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Thank you for serving as an employee campaign coordinator (ECC) for the 2017 United Way 
Campaign! As an ECC, you have the unique opportunity to harness the generosity, talent and 
energy of your workplace to give back to our community and help United Way’s efforts in building 
a stronger, healthier Greater Lehigh Valley.

Whether this is your first year as an employee coordinator, or if you are a campaign veteran, the 
information in this guide will help you plan and execute a smooth – and successful – United Way 
campaign. We encourage you to take advantage of the materials we’ve provided and know your 
United Way relationship manager is always ready to support you in every possible way.

Thank you again for joining our United Way team.
Together, we can fight for every person in our community.

United Way of the Greater Lehigh Valley



CONTACT US
United Way of the Greater Lehigh Valley

1110 American Parkway NE, Suite F-120
Allentown, PA 18109
(p) 610.758.8010 | (f) 610.867.7255
UnitedWayGLV.org

WORKPLACE CAMPAIGN SUPPORT STAFF
Milissa Burke
Coordinator, Resource Development
610.807.5700 | milissab@unitedwayglv.org

Kelly Chando
Asst. Director, Leadership Giving
610.807.5722 | kellyc@unitedwayglv.org 

Paul Hurd
Vice President, Resource Development & Marketing
610.807.5721 | paulh@unitedwayglv.org

Rebecca McAtee
Director, Leadership Giving
610.807.5706 | rebeccam@unitedwayglv.org 

Ed McKendry
Sr. Director, Marketing & Communications
610.807.5723 | edm@unitedwayglv.org

Marcy McKinney
Manager, Donor Engagement & Affinity Groups
610.807.5708 | marcym@unitedwayglv.org

Cori Rolón
Sr. Director, Workplace Campaigns
610.807.5742 | corir@unitedwayglv.org

Raymond Santiago
Relationship Manager
610.807.5710 | raymonds@unitedwayglv.org

Dustin Schoof
Manager, Digital Marketing
610.807.5701 | dustins@unitedwayglv.org

Phillip St. James
Sr. Relationship Manager
610.807.5757 | phillips@unitedwayglv.org 

June Tsang
Manager, Data Systems & Digital Giving
610.807.5719 | junet@unitedwayglv.org

Paul Toub
Relationship Manager
610.807.5709 | pault@unitedwayglv.org

Zandra Whalen
Asst. Director, Art & Design
610.807.5728 | zandraw@unitedwayglv.org

Adrienne Wright
Manager, Stewardship
610.807.5748 | adriennew@unitedwayglv.org

GET CONNECTED

@UNITEDWAYGLV
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8 weeks  
before kickoff

Target Date Completed

• Meet with your United Way Relationship Manager (RM) to review past 
performance and explore upcoming campaign themes and materials.

• Develop campaign goals and identify opportunities and challenges.

• Draft strategies to meet these goals and improve on last year’s results.

• Determine company pledge entry method:
c  Digital Giving
c  Paper Pledge Forms
c  Both

• Determine campaign start and end dates.
The most effective campaigns are best kept to 1–2 weeks. Starting and ending a campaign 
with a clear kickoff and wrap up are important factors when creating your timeframe.

Start:                                           End: 

• Meet with your CEO or Senior Manager to gain their support for the campaign.

• Review and approve your budget.

• Recruit a campaign team representing key departments and all levels of your 
company. Educate your team members on United Way’s role in the community.

6 weeks  
before kickoff

Target Date Completed

• Deliver employee import file (for digital campaigns only)

• Finalize goals and strategies with your CEO and campaign team.

• Lay out campaign plan (dates, theme, events, incentives).

• Assign tasks to your team (communications, event coordination).

ECC Basics Employee Campaign Coordinator Guide • 5
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4 weeks  
before kickoff

Target Date Completed

• Notify your RM of the campaign materials you’ll need.
• Begin your Leadership campaign.

See page 15 for more information on Leadership campaigns.

• Schedule impact experiences and workplace presentations with your RM.

2 weeks  
before kickoff

Target Date Completed

• Create energy and awareness. Begin publicizing your campaign.

• Prepare your CEO video, email or letter to your employees.

• Identify 3-5 testers for digital campaigns only.

1 week  
before kickoff

Target Date Completed

• Send CEO video, email or letter to your employees.

• Review event kickoff with your campaign team.

• Continue publicizing your campaign.

