Step 1: Click 'Request a Login’
Step 2: Enter username and password.
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Common Navigation

The navigation links in e-CImpact are consistent throughout the site.

W Sl y Work

';, Save My Work And Retum To Previous Page

% Save My Work and Mark as Completed

5 Return To Overview Page

Font Size:

A

Save My Work: Refreshes the page while
saving any changes made to your data.

Save My Work and Return to Previous Page:
Returns you to the page last visited while
saving any changes made to your data.

Save My Work and Mark as Complete:
Upon completion of each section of the
application this must be selected before you
are able to submit your application.

Return to Overview Page: Will return you to
the previous page and will NOT save any
changes made to your data.

Changing the Font Size: Located in the
upper right hand corner of the agency site,
click the large ‘A’ to increase the font size.
Click the smaller ‘A" to decrease the font
size.

Content Sensitive Help: Any time you see
this green question mark, scroll over for
additional information about the section.

@ Fields marked with an * are required fields.
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Basics of the Application

Accessing Application

Step 1: Choose the application from the list located in the left hand navigation.

Donor Choice Partner Agency
Certification

Donors Choice Certification

2016 Partner Agency Application &
(M/R)

Form Status
This page works much like a check list. You are able to easily see how much of your application

you have submitted.

Not Started: When the
application or form is in not

Application Status Print |/ Review Option

In Progress Ready To Submit Submitted started status, it means that no
PotUpdaed | Status data has been entered yet.

=

e’

’ Not Started ‘ In Progress: If the form is set to

Not Started in progress, then the form has
Not Strted been started, and saved. The
Not Started
form has not been marked

ot Started
Not Started completed. The top bar will
Nat Started remain at 'In Progress’ until all

- prktated forms are marked completed.

9. Application Attachments Mot Started

Ready to Submit: Once all forms are marked complet top bar should move to ‘Ready to Submit'.

At this stage you should review any information entered, then move on to submit your application.

Submitted: When an application is in submitted status, you will no longer be able to make changes to the
information on the forms. If you submit, and find you need to make an edit, you should contact Leanne

Aken.
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Switching Forms
There are two ways to switch forms within an application:

First: When you are finished with one form, click on ‘Save My Work and Return to

Previous Page’, and then select the next form.

:ﬂ Save My Work And Return To Previous Page

Second: You can use the 'Switch Forms' option, located in the upper right hand corner.

Step 1: Click ‘Switch Forms’ to view the list of available forms.

FF =
Step 1: Click
Children's Home Foundation here to see a list r
Status: Not Started of other forms e
available I

Agency Information

@ Fields marked with an # are required fields.

==*NOTE: Remember to upload the documents required as set forth in the Financial Checklist section below in the space
provided on the Agency Form List/Summary page.

Step 2: Click on the form you would like to move to.

b.Donor Choice

Partner Applications - 2015 Partner Agency Application

Aloha United Way Test Agency Switch Forms

At any time you may select another form to work on. x

Status: In Progress
Your work on this form will be saved automatically_

1. Agency Information

Aloha United Way Test Agency In Progress
@ Fieldsd] m 1. Agency Information™ In Progress
2. Contact Information™ Mot Started

» Please revigw all agency information
d Y 3. Electronic Fund Transfer (EFT) Information and

R R - Not Started
- Authorization®
- Scroll over §2) for additional informat]
4 Certifications® Not Started
5 Campaign Materials* Not Started
Legal Mame of Agency™ Al
Lim] €. Partner’s Enhanced Acknowledgment Response (PEA R} Not Started
IRS Employer fdentification Number* |12{ Za. Three Year Financial Summary® Mot Started
. R Completed / Ready to
The form you are current'y onis not ||zb, Financial Narrative {(Optional} R

CIICkable' 8. Executive Director's Electronic Signature Not Started

All changes made to your current form
are automatically saved.

The other forms are available to
choose. ———
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Application Process

There are ten sections that you will need to complete in order to submit your Donor
Choice Partner Agency application. All sections must be saved and marked as
completed before being able to submit application. Please note, once you have
submitted your application you will no longer have the ability to modify it.

