
Philanthropy Portal 

How to manage an Employee Giving 

Request 
 

One of the major features of DonationXchange is managing employee 

match requests. Employees can do this through their employee portal 

and the request then moves to you. This guide is a brief overview of the 

general process of processing this request from match request to 

donation. 

I.   Accessing the specific form to manage requests 

1. Ensure you are on the Employee Giving tab of the dashboard. 
 

2. Choose the form you wish to see Employee Giving requests listed by 

using the Select Type dropdown. The table and list below will then 

populate with the request information for this form type. 
 



Philanthropy Portal 

II. Accessing a specific Employee Giving Request 
 

1. Under Pending, you will find requests that have been submitted but 

have yet to be reviewed. 

Note: This workflow may look different depending on how your workflow process was set 

up. Go to Setup Workflow and check the specific form for how it is set up. 

2. Click “View” to access a popup menu with the request’s details. 

 

 

 

 
 

 

III. Under Organization Information, organizations in the IRS 

database will show up as "IRS/Govt Verified". You can also 

view the receipt attachment. 
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IV. Under Gift Details, ensure that the Amount present 

matches the receipt and the “Match Amount” below it. 

Note: If these numbers differ (or if there are any other issues with the information on this 

page), click “Update Information” to make changes to the request. When finished, click 

‘Save Information’ where update information was. 

 

 

 

 

 

 

 

 

 

V. Finalizing the request. 

1. To approve of this specific request, click “Approve Request”. Please 

double-check that all donation information is correct, including the 

receipt. 

2. To decline this request, click ”Decline Request”. 

Note: Employees will always receive approval emails. You can opt to choose “No Email” in 

regards to approval letters to the organization.  

Note: Pressing Decline will immediately send a decline email to the requestor, so be sure 

to use the correct Decline email, using specific language to explain the denial (i.e. “Receipt 

is not sufficient”).  
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V. Marking Approved Requests as Processed. 
 

1. Once a request has been approved, it will be moved to the 

“Approved” status.  

 

2. To mark the payment as processed (for your records), click the 

“Approved” radio button, and click the “Mark as Payment 

Processed” button. 

Note: This should only be done when the check has been cut or the electronic transfer has 

been completed.  

 

 