ECC Basics6 • Employee Campaign Coordinator Guide
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Kickoff  
Week

Target Date Completed

• Host your company-wide campaign kickoff event.
• Present information about United Way to all employees in presentations and 

staff meetings.

• Distribute pledge forms to all employees (for paper pledge campaigns).

• Be available to your campaign team and employees to answer questions.

• Continue building awareness and growing enthusiasm.

• Thank your CEO for his/her support.

• Thank every employee for participating in the campaign.

Campaign  
Wrap-Up

Target Date Completed

• Collect all pledge forms (for paper pledge campaigns).
Ask your campaign team to follow up with colleagues who may not have returned their forms. 
Collecting forms from every individual, regardless of if they gave or not, will confirm that 
every employee had the opportunity to give.

• Announce your final campaign results.

• Thank every employee for their contribution, again.
Ex.) verbal recognition, letter, email, small gift, celebration event, etc.

• Conduct a campaign debrief with your team and RM. Develop a written 
summary for next year’s campaign.

• Consider additional opportunities to increase employee morale.
Ex.) Day of Caring, Gatekeeper training, volunteering

ECC Basics Employee Campaign Coordinator Guide • 7
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Employee Campaign Coordinator Guide

COMMUNICATIONS & RESOURCES
Consistent and clear messaging for your employees is key to a successful campaign. 
We’ve compiled sample messages and resources to help you throughout the entire campaign.

Visit the Resource Center on our website for a sample of communication letters, emails and social 
media messages to use and customize throughout your campaign. The Resource Center also gives you 
access to digital copies of the 2017 Campaign materials, United Way logos and videos.

www.unitedwayglv.org/ResourceCenter

10% 
cash back

Help your United Way 
earn an extra

Purchase UW-branded merchandise from the United Way Store 
using our local UW org. number at check out: #40036. 
All items can be co-branded with your corporate logo.

Reward your employees while giving back!

ECC Basics

Communications
• Campaign Kickoff Announcement
• Mid-Campaign Update
• Post-Campaign Thank You Letter
• Letter to Prospective Leadership Donors
• Event Kickoff Announcement
• Facebook and Twitter Posts

2017 Campaign Materials
• Tri-fold/Pledge Form
• Corporate Pledge Form
• Campaign Poster
• Pledge Envelope
• PowerPoint Presentation
• Circle of Honor Application

Sign up for our eNewsletter!
unitedwayglv.org/join-our-mailing-list

UnitedWayStore.com

8 • Employee Campaign Coordinator Guide
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Event Suggestions and Ideas

Food Brings People Together
Whether you cookout or cookoff, your initial campaign meeting needs to grab your employees 
attention and encourage them to attend.

IDEA: Make it a fundraiser! Host a cookoff contest by asking your co-workers to bring in their 
favorite crockpot recipe. For a small fee, employees can fill their plates and vote for their favorite 
dish. Bragging rights all around for the winning recipe.

Healthy Competition
A little competition can bring out the best in your co-workers and United Way campaign.

IDEA: Make it a fundraiser – with office olympics! Set up games like paper clip jump rope, office 
chair races or trash can basketball. Allow teams to “buy” head starts and other advantages, all 
benefitting your campaign.

Incentives
Reward those who participate in the campaign. Consider incentives for employees who:

• Make their pledge (portal or paper) on the first day, or during the kickoff event
• Give generously at the leadership level ($1,000 or more)
• Donate for the first time
• Increase their previous year’s donation

INCENTIVE IDEAS: casual dress day, VIP parking spaces, PTO days (half or full), shirts/hats/other 
company apparel, one week of coffee delivery by the CEO, raffle baskets, awards, gift certificates 
to community vendors, event admission passes.
*To help off-set any costs, try collecting donations from local businesses/individuals.

ECC Basics Employee Campaign Coordinator Guide • 9

EVENTS & INCENTIVES
Campaign-focused events and incentives can be the keys to generating enthusiasm and interest 
among employees. Here are some fun ways to increase participation and dollars raised:

Incentive coupons
Download from our Resource 
Center and use as incentives 
for your employees (with your 
boss’s premission, of course!)

United Way of the Greater Lehigh Valley
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Cornerstone
Companies that give over $100,000 
and are the cornerstone of our community.

