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This Guideis broken out into two main parts:

The Participant Experience
(signing up and using the dashboard)

The Event Manager Experience
(working within the different functions of the EMC)

Note: while the screen shots may reflect Relay For Life,
the steps outlined in this guide are applicable across allprograms.
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THE PARTICIPANT EXPERIENCE

Chapter 1: Society Account |

e Creating a New Society Account
e Logginginto Your Existing Society Account
e Managing your Society Account

Creating a New Society Account
(For first-time American Cancer Society online event participants)

If you have never participatedin an American Cancer Society event online (Relay For Life, Making Strides Against Breast
Cancer, Real Men Wear Pink, DetermiNation, etc.) you can create a brand new Society Account which you can use for
any future ACS online activity!

1. Visityour event website.

2. Click on the Sign Inlink in the upper right-hand corner.

Xy te
"
DONATE (?Shﬁ;z_ JOIN THIS RELAY
sz
LEARN ABOUT RELAY GET INVOLVED FUNDRAISING @ siGNIN

Relay For Life of

Hope City

3. Click the blue Create an Account button.

If you have any questions, please open a Salesforce Case
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Log in with your social account: 7 Or, log in with your email or username:

Email or Username:

i wooin 8+ Google Y vahoo

Password:

LOG IN Forgot password?

MNeed help? Please visit our FAQ

4. Youcan choose to create your new account using our social login feature OR using your email address.

a.

Note: Ifyou choose to create an account with your email address, it must be a unique email address, not used by
another other ACS online event participant. Enter the required information and click Create an Account.

If you need additional assistance creating your new Society Account, please call our web site support desk at
877-957-7848.

Create My Society Account Are you a retuming participant?

Welcome! Creating a new account is quick, simple and secure. You'll get a head start on registering for event and have
seamless access to American Cancer Society sites like Relay For Life, Making Strides Against Breast Cancer and
others.

By creating an account, you agree to the Terms and Conditions and Privacy Policy.

|
Create an account with your social login: » ( Or, create an account with your email address:

First name:

K ogin S+ Google Y vahoo

Last name:

Confirm Email:

Password:

Confirm Passwaord:

CREATE AN ACCOUNT

Meed help? Please visit our FAQ,

\.

If you have any questions, please open a Salesforce Case
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Loggingin to Your Existing Society Account
(For returning American Cancer Society online event participants)

If you have previously participatedin an American Cancer Society event online (Relay For Life, Making Strides Against
Breast Cancer, Real Men Wear Pink, DetermiNation, etc.) you canlogin using the most recent email address with which
you registered.

1. Visityour event website.

2. Click on the Sign In link in the upper right-hand corner.

X
E
DONATE (?5'&"[’.;:_ JOIN THIS RELAY
LEARN ABOUT RELAY GET INVOLVED FUNDRAISING @ siGNIN
)
‘\f a
. —
X »
; A
B F NN

h

{
S

Relay For Life of

Hope City

3. Useone of the Log Inoptions toaccess your account.
a. Ifyou need additional assistance accessing your Society Account, feel free to call our web site support desk at
877-957-7848. We're always ready to assist youwith any question you might have.

Log In Are you a new participant? CREATE AN ACCOUNT

Log in with your social account: 7 Or, log in with your email or username:

Email or Username:

i oin S+ Google Y vahoo

Password:

LOG IN Forgot password?

MNeed help? Please visit our FAQ.

If you have any questions, please open a Salesforce Case
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Manage Your Society Account
1. Logintoyour Society Account

2. Click on the My Account link.

K ta
v
DONATE (L‘S‘ﬁ’{‘;;g_ MY ACCOUNT B

JOIN ANOTHER RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING @ SIGN OUT

Welcome, Amy GO FUNDRAISE MY EVENT MY TEAM

Update Your Basic Information

1. Click the blue Edit link to make changes to your biographical and contact information. Click Update to save your
changes.

My Society Account

Hello, Amy

Thank you for doing your part to help the American Cancer Society finish the fight against cancer.