Section 1: Agency Information

Fill in all requested information. Some of the fields have been pre-populated with
information provided from your agency profile. Even though the fields are pre-
populated you are still able to make changes directly in this form. All fields have to be
complete before you are able to Save My Work and Mark as Completed, if not you will
have to Save My Work And Return to Previous Page.

Section 2: Contact Information
Click on Contact Information and Update/Complete ALL information. This section has

four parts. In some cases this will be 4 different individuals. However, for some agencies
the same staff person will be listed multiple times. Scroll over (?) for additional
information

Section 3: Certification & Compliance

Please read each section very carefully before selecting I certify” from the drop down
list. By selecting "I certify” you are certifying that all of the information is true to the
best of your knowledge.

Section 4: Campaign Materials

Please update/complete agency information exactly as you wish to have it displayed to
the general public on Aloha United Way's website and promotional materials. You may
list your agency however you prefer (i.e. AUW or Aloha United Way).

Section 5: Donor Electronic Acknowledgement Response (D.E.A.R)

This section is a new program to engage the donors and enhance their experience with
your agency. D.E.AR is a brief message that will inform donors how their designation to
your agency will be used, the impact of their contribution, and a thank you. When
writing your message please remember that this message is going to be used for the
entire 2016 campaign.
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Section 6: Electronic Fund Transfer (EFT) Information and Authorization

Fill in all requested information. Some of the fields have been pre-populated with
information provided from your agency profile. Even though the fields are pre-
populated you are still able to make changes directly in this form. All fields have to be
complete before you are able to Save My Work and Mark as Completed. If not you will

have to Save My Work And Return to Previous Paqge.

NOTE: Enter the name of a staff member who can answer questions about the
information submitted on this EFT form. This contact should be within your organization
not from your financial institution. We recommend someone from your finance
department.

Section 7: Three Year Financial Summary

Complete all required financial information. Information in this section should be
consistent with each year’s IRS Form 990. If your agency is not required to submit an IRS
Form 990, use your agency's financial statements to complete this section.

Smaller agencies that file Form 990EZ or Form 990N may submit it with completed
pages 1 and 2 of the Form 990.

If you are an affiliation of a national agency you must include local agency information.

Section 8: Financial Narrative (Optional)
Please use this section to provide any significant financial trends provided in the
Financial Summary that may assist our Financial Review Committee.

Section 9: Executive Director’s Electronic Signature
The Executive Director or equivalent must complete this section. First and Last Name
and Title of authorized staff member is required.

Section 10 Attachments
In this section you can upload the required documents and three optional documents.
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Required:

1. IRS 501(c)(3) Determination Letter

Attach a copy of the agency's IRS 501(c) (3) tax exemption letter showing your
IRS Employer Identification Number. Scroll over (?) for additional information
about group exemption or DBA names.

2. State of Hawaii Department of Commerce and Consumer Affairs

Upload a copy of the agency’s Certificate of Good Standing or Company
Information Visit the DCCA website to obtain a free online copy of company
information: http://hbe.ehawaii.gov/documents/search.html. See Resource

Center on e-CImpact Agency Site for an example of the acceptable documents.
3. State of Hawaii Attorney General's Office

Upload a copy of the agency’s Registration - Visit the State of Hawaii Department
of the Attorney General's Office to obtain a free copy of Agency’s Registration:
http://ag.ehawaii.gov/charity/search.html. See Resource Center on e-Clmpact

Agency Site for an example of the acceptable document.

4. IRS Form 990 & All Schedules - Current Year

Attach a copy of the agency's most recently completed IRS Form 990 including
the signature of an officer and all applicable schedules. If your agency does not
file a Form 990, please attach a copy of the agency's most recently completed IRS
Form 990EZ or Form 990N (postcard).

5. IRS Form 990 & All Schedules - Year 2 (prior to current year)

Attach a copy of the agency's Year 2 (the year prior to the most current year)
completed IRS Form 990 including the signature of an officer and all applicable
schedules. If your agency does not file a Form 990, please attach a copy of the
agency's Year 2 (the year prior to the most current year) completed IRS Form
990EZ or Form 990N (postcard).