2016 Campaign Recipients
PPL Corp
Air Products
Victaulic
Crayola
CrossAmerica Partners
Talen Energy
Lutron Electronics Co., Inc.
Just Born, Inc.
C&S Wholesale Grocers
Alvin H. Butz, Inc.
Lehigh Valley Health Network
St. Luke’s University Health Network
The Guardian
BB&T
B. Braun Medical Inc.
Brown-Daub Dealerships
City Center Lehigh Valley
Wegmans Food Markets
Dual Temp Company
UPS (United Parcel Service)

(presented in order of dollars raised)

Community Champions
Companies that raise $10,000+ over 
their previous year’s campaign.

2016 Campaign Recipients
Alvin H. Butz, Inc.
B. Braun Medical Inc.
C&S Wholesale Grocers
Capital BlueCross
CrossAmerica Partners
Dual Temp Company
Heydt Insurance Agency, Inc. 

(Allstate)
John Yurconic Agency
Lafayette College
Lehigh Valley Health Network
Lutron Electronics Co., Inc.
Pfizer
PPL Corp
St. Luke’s University Health Network
Texas Instruments, Inc.
The Williams Companies, Inc.
UPS (United Parcel Service)
Valley Central Veterinary 

Referral and Emergency Center

Circle of Honor
Companies demonstrating excellence 
and support during their campaign.

2016 Campaign Recipients
Aetna
Air Products
Allen Distribution
Allentown School District
Alvin H. Butz, Inc.
B. Braun Medical Inc.
BB&T
Bosch Rexroth Corporation
Brown-Daub Dealerships
Buckeye Partners, L.P.
C&S Wholesale Grocers
Campbell, Rappold & Yurasits LLP
Capital BlueCross
City Center Lehigh Valley
Crayola
CrossAmerica Partners
Dual Temp Company
FamilyWize Community 

Service Partnership
Flexlink Systems, Inc.
Follett Corporation
Georgia-Pacific
The Guardian
Just Born, Inc.
Lafayette Ambassador Bank
Lafayette College

Lehigh Valley Health Network
Lutron Electronics Co., Inc.
Penn State 
Lehigh Valley Campus
Pinebrook Family Answers
PPL Corp
St. Luke’s University 

Health Network
Talen Energy
Target – Hanover Township
TD Bank
Texas Instruments, Inc.
TRIFECTA Technologies, Inc.
True Value Distribution Center
UFCW Local 1776
UGI HVAC
UGI Utilities
UPS (United Parcel Service)
Victaulic
Wegmans Food Markets

Learn how your company can join 
the Circle of Honor by visiting the 
Resource Center on our website.

ECC Basics10 • Employee Campaign Coordinator Guide

CAMPAIGN AWARDS
United Way annually recognizes those companies and organizations that go above 
and beyond to fight for every person in their community. 

United Way of the Greater Lehigh Valley



What does United Way do?
United Way of the Greater Lehigh Valley (UWGLV) fights for every person 
in our community to ensure students graduate from high school, families 
have access to nutritious food, seniors live safely in their own homes 
and everyone is supported during times of crisis. We do this by assessing 
community conditions, investing in focused community impact goals and 
measuring results to create long-term change for generations to come.

How can I be sure my contribution is well managed and well spent?
United Way is commited to accountability and validation of our 
partner agencies through a rigorous vetting process. Results Based 
Accountability (RBA) changes the model from funding non-profits 
that do good work to measuring results of programs and services. 
Knowledgeable, well-trained volunteers and experts from across our 
community carefully screen and select the programs funded by your 
contribution. The recommendations for funding are then reviewed and 
approved by our volunteer Board of Directors. 

Where does the money go?
The best part about being a United Way donor is that dollars raised here, 
stay in the community where it is needed most. After doing a needs 
assessment, four areas were identified and 108 programs at 48 local 
non-profits support those needs alongside hundreds of organizations all 
focused on solving the biggest issues in the Lehigh Valley. Together, we 
truly make changes that will last for generations to come.

What financial safeguards are in place at United Way?
UWGLV is committed to the highest standards of accountability and 
transparency when investing donor dollars. As a matter of practice, 
no single staff member is able to process any transaction from start 
to finish and all checks must be signed by two authorized signers. The 
Finance Committee and Board of Directors review financial statements 
quarterly to ensure adherence to the budget. An independent accounting 
firm audits UWGLV once a year and the Audit Committee and Board of 
Directors must review and approve this audit each year.

