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How to manage Grants and 

Sponsorships 
 

Grants and Sponsorships are the backbone of the Corporate Giving 

portion of DonationXchange. This guide will lead you through the few 

steps needed to approve and donate to a request or deny and remove 

one.  

I.   First Approval or Denial  

1. Ensure you are in the Corporate Giving tab Dashboard. 

2. Begin the donation process by using Select Type to choose a specific 

form to process.  

3. Choose a status to review. You will most likely start at Submitted.  

Note: This workflow can be created, edited, and assigned in the                         tab under 

Configurations. These can only be changed by an account with Admin standing. 

4. Depending on how your workflow is set up, you may have to 

approve a single request multiple times. At each step there is the 

option to approve or deny.  
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Denial at any step removes the request from the workflow entirely 

and automatically sends a letter of denial. 

Approval will move the request one workflow step forward. 

5. Move to the next step once the final approval has taken place. 

 

II.   Donating the Grants  

1. Click ‘View’ next to the desired request in the Approved status.  

2. Under                      click                     . This will open the Add Donation 

popup. 

3. Choose Cash/Monetary Donation from the Donation Type 

dropdown, fill in the amount of money, and choose a budget (if there 

are any set up).  

4. Click                         then            . 

5. Under Giving Details fill in: 

a. Donation Title and Description. 

b. Total Donation. 

c. Cash Remittance. 

i. By Company | The company will pay the organization. 

ii. Locally By Business Unit or Manager | Funds will be paid 

out locally. 

iii. By DonationXchange | Funds will be remitted by 

DonationXchange  

 

d. Choose the applicable donation letter. 

6. Finalize the Process by clicking Donate. 
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III.   Cancelling a Grant 

There may be times where information is wrong or duplication occurs 

and there is a need to cancel the request. As long as the payments have 

not been processed or shipped, there is a way to go into the item and 

roll it back.  

1. Find the donation in the Approved status of the Corporate Giving 

Dashboard.  

2. Click View to see the detail popup. 

3. Scroll down to                      and find the Donation Details section. 

4. There are a variety of options here, including giving tracking 

numbers, changing donation amounts, or reviewing the donation 

letter and information.  

5. To remove a request, go to the Remove Donation section, enter in 

the required code, and click the button. 

Note:  Please remove all items, including monetary donations, from the donation list 

before doing this process. 

 


