2019 Stewardship Campaign
Web Pledge Form Instructions
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Directions for Downloading the Files (for IT/Webmasters)

All of the files necessary to support an online 2019 Stewardship pledge card are available at www.ptechs.com/stewardship2019.html.  Download the zipped folder named 2019Stewardship PledgeFormFiles.ZIP and SAVE it.  Once downloaded, open the folder.  Choose EXTRACT All to extract the files to a directory.  Be sure to direct the files to be extracted to a location on your hard drive that you can find later.

The following files will be extracted:

	Filename
	Description
	Edits For This File

	2019StewardshipPledge.html
	The HTML Form File 
	· PHP or ASPX Form Location
· CSS Location
· Image File Location
· JavaScript File Location
· YOUR Church Name text change.
· Change the Activity Name for your Pledge Activity in Fund 1.

	2019Email.aspx
	The Form Handling Script File in ASP format
	· To Email Address
· From Email Address
· Success HTML location
· Error HTML location

	2019Email.php
	The Form Handling Script File in PHP format
	· To Email Address
· From Email Address
· Success HTML location
· Error HTML location

	2019StewPledge.css
	The Cascading Style Sheet file  
	· Edit if desired changes necessary for font styles, sizes and page design

	2019StewPledgescript.js
	The JavaScript File to support form calculations, etc.
	None

	2019StewardshipHeaderImage.jpg
	Stewardship Graphic Header for Form
	None

	2019StewardshipLink.jpg
	Graphic File that can be added to your website as the link to the pledge form.
	None

	2019Success.html
	Page displayed after successful submission of form
	None, unless you want to customize or re-direct.

	2019Error.html
	Page displayed after failed submission of form
	None, unless you want to customize or re-direct.



Directions for modifying HTML File for Individual Churches (for IT/Webmasters)

Several files will need edits to customize for your Church.  Failure to make these edits will cause form data submission issues and improper formatting/operation of the web form itself.

Depending upon your web server, you will make changes to the PHP or ASPX form handling script file.  You will need to work with your web development person to determine which form script type works with your specific web server.  You will also need to determine where these files must be placed on your web server to allow them to function properly.

So, after determining which form handling script file you will be using, you will edit the 2019StewardshipPledge.html file.  These changes are best handling using the NOTEPAD application or some other simple text editor.  To find NOTEPAD on your computer search for the NOTEPAD.EXE file and double click on the file icon.

[image: ]You MAY need to change the following lines that are located near the top of the file:
Typically your .CSS files are stored in the same location as the HTML file that is associated with them.  If so, don’t change anything.  If the .CSS file needs to be in a different folder on your web server, you will need to edit these lines to reference that location.








This is a reference to where you stored the StewardshipHeaderImage.jpg file.  Again, normally located in the same folder where the HTML file is saved.  If the .JPG file needs to be in a different folder on your web server, you will need to edit this line to reference that location.









This is a reference to the form handling script file.  This will use either EMAIL.ASPX or EMAIL.PHP, depending upon your web server. If you’re using PHP, change the file extension to PHP instead of ASPX.  You may also need to change the reference location for where these files reside on your web server.

















You will need to change the Recurring Activity Name in the HTML file so that it matches the CHARGE type activity in your fund setup in PDS Church Office.  In PDS, go to Administration | Fund Setup and look for the activity name for the CHARGE type activity.  In the example below, this is ‘Stewardship Pledge Due’:
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You will need to edit this section of the HTML file and change the activity name so that it matches EXACTLY to what your Fund 1 setup has for the CHARGE type activity:
Edit text between the quotes, so that it matches your CHARGE type activity.  For our example, we would change this to ‘Stewardship Pledge Due’
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You will need to change the Church Name at the bottom of the HTML file.  You MAY also need to edit the JavaScript location:Edit text so that your Church name appears properly.
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This is a reference to where the JavaScript file is located.  If the .JS file needs to be in a different folder on your web server, you will need to edit this line to reference that location.









NOTE: 
PTECHS.COM, LLC has also placed the .CSS file at http://ptechs.com/pledgeform/style.css.  If you have trouble placing your .CSS file in the proper location, you can use an external reference to the CSS file on the PTECHS web server and your form will still work.

PTECHS can also ‘host’ your web form and script files if you’re having trouble with your web server operation.  Please contact Bryan Gummersall at 206.255.5074 or bryan@ptechs.com for more details.  This service is provided for a fee, which includes modifications to all files necessary to support your web pledge form.

Directions for modifying Script Files for Individual Churches (for IT/Webmasters)

After you determine which form handling script file type your web server supports, you will need to make a few edits to either 2019EMAIL.PHP or 2019MAIL.ASPX.  Those edits are shown below:

Make the following edits to 2019EMAIL.PHP:
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Change these two lines to reflect your email address and your Church Name.









Make the following edits to 2019EMAIL.ASPX:



[image: ]Change this line to reflect your email address.















