


Foothills Unitarian Universalist Fellowship 
How to set up a pledge on Realm

It’s time to pledge for the upcoming fellowship year   

The following pages will guide you through the steps 
to make a pledge and create an automatic donation 
to fulfill the pledge

If you don’t have a Realm account please contact office@fuuf.org to 
get one set up

mailto:office@fuuf.org


Pledging and donating to FUUF

Pledges and donations are 2 separate functions   
Pledges are the promise, and the donations are the monetary 
fulfillment of the promise

Note: If you set up your automated donation correctly, you will receive 
a confirmation email every time the money is deducted

Record the amount 
of your pledge

Set up the automatic 
scheduled donation



For Mobile users…
The instructions in this doc have screenshots taken on a 
computer to help guide you through the process, but they 
will also work for mobile devices

There may be slight differences in wording and location of 
buttons but the process is the same

Start by opening the Realm app instead of “opening the 
browser” then follow the computer instructions



Steps for recording a pledge on Realm
Pictures and details for each step are on the following pages.

Step 1
Open Browser

Step 2
Click on “Giving”

Step 3
Click on “+Pledge”

Step 4
Enter Pledge Info 

& Save

Step 5
Check box to make 

donation & 
Click “Finished”



On your computer open realm in a web browser   
https://onrealm.org

Record a Pledge – Step 1

https://onrealm.org/


Click on “Giving“ from the menu on the left side of the screen
Record a Pledge – Step 2



Click “+Pledge” button
Record a Pledge – Step 3



On the pledge screen enter 
- the amount you want to 

pledge 
- the frequency you plan to 

donate (annual, every 3 
months, 2x / month, 1x / 
month, every 2 weeks, 1x / 
week)

- start & end dates

Click “Save Pledge”

Record a Pledge – Step 4

This does NOT set up the actual donation – it only records the pledge



Once you’ve saved your 
pledge you should see a 
confirmation screen

If you want to set up your 
donation NOW click the 
checkbox to “Add an online 
gift…”  this will take to you to 
Part 2 - making a donation

Click “Finished”

Record a Pledge – Step 5

Your pledge has been recorded
Congratulations and thank you!



To set up your pledge donation there are 2 ways to do it  
The path you use will depend on whether or not you have a 
current active donation 

Yes = Use Path 1: You have an active automated donation for the current pledge year 
and you want to set it up for the upcoming pledge year

No = Use Path 2: You do not have an active automated donation

The following pages will guide you through the steps

Scheduling an automatic donation



Scheduling an automatic donation
Pictures and details for each step are on the following pages.

Path 1-Step 1
Open BrowserDo you 

want to 
make an 

automated 
donation?

Quit
Make donations 

manually

No

Do you have 
an active 
pledge

donation?

Do you want 
to keep 
current 

frequency of 
donation

Path 1-Step 2
Click “Giving”

Path 1-Step 3
Click “Scheduled” & find 

active donation

Path 1-Step 4
Click “…”

Path 1-Step 6-b
Update donation - Continue & you are done

Yes

Yes

Yes

Path 2-Step 1
Open Browser

No

No

Path 2-Step 5
Click “Edit”

Path 2-Step 2
Click “Giving”

Path 2-Step 3
Click “+Give”

Path 2-Step 4
Enter donation info

Path 2-Step 5
Enter Payment info

Path 2-Step 6
Save & you are done

Path 1-Step 6-a
Update end date & Continue

Update Existing Donation - pg 13 Create New Donation - pg 24

You will automatically  
proceed to Path 2-Step 3

Complete Donation Set Up End Existing Donation



NO: If you want to make your donations by check, cash or text manually you 
can quit here.   There is no more to do

YES: If you want to set up an automated donation in Realm proceed to the next 
page

Do you want to 
make an 

automated 
donation?

Scheduling an automatic donation



YES: Proceed to the next page – Path 1 - Update an Existing Donation

NO: Proceed to page 24 – Path 2 – Create a New Donation

DON’T KNOW:   Proceed to the next page to find out

Do you have 
an active 
pledge

donation?

Scheduling an automatic donation



Update an Existing Donation – Path 1-Step 1

On your computer open realm in a web browser   
https://onrealm.org

https://onrealm.org/


Update an Existing Donation – Path 1-Step 2

Click on “Giving“ from the menu on the left side of the screen



Click on the “Scheduled” button to find your active 
automated donation

YES - If you have an active donation set up - it is shown here 

- If it is not listed confirm your Filters are set to Active , On Hold
If the filter is listed as something else are not click the “reset filter” button
If it is still not listed you don’t have one

Update an Existing Donation – Step P2-1.3

Do you have 
an active 
pledge 

donation?

Update an Existing Donation – Path 1-Step 3

NO – you do not have an 
Active donation 

- Proceed to page 22 (step P2-2.1) 
to set up a new automated 
donation



Click on the “3 dots” to the right of the donation to see drop down 
a menu

Update an Existing Donation – Path 1-Step 4



Click “EDIT” from the drop down menu

Update an Existing Donation – Path 1-Step 5



Do you want to 
keep the current 
frequency of the 
donation for the 

new year?

NO: Proceed to the next page to end 
your existing donation  – Path 2-Step 6a

YES: Proceed to Page 22 –
Path2-Step.6b – Update an Existing 
Donation

Update an Existing Donation – Path 1-Step 5
DECISION



Check the end date for your 
current donation

If it does not have an end date 
or it is set to end after your new 
donation starts….

- Change the end date to make sure 
your current donation stops 
before your new donation starts

Click Continue

Proceed to Page 26 – Path 2-Step 3 to 
create your new donation

Update an Existing Donation – Path 1-Step 6a



Update your selections for your 
automated donation
- Enter the new amount if it has 

changed
- Set the date to start the donation
- Set the date to end the donation

Update an Existing Donation – Path 1-Step 6b



Select the fund for the new 
pledge year from the pull-
down menu

Click “Continue”.

Update your payment method 
if needed

Click “Save”

You are finished.  
Congratulations and thank 
you!

Update an Existing Donation – Path 1-Step 6b



Create a New Donation – Path 2-Step 1

On your computer open realm in a web browser   
https://onrealm.org

https://onrealm.org/


Create a New Donation – Path 2-Step 2

Click on “Giving“ from the menu on the left side of the screen



Click on the “+Give” button

Create a New Donation – Path 2-Step 3



Create your donation

- Enter the amount you pledged
- Select the fund for the pledge 

year from the pull-down menu
- Set the frequency of your 

donation 
- Set the date to start the donation
- Set the date to end the donation

Click “Continue”

Create a New Donation – Path 2-Step 4



Enter your payment information

Click “Give”

You are finished.  

Create a New Donation – Path 2-Step 5

Congratulations and thank you!
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