Donor Choice Agency Training Manual — 2015 Aloha United Way 21


http://hbe.ehawaii.gov/documents/search.html
http://ag.ehawaii.gov/charity/search.html

6. IRS Form 990 & All Schedules - Year 1 (least current financials)

Attach a copy of the agency's Year 1 (the year prior to Year 2) completed IRS
Form 990 including the signature of an officer and all applicable schedules. If
your agency does not file a Form 990, please attach a copy of the agency's Year 1
(the year prior to Year 2) completed IRS Form 990EZ or Form 990N (postcard).

7. Audit & Management Letter or Independent Financial Review

Attach a copy of the agency’s most recent audit and management letter (if
revenues exceed $500,000) or most recent independent financial review (if
revenues are $500,000 or less).

8. Agency Logo (Logo Requirements: 4 Color, 300 DPI, JPEG Format)

PLEASE DO NOT ATTACH PDF of the Agency Logo. Attach a copy of the agency's
logo to be displayed on Aloha United Way's website and promotional materials.
(Logo Requirements: 4 color, 300 DPI, JPEG format)

We require that your agency is registered and in good standing with the State of Hawaii
Department of Commerce and Consumer Affairs (DCCA) in accordance with GRS 414D-
71 and 414D-308. If you do not already have a copy of these documents, follow the
steps below to help you get started.

Department of Commerce and Consumer Affairs

Step 1: Click on or go to: https://hbe.ehawaii.gov/documents/search.html

Step 2: Type your agency's name in the text box and click on the “Search” button.
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€« - C fi B https//hbe.ehawaii.gov/documents/search.html i 5'

2% Apps |9 eC IMPACT Admini... | e-Clmpact - Suppor... | eCIMPACT Agenc.. % KeAliiOKaMalu|.. #® UWO Login »  [J Other bookmarks

Department of Commerce & Consumer Affairs (DCCA)

You are here: BREG Online Services | Begins with v = cart
Home - BREG Search for Business Entity & Documents
BREG Online Services

Annual Business Filing Search for a business by name. You can obtain business information and then proceed to purc

Search for a Business Entity | Begins With ¥ m

Purchase Documents Online

NEW You may also authenticate a certified document or Certificate of Good Standing (C OGS).

Purchase Certificate of Good

Standing

(@ Please note: The results of this search should not be used as a definitive
Authenticate a Certificate of methed to determine name availability. The purpose of this search is simply to
Good Standing determine whether a company/entity exists and to provide basic information on the

Register a Business company/entity. Contact the Department of Commerce and Consumer Affairs -

Entity List Builder Business Registration Division at (808) 586-2727 for assistance with business
Contact BREG registrations. If you are registering a business entity name, NEVER assume the
Technical Support name is available until you have received a response fram the Business
Feedback Registration Division. You may also read the Business Naming Rules.

Create an Account
WF,

Step 3: Double click on your agency’s name to select the file.

€ > C A B8 https//hbeehawaii.gov/documents/search.html?recordType=ALL &entityType=ALL&status=ALL &beginsWith=true ¢ =
Apps | e-C IMPACT Admini.. | e-Clmpact - Suppor.. | eCIMPACT Agenc.. % KeAliiOKaMalu|.. =@ UWO Login » (] Other bookmarks

Department of Commerce & Consumer Affairs (DCCA)

You are here: BREG Online Services | Beains with ¥ | Aloha United wWay o cart
Home - BREG SEARCH RESULTS
BREG Online Services

Annual Business Filing Record Type | ALL v |Status | ALL v | Entity Type | ALL

Search for a Business Entity

1 items found, displaying 1to 1. Page 10of1

Purchase Documents Online plaving m
WEW

Purchase Certificate of Good NAME | STATUS &
Standing

ALCHA UNITED WAY, INC.

