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Online Giving
& Payments
The five keys to setting up and navigating
your GabrielSoft Online Giving and
Payments + Forms account.
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The Payments Center is a tool provided as part of your GabrielSoft Online
Giving and Payments + Forms subscription, which allows you to manage
transactions and donor account information, run reports, and more. Here
are three quick and easy steps to help you navigate your way around:

STEP 1
Log in and access the Payments Center
Log in to your GabrielSoft website and
click Payments in the white Admin
toolbar to open the Payments Center.

STEP 2
Locating transactions
When you arrive in the Payments Center,
the Transactions/Reporting tab will be
selected by default. This displays all
your transactions in a table called the
Transactions List.

STEP 3
Click the magnifying glass icon to open
the Transaction Details dialog
This allows you to view the details of a
specific donation or payment. You can
also void or issue a refund (or partial
refund) from the Transaction Details
dialog.
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NOTE: All payments and funds collected are deposited
to the bank account used to set up your GabrielSoft

Online Giving/Payments + Forms account.

Within your GabrielSoft Payments account, you can organize
your transactions using Accounts and Subaccounts. This
way, you'll know exactly where your donations and payments
are coming from and where they should be going to.

An ACCOUNT is a category designating where money
is going TO. In most cases, an Account is named after
a particular department at your church, school, or
organization.

Accounts can be created and managed in the
Payments Center.

A SUBACCOUNT is a subcategory designating where
money is coming FROM. Most often, a Subaccount is
the page on your website via which a donation or
payment is submitted.

Subaccounts can be updated in the settings for a
Donation Form or Payments Form.

Understanding Accounts and Subaccounts
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With GabrielSoft Payments, there are three security roles that
can be assigned to your admin users: Full, Modules Only, and
None.

To assign or edit security roles for your users, log into your
GabrielSoft website, click on Admin (in the white Admin
Toolbar at the top of the screen), then click the Admin Users
tab. 

FULL
Most often, this role is assigned to very few individuals.
Business managers and/or bookkeepers most commonly hold
this role since it provides access to view and refund all
transactions and reports in the Payments Center.

MODULES ONLY
Indicates that users don't have access to the Payments
Center. After selecting the Modules Only security role, you will
have the option to turn ON Payment Reporting and Refunding
for the Modules Only setting. MODULES ONLY users will then
be able to run reports and issue refunds as needed.

NONE
This user has no role in the processing of payments and
donations on your site, and will not be able to add Donation or
Payment modules to pages on your website.

Security Roles for GabrielSoft Payments



4 Creating a Payment Form

Drag and Drop the Payment Forms module onto your page
Navigate to the page where you'd like to create a payment
form. Once there, click Add Content in the Page Toolbar,
locate the Forms + Payments module in the Add-ons section
of the content tray, and drag and drop it onto the page.

Drag and drop fields into the form
Hover your cursor over the form to reveal three tabs: Basic,
Prebuilt, and $. All three tabs contain fields that you can drag
and drop into the "Drag Fields Here" area of the form.
Continue adding fields as needed.

Customize your fields
Hover your cursor over a field and click on the Settings icon
to customize individual form fields. Use this method to edit
field titles, set fields to "Required," enter field instructions,
and much more. 

Publish the form
Once you've finished adding fields and editing the form's
settings, click the Publish button at the bottom of the page.
Your visitors will then be able to complete the form and
submit their payment directly on your website.

STEP 1 STEP 3

STEP 2 STEP 4

Use the FORMS + PAYMENTS module to easily build mobile-friendly forms and gather data with payments directly on your website.
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5 Building a Donation Form

Use the Donations module to easily build mobile-friendly donation
forms that allow you to accept one-time or recurring donations
directly on your website.

*NOTE: Donation forms cannot be placed on your homepage.

Click Add Content and drag the Donations module onto
your page*
Navigate to the page on which you'd like to create a
donation form. Once there, click Add Content, locate the
Donations module in the Add-ons section of the content
tray, and drag and drop it onto the page.

Edit the form's title (optional)
Click the title icon to show or hide a title for the donation
form. Once the title is shown, click the title to edit it
directly on the page.

Publish the page
To take your new donation form live, be sure to click the
green Publish button to make it official!

STEP 1

STEP 2

STEP 4
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Edit the form's settings
Click the Settings icon (      ) to open the Payment Settings
dialog, which contains three tabs: Basic, Advanced, and
Recurring Payments.

STEP 3



Help donors put faith into action!
Need help setting up online giving on your website? Our world-class
support team can help kick-start your journey. Just give us a call at

(877) 932-5335, ext. 1 or email Sales@GabrielSoft.com.

mailto:sales@gabrielsoft.com

