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1. Click the blue North Star icon.

2. Click "Settings"
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3. Select "Donations" from the top navigation menu.

4. On the next screen, you'll set the donation amount(s) to solicit on your e-commerce site 
and point of sale.
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5. If you wish to have a mailing address to send hard copy acknowledgment letters to your 
donors, or leverage this information for demographic purposes, we recommend checking the 
box to "Require collecting physical address for web donations made in donor's own name."

6. To add your various donation levels, click the blue "Add Donation" button.
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7. Enter your desired amount in the corresponding field.

8. Click "Save" when finished.
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9. Tip! An option for the donor to input a custom donation amount is available by default and 
not a required configuration.

10. You will now see the list of Donation amounts.
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11. To remove any amount, click the trash can icon on the far right of the row.

12. Click 'Remove' to confirm the deletion.
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