[}

Active
Authenticate a Certificate of

Good Standing
1 it found, displ. 10 1. Page 10of1
Register a Business frems foun ‘splaying 1o ' m

Entity | ist Bujlder

Step 4: Click the View and Print button on the right side of your screen.
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Department of Commerce & Consumer Affairs (DCCA)

You are here: BREG Online Services Begins with ¥ Click to purchase a
Home - BREG ALOHA UNlTED WAY, |NC Certificate of Good Standlng
BREG Online Services DOMESTIC NONPROFIT CORPORATION

Annual Business Filing (61520 [ ANNUAL FILINGS | OFFICERS | TRADE NAMES/MARKS | OTHER FILINGS | BUY AVAILABLEDOCS

Search for a Business Entity

Purchase Documents Online General Info VIEW AND PRINT COMPANY INFO
NEW

Purchase Certificate of Good

) Purchase a Certificate of Good Standing for this business:
Standing

Authenticate a Certificate of

Good Standing ) ¢=| EERLELS acocooc §Z50
Register a Business
) PRINTED .. ..... $7.50

Entity List Builder
Contact BREG Click for a PDF of Agency
Technical Support lnformation
Feedback
Create an Account MASTER NAME ALCHA UNITED WAY, INC.

’, ontne BUSINESS TYPE Domestic Nonprofit Corporation
T 1110 Thoit NUMBER 12879 09

DCCA State of Hawaii Step 5: Save a PDF of the agency’s
omesddenOcbar 2014 general business information. The

Th infonmation provided Delow is not @ certification of good standing and does not constitule any othes cenification by the State.
Wabsita URL: hitp:/hie. ahawail.govidocumants

Business Information information  provided in this
MASTER NAME  ALOHA UNITED WAY. INC. document is not the certified
BUSINESS TYPE D ic Nonprofit Corporati
e certification of good standing and
PURFOSE TO SOLICIT, ACCEPT AND RECEIVE GIFTS, CONTRIBUTIONS, BEQUESTS , .
CHARITABLE ORGANIZATIONS AND GOVERNMENTAL UNITS FOR A PUBLIC doesn't constitute any other
PURPOSES, WITHIN THE STATE OF HAWAII; = .
PLACE  aTep HawallUNITED STATES certifications by the State.
INCORPORATION. ar 10, 1966
ADDRESS  HONOLULU. Howsi 96817 For the purposes of this
UNITED STATES . A . A
TERM PER application, this document s

AGENT NAME NORM BAKER
AGENT ADDRESS 200 N VINEYARD BLVD STE 700

HONOLULU, Hawaii 96817 acceptable to AUW as it provides
UNITED STATES
Annual Fllngs the last filing date for an agency.
FILING YEAR DATE RECENVED STATS However, if the status of the
2014 Jan 7, 2014 Processed . i Y . Y
= et [oceed annual filing is "delinquent” the
2011 Apr 1, 2011 Processed

agency is not in good standing.

Verifies that the agency is
registered and compliant

NOTE: It is always best to submit the Certification of Good Standing document.
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Department of the Attorney General’s Office — Hawaii Charities

Step 1: Click on or go to: https://ag.ehawaii.gov/charity/welcome.html

Step 2: Click on the “Search” button to see if your agency is registered and compliant with the
AG's Office.

NOTE: If you need to pay agency’s annual fees click on the “Pay Fees” button.

# Home Q Se

€» Hawaii Charities L0

e E e e registered with the State of Hawaii
Tax & Charities Division, Hawaii Attorney
General

WELCOME TO HAWAII CHARITIES ONLINE

Search for registered charitable organizations, pay annual registration fees, apply
for an exempticn from regjistration and pay issued invoices.

Search for Charities Pay Fees Apply for Exemption

Q (&

Search Exemption

Search for infogigation on Registered
Charities and Crgrities Exempt from
Registration.

Pay annual registration fees for
registered charities.

Submit an application for exemption
from registration.

Tax & CharitiegDivision, Department of the Attorney General

425 Queen Street * Hdnoluly, HI 96813
Phone; {808) 586-148Q+ Fax: (808) 586-8116

Copyright © 2014-2015

State of Hawail. All rights reserved.
An Equal Cpportunity Employer.,

I Contact Feedback Subscriber Services TermsefUse Admin Login Powered by HiC
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Optional Attachments:

1. Management Letter: Use this space to upload a copy of agency's most recent
management letter if it is separate from your audit.

Save Options

After entering information on your forms, you have multiple save options.

Save My Work / Save My Work and Return to
W Save My Work Previous Page: These options are for when you

B o M Wk A Bk g i need to save, or move on to something else, and
- Save My Work And Return To Previous Page

are not finished entering information.

B Save My Work and Mark as Completed

Save My Work and Mark as Completed: This
@ Return To Overview Page option is for when you have entered and reviewed

your information and are ready to turn it in.