Directions for uploading HTML/Script Files to Web Servers (for IT/Webmasters)

Every web services provider has a different interface for uploading files to their server.  If you have any questions on this process, please check with support at your web services provider.  Several web server providers allow you to access your files and folders directly from a Microsoft Windows File Explorer window.  To test that connection, click in the address field and type in ftp://FTP.yourdomainname.com (or .org):
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[image: ]It should prompt you for a username and password, like shown below:











After logging in, it will display the folders and files on your web server.  It will default to your HTML docs folder in most cases:
[image: ]You should be able to copy and paste the files from your computer to your web server.  The following files are necessary:

2019StewardshipPledge.html
2019Email.aspx OR 2019Email.php
2019StewPledge.css
2019StewPledgescript.js
2019StewardshipHeaderImage.jpg
2019StewardshipLink.jpg
2019Success.html
2019Error.html



Directions for Manually Entering Pledges into PDS Church Office Management (for Church Admin/Staff)

You can manually post the pledge information into PDS Church Office or another software application if you do not want to use the import feature of Version 8.  After each successful form submission, you will receive an email with an attachment named ‘submission.csv’.  Each of these will contain data for one pledge.  Please download and save these to your computer.  Then, open the file in Excel and you can then print out the form data in the workbook and include it with the regular pledge cards for quick posting into PDS.  

Note: If you use Microsoft Outlook or another desktop client application, you can typically right click on the attachment and choose ‘SAVE AS’.  If you use some form of webmail, like GMAIL, you typically need to initiate a download of the attachment that will allow you to save the file to a destination of your choice.

You will want to pay close attention to the following fields in the file:

[image: ]

These correspond to the following fields on the Contribution screen in PDS:

[image: ]

NOTES TO REMEMBER:

Please be sure to post the ‘Send 19 Stewardship TY’ to the Keyword 1 field when adding the pledges.


Directions for Importing Pledges into PDS Church Office Management Version 8 (for Church Admin/Staff)

After each successful form submission, you will receive an email with an attachment named ‘submission.csv’.  Each of these will contain data for one pledge.  Please save these to your computer in a place where you can find them later.

Please open the submission.csv file in Excel and you will see a file that looks like this:
[image: ]
When, you import this pledge into PDS, the only thing the program looks for is the ID # and matches that to the family with ID #456.  You will want to double check the pledge submission against your family information in PDS to verify that the family with ID #1 (in our example) is actually John & Susie Smith.  If it is not, you can change the ID # to the proper one and then save the file as a .CSV (comma separated value) file.

You will also receive pledge data that does not include an ID #.  You can look up that family in your PDS program and then enter the appropriate ID # in the submission.csv file and save it.

You will hopefully be receiving a number of these submission.csv files as attachments.  Please save them with different names as you don’t want to overwrite earlier ones with new ones coming in.  I suggest saving them with the ID # as part of the filename to avoid confusion.  Something like – submission_ID#1.csv.

You could also gather several of these pledge files and cut & paste the record information into one file for import.  That would save you having to import each of them separately.  If you do this, your finished file ready for import would look like this:
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Now, to begin the actual importing process, please go to:








Click on the BROWSE button on the next window and locate the submission.csv file mentioned previously:
[image: ]

After it opens submission.csv, the screen will look like this:
[image: ]










Please click on the Key / Env Number tab at the top of the screen and change the IMPORT KEY to ID, as shown below and be sure that the Import Key is set to Family/Member ID/Envelope Number, that Fund #1 is selected and the period to post to is set to 19:
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[image: ]Please click on the Pledge Details tab at the top of the window and set all of the settings to look like this:




















Check assign next available Batch # & Date


Then, click on the PROCESS tab, and then click on the BEGIN IMPORT button and the pledge will be imported to the family ID # in the record:
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NOTES TO REMEMBER:

1. The family MUST already have Fund #1-19 setup in order for the pledge to post properly.

2. Be sure to check Fund 1-19 for the family whose pledge was imported for accuracy AND to enter any keywords that should be added, like ‘Send 19 Stewardship TY’.

3. After you’ve done the setup for the first family pledge that you import, you won’t have to repeat most of those steps as the program will know the file setup, etc.  You should be able to go from browsing for the file submission.csv directly to BEGIN IMPORT.

4. Please contact Bryan Gummersall at 206.255.5074; bryan@ptechs.com or bryan.gummersall@comcast.net if you have any trouble or need assistance.

5. Please post the Stewardship Pledge Form and then test it to be sure that the form data is delivered via email attachment when you click the submit button.  Better to know and be able to fix any issues prior to launch than to miss pledges.

ADDENDUM: Our Sunday Visitor Website Users (for Church Admin/Staff)

For those Churches using Our Sunday Visitor for their web hosting, there are just a couple of pieces of information needed.  

You will need to email ChurchWebSites@osv.com with the following information or you can call the area representative for Western Washington: Mary Jane Campbell at 800-348-2886

1. Your Church Name and identifying account information

2. The E-Mail address that you want to use for form submission data

3. The activity name in PDS that relates to your Stewardship pledge activity:

You will need to provide OSV with the CHARGE type activity from PDS.  In PDS, go to Administration | Fund Setup and look in Fund 1-19 for the activity name for the CHARGE type activity.  In the example below, this is ‘Stewardship Pledge Due’:
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Please copy/paste that activity name into the e-mail to OSV so that can match it exactly in your form submission scrip.
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