Why should I give to United Way and not directly to an agency? 
No other single organization has the scope, expertise or influence to bring 
hundreds of human service agencies, government, education partners 
and dedicated volunteers around a common vision of achieving long 
lasting results for a stronger, healthier Lehigh Valley. When you give to a 
specific charity, you support a cause. When you give to UWGLV, your gift 
becomes part of a collective effort to strengthen our entire community. 
Your gift to United Way allows you to accomplish more than you can alone 
or through a single charity. 

Why isn’t my favorite non-profit funded by United Way?
In some cases, an agency may be doing great work, but it may not 
have programs that align with United Way’s community impact 
goals. In other cases, the agency may not meet United Way’s rigorous 
criteria for performance and accountability. Even though UWGLV 
raised more money last year, there were nearly double the requests for 
funding than available funds. 

How does United Way pay for its events?
Annual events, such as Day of Caring, boost morale and create a synergy 
among volunteers. Nearly all the costs for these events are paid through 
ticket prices or generous corporate sponsorships. United Way’s corporate 
partners help to offset many operational costs such as campaign 
materials, events and administrative fees.

Will the money I give to United Way go outside the community?
No. The money raised in the Lehigh Valley stays in the Lehigh Valley, 
unless you, as the donor, request that it be sent to another United Way. 
Your local United Way does pay annual dues to United Way Worldwide, 
the trade association for United Ways, and also to United Way of 
Pennsylvania, the state trade association. Those dues (which amount to 
less than one cent of every dollar given) represent the only money that 
leaves the Lehigh Valley – and those dollars eventually are returned to the 
community in services received.

Is my gift tax-deductible?
Yes, UWGLV is a federally registered 501(c)(3) not-for-profit corporation. 
Donations to United Way are tax-deductible to the extent allowed by an 
individual’s or corporation’s circumstances.

Are there other ways I can contribute to United Way?
There are three ways to contribute. You can give. You can advocate. You 
can volunteer. Or you can do a combination of all three! Whether it’s 
reading to children, leading financial literacy classes for hard-working 
families, or delivering meals to homebound seniors, there are hundreds of 
volunteer options available every day.

ECC Basics Employee Campaign Coordinator Guide • 11

FREQUENTLY ASKED QUESTIONS
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I already give directly to a charity. 
Firstly, thank you for giving. Together we can accomplish more than 
anyone can alone or through a single charity. United Way is looking 
at the big picture – assessing community conditions, investing in 
focused goals and measuring results to create long-term changes. By 
giving through United Way, you are choosing to support the greatest 
need in the Lehigh Valley through program investments outlined 
in our 2014-2018 Investment Plan. Although it would not be tied 
to community impact goals and measurements, you may choose to 
direct your United Way gift of $25 or more to any qualified health and 
human services 501(c)(3) nonprofit.

Times are tight. I don’t have money to spare.
Every gift to United Way, no matter its size, provides vital services to 
people in our community who need our help. When you give, you join 
21,000 generous donors in the Lehigh Valley to create life-changing 
conditions for some. You may find that giving a small amount each 
pay period through payroll deduction allows you to make a pledge 
that fits your budget.

I feel pressured into giving.
Giving is a personal matter and decision. Neither United Way nor its 
volunteers believe people should be forced to give. Pressure defeats 
the very idea of voluntary giving. United Way counts on people to give 
because they understand the critical needs of our community and 
because they want to improve people’s lives. Everyone should have an 
opportunity to give and to enjoy the emotional reward that comes from 
knowing you are part of building a stronger, healthier community. Only 
you can determine whether you want to give at this time. 

I don’t live in the Lehigh Valley.
In today’s world, people often have ties to more than one community. 
Each United Way serves a particular geographic region and is 
committed to fostering the health and vibrancy of that area. 
Through United Way’s donor choice program, you have the option of 
designating your gift back to the community in which you live or you 
can split your gift to make a difference in both communities.

I heard about a financial scandal at United Way.
Every United Way is local and independent, including your United Way 
of the Greater Lehigh Valley. A volunteer board of directors comprised 
of industry professionals and leaders in the Lehigh Valley makes 
decisions about investments for our region, and UWGLV has never 
experienced any financial abuse. Over 20 years ago, a former United 
Way of America president, William Aramony, and two associates, 
were indicted for misusing funds. Neither United Way of America as 
an organization, nor any local United Ways, were charged with any 
wrongdoing in this matter. United Way instituted major governance 
and structural changes, and has become a model of accountability in 
the non-profit sector. Forbes magazine has since named United Way 
among the top five all-star charities for financial efficiency.