Uploading Attachments

Excepted file types for uploading documents:

+ Accepted file types: pdf, doc, doce, ppt, pptx, xls, xlsx, aif, ipg, ipeq, bmp, tf, rf, and .
e Combined maximum file size is SMB.

Step 1. Open documents form

Application Status Print / Review Options

NHot Started In Progress Submitted

__ ) The Attachments form
Ttem (* indicates Required Item) D .
displays the same as
Children’'s Home Foundation P other forms. ﬂ

Agency Information™®

Required Documents 3 UL DLdLey

After School Program Not Started Include? [

Step 2: Once you have confirmed your document meets the upload requirements, click
'‘Choose File'.
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Required Documents

- Last .

501c3* Choose File | Mo file chosen

Please upload your current 501¢3. Thank you .
pemay y Click here to

‘Choose File’

M| save/Upload Attachment(s)

% Return to Overview Page

Step 3: Browse your computer, and select the desired document.

Mame Date modified Type Size

] How to Associate Agencies and Program...  5/9/2013 1:41 PM Microsoft Word D... 192 KB

L"—ﬁh? HowtoAssociate Anencies tothedavest,.,  5/21/201310:45 AM - Microsoft Word D... 151 KB

E‘_j How to Associate Programs to a Progra.. 5/21/201311:00 AM  Microsoft Word D... 171 KB

ME How to Print Export — Agency Form Pack . 5/9/2013 &:18 AM Microsoft Ward D... 112 KB

] How to Print Export — Program Form Pac.l 5/0/20138:20 AM Microsoft Word D... 113 KB
L

Select your file, then
click on ‘open’

ime: How to Associate Programs to a Program Form 5et T ’AII Files ']

I open o] [ canca |

Step 4: 'Save/Upload Attachment(s)’

Required Documents

501¢3% Choose File Click here to

Please upload your current 501c3. Thank you ) 'Save/uplﬁad
Attachment’

Last )

B save/Upload Attachment(s) =

& Return to Overview Page

Viewing Attachments
Step 1: Click on the document name to download and open it.
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Required Documents

o o

'@ e-Clmpact Agency Training Manual - 201 3. pdf DejaWu Delete
5/28/2013 2:44 PM

5013 Click on document
Please to View' it

M 52

% Return to Overview Page

Deleting Attachments
In the event the wrong document was uploaded you may need to delete your

attachment.

Step 1. Open documents form

Print / Review Options

Application Status

Not Started In Progress Submitted

e ) The Attachments form
Ttem (* indicates Required Ttem) Last Up )

displays the same as
Children’s Home Foundation P other forms. ﬂ
Agency Information™
Reguired Documents v MUL LdiLey
Not Started Include? Fl

After School Program

Step 2: Select 'Delete’ next to the desired document

Required Documents

S R
Click here to

501¢3* '@ e-Clmpact Agency Trair, . i
Please uplead your current 501¢3. Thank you Delete your
attachement

Delete

Last Modified

Deja Vu
§/23/2013 2:44 PM F,

M| Save/Upload Attachment(s)

Step 3: Confirm you would like to delete this attachment

You are now able to upload the correct

& The page at https://agency.e-cimpact.com says:

attachment

Are you sure you want to delete this attachment?

0K | ’ Cancel ]
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Submitting Application
Mark Forms ‘Complete / Ready to Submit’

In order to submit your application, you must mark ALL forms ‘Completed / Ready to
Submit’

Step 1: Open form
Step 2: Review information, and then click on ‘Save My Work and Mark as Completed’

Complete these steps for each form until you have completed the entire application.

Submit!
Once all forms are ‘Completed / Ready to Submit’, the ‘submit this application now’
option will appear at the top of the page.

Step 1: Confirm the email address to send the confirmation message.
Step 2: Select ‘Submit This Application Now!

Please note: Once an application is in submitted status you will be able to view the
information entered. You will not be able to make any changes to the information.

Printing Options

Please print or save a PDF copy for your agency records.

Throughout the process the link below is available to you to print your application. It
will open your application in a separate window and you will have two options to print.

View Printable Version =

Option 1: Save this as a PDF
Option 2: Print this page
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