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1. Click on the blue North Star icon.

2. Select 'Fundraising'
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3. Open 'Settings' in the Fundraising navigation menu.

4. Navigate to the Acknowledgement Letters tab to access all your donor notification tem-
plates in one place.
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5. Adjust the Global Threshold to control when contributors automatically receive a 
thank-you letter. Donations made above the amount entered in the Global Threshold field 
are automatically added to a "Review Letter" queue so that you can handle acknowledgment 
manually for larger donations.

6. Donations made below the amount entered in Global Threshold field will receive an 
automatic acknowledgement letter, configured in the following No-Consideration Template 
field.
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7. The In-Kind template is to be used if a donation is indicated to have been made "in-kind".

8. The FMV Template is to be used for donations where something with a fair market value 
(e.g., tickets) are given to the donor in return.
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9. Click the Logo upload area to save your logo, which will appear on all acknowledgement 
letter types.

10. Click the Signature upload area to upload a signature of the signer of all acknowledge-
ment letter types. The signature image size is 240 x 60PX.
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11. The Name and Title of Signer is the printed name of the signature that will appear at the 
bottom of all of the above email templates. You also have the option to enclose a footnote 
on all of the above email templates.

12. Click "Save changes" when finished.
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