I don’t use United Way services so I don’t benefit from giving.
It takes everyone working together to create a strong, vibrant 
community. We all win when children succeed in school, families are 
financially stable and our neighbors are healthy. Job loss, loss of a 
loved one, illness, accidents, disabilities, family problems, natural 
disasters and the problems of growing up and growing old know 
no boundaries. Your gift helps ensure that United Way services are 
available when they’re needed. In fact, you or a family member may 
have already used a United Way-funded program without realizing it. 
People from all backgrounds benefit from services provided by United 
Way partner agencies including nutrition and education programs, 
mentoring and job training and much more.

ECC Basics12 • Employee Campaign Coordinator Guide

HANDLING POTENTIAL OBJECTIONS
Sincerity and commitment are the best tools when responding to objections. Often providing 
accurate information overcomes misconceptions and plants a seed for future giving.

United Way of the Greater Lehigh Valley
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Publicize Levels of 
Recognition

Recruiting Leadership donors (individuals who give $1,000 or more per 
year) is one of the most effective ways to increase your campaign. Here’s 
how you can inspire Leadership giving in your workplace.

The following recognition levels motivate donors to step up their 
giving to the next level. Leadership donors are invited to an annual 
invitation-only celebration where they have the opportunity to 
network with United Way Tocqueville donors and Lehigh Valley top 
executives. Donors are also listed in our annual report and receive 
exclusive communications from United Way.

Silver Leadership $1,000 – $1,499

Gold Leadership $1,500 – $2,499

Platinum Leadership $2,500 – $4,999

Visionary Circle $5,000 – $9,999

Tocqueville Society $10,000 – $99,999

National Society $100,000+

Plan a
Leadership Event

Prior to your campaign kickoff, schedule an event (possibly 
a breakfast or lunch) to talk with C-suite staff members and 
department leaders about Leadership giving. Typically, a senior-
level speaker from United Way and/or a senior-level volunteer 
from another company (e.g. a peer leader or Campaign Cabinet 
volunteer) will present a case for support about giving to United 
Way at a Leadership level and why it makes a difference. If 
someone at your company is already giving at this level, ask them 
if they’d be interested in speaking as well.  

Leadership Giving14 • Employee Campaign Coordinator Guide
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Make the Ask

The number one reason people don’t give to United Way is because they were 
never asked. Identify those in your organization who have the potential to 
contribute to United Way at the Leadership level and ask them for a gift. You 
could conduct a one-on-one visit, ask them at a special event, send a pledge 
form with a note about the benefits of Leadership giving, etc.

Say
Thank You

Hand-written thank-you notes are a great way to personally acknowledge a 
Leadership gift, but be sure to thank them in person as well. You could also ask 
your CEO or other C-suite executive to write thank-you letters. If the donor is 
comfortable with publicity, you could recognize them in internal communications 
and other company acknowledgments. If you need help crafting language, your 
United Way Relationship Manager can assist you.

If you have the resources, you could also plan a company-sponsored thank-you 
event for all Leadership donors once the campaign has closed. Partner with your 
Relationship Manager to summarize the results of Leadership giving and its 
impact on the overall workplace campaign.

Communicate
Impact

After your campaign closes, report back to your Leadership donors on how their 
gifts are making a difference. Send a letter or email, include information in 
internal communications, or tell them personally. This is a good way to keep 
United Way in front of your Leadership donors all year long. Your Relationship 
Manager can provide you with these details and how they impact the community.

Leadership Giving Employee Campaign Coordinator Guide • 15
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Workplace Giving Portal
United Way’s Workplace Giving Portal (WGP) provides donors with a smooth and easy online giving experience through  their 
workplace campaign. The Employee Campaign Coordinator (ECC) will have access to your company’s campaign data, be able to 
review and assist with your employee donations and obtain live results of the campaign.  Further questions, please contact June 
Tsang, United Way’s Manager of Data Systems & Digital Giving, at 610.807.5719 or junet@unitedwayglv.org.
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Making a
Donation

When your United Way Campaign is ready to launch, all employees will receive a campaign 
kickoff email containing their giving history and instructions on how to donate.

STEP 1: Click on the link provided in the campaign kickoff email.
All employees login information is embedded into the email, so they will not need to login 
to access their history or make a donation*. Important – please inform your employees 
that this link is customized with their personal giving profile and should not be shared or 
forwarded.

STEP 2: Click the DONATE NOW button.

The Portal is 
mobile-friendly!

*If you are asked for a username and password, please refer to the employee 
roster import file  or contact your United Way Relationship Manager.

STEP 3: Select “Review Your 2016 Gift” or “Start a New Gift for 2017.” Click Continue.

For Employees

Notes

Workplace Giving Portal Employee Campaign Coordinator Guide • 17
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STEP 4: Determine payment method.
Employees can select more than one payment method if they are making multiple gifts.

• Payroll Deduction – Donations can be taken directly out of an employee’s paycheck 
each pay period or as a one-time gift.

• Credit Card – Make a secured donation through a third party processor.
• Direct Bill – An employee will receive an invoice if their billing address is provided.
• Check – All checks should be made payable to “UWGLV.”
• Stock – United Way will contact an employee who wishes to make a donation in the 

form of stock or appreciated securities for further instruction.

STEP 5: Select the “Add” button corresponding to your preferred payment method.

Making a
Donation
For Employees

Notes

Workplace Giving Portal18 • Employee Campaign Coordinator Guide
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STEP 6: Designating a Gift
By default, gifts will be designated to the UWGLV LIVE UNITED fund supporting all United 
Way investments. The donation is applied to the area most in-need. Employees also have the 
option to direct all or part of their gift to a specific United Way-supported fund.

Gifts can also be directed to a United Way affinity group, initiative or charity. 
To access this list, click on “Find a Charity/Initiative.”

Making a
Donation
For Employees

Notes

Workplace Giving Portal Employee Campaign Coordinator Guide • 19
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STEP 7: Employees can check any of the donor/affinity groups they are interested in 
joining. Our staff will contact them with more information. (optional)

STEP 8: Update Donor Profile
Employees have the opportunity to verify their contact information and make changes if 
necessary. It’s important to keep our donor details up-to-date to continue enhancing user 
experience. 

STEP 9: Gift Recognition and Submission
Before submitting their gift, employees have the choice to remain anonymous. Click “Finish” 
to submit gift.

Making a
Donation
For Employees

Notes

Workplace Giving Portal20 • Employee Campaign Coordinator Guide
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STEP 1: On the United Way portal 
homepage, click on your name in the upper 
right-hand corner to access the drop-down 
menu; click “Dashboard.”

The dashboard provides a snapshot of your 
company campaign activity including your 
campaign ending date with a countdown 
timer, current dollars raised, participation 
percentage, designations and the number of 
donors per giving level.

Accessing
Key Data
For ECCs

Pulling 
Reports
For ECCs

STEP 1: Once logged into the Portal, 
select Dashboard from the menu drop-
down box.

STEP 2: Along the left-hand side, locate 
the “Reports” section and click on 
“Standard Reports.”

Notes
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Pulling 
Reports
For ECCs

Standard Report Name Description

Campaign Contribution List of company donors with payment method and gift amount

Check Payment List of all donors and their payment status

Cost Center List participation %, gift per employee and average gift

Daily Contribution Offers a daily gift summary (i.e. # of donors and respondents)

Employee Details by Business List of all donors and total gifts for current and last year’s campaign

Pledge Details by Business List of company donors’ total gift by business

Pledge Response List of all donors and their giving status (i.e. responded, lapsed)

Pledge Summary Comparison of current and last year’s campaign donations

Pledge Summary by Business Comparison of current and last year’s campaign donations by business

Available standard reports. All can be exported as a .PDF, .CSV or Microsoft Word document.

Custom reports are also available. Specific fields, as 
originally provided on the employee list from the company, 
can be exported to show desired results.

Custom Report Name Description

Employee and Donation Report* Export employee and donation data for the current and last campaign

Donation Per Designation Report Export employee and donation data per designation

Payroll Report Export pledges for employees opting for payroll deduction 

*This report also shows those employees who have not yet responded or completed their pledge.

Notes
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Managing 
Employee Information

STEP 1: Once logged into the Portal, select Dashboard from the menu drop-down box.

STEP 2: Along the left-hand side, locate the “Workplace Giving” section and click on 
“Employees.”
In this section, you will be able to search for employees based on name or email address; 
view gift and pledge history; impersonate an employee; and reset an employee’s password.

NOTES TO KEEP IN MIND
• If there are changes to an existing employe’s information, or a new employee is not 

included in the original import file, please contact United Way. Do not attempt to edit the 
information in the Portal yourself.

• Do not delete employee or pledge information unless agreed upon with United Way staff.
• Impersonation can be helpful when assisting your employees in completing their donation.

Notes
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Preparing 
Employee Import File

SPECIFICATIONS FOR PREPARATION
• Please include all current employees and any past employees 

who have retired or left the organization since the last roster 
import. Be sure to note which employees are current and which 
are no longer with the company.

• Roster files should be saved in .CSV format.

• Field names are required for each import.

Field Name Type Length Description Required?

Prefix Text 255 Mr., Mrs., Ms. Recommended

EmployeeID Text 255 Internal employee ID Yes

FirstName Text 255 Employee’s first name Yes

MiddleName Text 255 Employee’s middle name No

LastName Text 255 Employee’s last name Yes

Suffix Text 255 Jr., Sr., IV No

UserName Text 255 Used for auto login feature UW-generated

Password Text 255 Used for auto login feature UW-generated

Email Text 255 Employee’s work email address Yes

WorkPhoneNumber Numeric 10 Employee’s work phone number Recommended

HomePhoneNumber Numeric 10 Employee’s home phone number Recommended

CellPhoneNumber Numeric 10 Employee’s cell phone number Recommended

AddressLine1 Text 255 Employee’s home address line 1 Recommended

AddressLine2 Text 255 Employee’s home address line 2 Recommended

PostalCode Text 255 Employee’s home postal code Recommended

City Text 255 Employee’s home city Recommended

StateOrProvince Text 255 Employee’s home state Recommended

JobTitle Text 255 Employee’s job title Recommended

DefaultPay-PeriodOverride Numeric 2 Number of pay periods (e.g. 12, 24 or 26) Yes

Salary Numeric 255 Used for pledges based on % of salary
All three fields must be completed 
for salary calculator to work.

HourlyRate Numeric 255 Used for pledges based on % of salary

HoursPerYear Numeric 5 Used for pledges based on % of salary

PaidTimeOffHours Numeric 5 Number of paid time off hours available to donate

SuggestedGIftAmount Text 255 Employee’s suggested gift amount based on last year.

OrgCode Text 255 Internal UW organization code UW-generated

BusinessUnit1 Text 255 Corporate hierarchy (ex: Division, Department, etc.) 
There is no limit to the number of business units.

Recommended
BusinessUnit2 Text 255

EmployementStatus Text 255 Active, Retired, Terminated. Null defaults to Active. No

EmployerPostalCode Text 255 Employee’s work postal code Yes, for out of area employees

Supervisor1 Text 255 Employee’s immediate supervisor No

Supervisor2 Text 255 Employee’s supervisor’s supervisor No

UserDefined1 Text 255 Custom field for targeted user groups No

ContributionTypes Text 255 Payment methods, including payroll, credit card, direct 
bill, optout)

No

Roles Text 255 Role assigned to employee No
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OPTION 1: Payroll Deduction

OPTION 2: Direct Bill (completed on Workplace Giving Portal or through a paper pledge)

Via check or credit card

Payroll Deduction enables employees to donate and spread out their payments over a 
period of time. 

• Payroll deductions typically follow the payroll schedule of the employee 
(weekly, bi-weekly, twice monthly, etc.) and are set up by the company’s 
payroll department.

• The company will send a list of employees and their pledge amounts, in 
addition to the number of pay periods.

• UWGLV will invoice the company based on their preference (bi-weekly, 
monthly, quarterly.) Once invoiced, the company will send a payment to 
UWGLV via check or EFT for the deductions taken for that time period. See 
below for an example of a payroll deduction invoice.

Ways to
Donate
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When sending a payment, 
we ask that the ECC also 
provide us with donor detail 
which includes the below 
information. This is important 
because it allows us to 
ensure that donor dollars are 
accurately applied to the 
pledges and that the donors 
are recognized appropriately 
for their donations. It also 
allows us to remove any 
employees who may no longer 
be with the company. An 
emailed excel document is the 
preferred method to receive 
this information. 

• Donor name
• Employee ID
• Amount paid
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