My Profile My Events

2 My Basic Information

First Name: Amy
Last Name: Delozier
Phone:

Address:

Update Your Login Preferences

1. Scroll down to the Login Preferences section.

& My Login Preferences

Login Email: amy.delozier+1@gmail.co

Change my password

Social Login

Account not Linked with Facebook Link Accounts
& Account not Linked with Google Link Accounts

If you have any questions, please open a Salesforce Case
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2. Click the appropriate blue links to make changes toyour login email and/or
password. Make sure you always click Save / Update once you’ve made the
desired changes.

a. Note: Ifyou want to simultaneously update your contact email, so you
also receive emails at your new email address, check the box before
saving.

Lagin Email: amy.delozier+1@gmail.com ¥

[¥] Ughiate my contact email with this email as well.

SAVE

Cancel

3. Youcanalsochoose to link your Society Account to your Facebook or Google, which will allow for easier login in the

future.

Update your Email Preferences

1. Scroll down to the My Contact Preferences section.

2. Click the blue Edit link to make changes to your contact preferences. Click Update tosave your changes.

a. You can change your contact email address
b. Opt infout of receiving emails

c. Select HTML or Plain Text as your preferred email format. HTMLis recommended, as that allows you to get the

full experience from each email, with photos and links.

E¢ My Contact Preferences

Preferred Contact email: amy.delozier+1@gmail.com
Please email me the event-related information so | can participate successfully.

Preferred format: HTML

at 800-227-2345.

All communications and any notifications you register to receive will be sent to the contact email below.

To deactivate your account and/or cancel your event registration, please call our website support desk

If you have any questions, please open a Salesforce Case
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Chapter 2: Sign Up |

e Starta NewTeam

e Bring Backa Returning Team
e JoinaTeam

e RegisterasanlIndividual

Starta New Team

1. Visityour event website.

2. Click on the Join/Sign Up button (button verbiage may vary based on program)

Xt
v
RELAY
DONATE (,0“,"_ JOIN THIS RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES (-l SIGN IN

RELAY FOR LIFE OF
Hope City

3. You will be askedto enter an emailaddress. (see previous section for more info on Society Account)

*x
«Back to previous page (

RELAY

Need assistance? 1.800.227.2345

RELAY FOR LIFE OF

HOPE CITY

Saturday, November 19,2022 | Gnomes AK.

Welcome! Let's get you signed up for Relay For Life of Hope City
Provide your email address to log in or sign up, or continue with a social account.

"Email Address

Your Fundraising
Your Team

Your Contact Information

4 SIGN UP

5. Once you have loggedinto registration, update Your Fundraising Section.

If you have any questions, please open a Salesforce Case

10
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not, select No, Thanks.

7. Select Next

RELAY FOR LIFE OF

HOPE CITY

Saturday, November 19,2022 | Gnomes AK

Hey there, Courtney . Thanks for joining our mission!

Your Fundraising

We all join Relay for a reason. What drives you? (select all that apply)

I have had cancer or am

I want to do my partin the
fight against cancer.

Iam or have been a caregiver

currently living with cancer. or supporter for someone with
cancer.

You're the heart of our Relay community. Thanks! You're in the right place.

Thank you for your continued support of

the cancer community.

1 prefer not to say

*What’s your fundraising goal?

When you gather donations from your friends and family, you help support cancer research and resources for patients,
caregivers, and survivors.

Abig goal can make a big impact. Every $100 we raise can
fund a Hope Lodge stay for a patient and caregiver.

Will you make the first donation toward your goal?

$50 $100

‘ $35 $200

No, Thanks

Other ‘

8. Select Startateam and enter your Team Name in the field that appears below.

9. Select Next

If you have any questions, please open a Salesforce Case

Your Team

*How do you want to Relay?

Starting a team is the best way to go - call up your family and friends and do good together! You can also join an existing
team or participate solo if that’s your style.

@ start a team O Join ateam

(O Participate solo

Wayto bea leader!

*Team Name

Relay Friends

If you would like to make a donation to kick start your fundraising, select a gift value or enter a different amount. If

11
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Your Contact Information

Are you under the age of 18?7

Yes No

Please select if you are under the age of 18

*Mailing Address

Enter a location

Mailing Address 2 (Optional)

*Zip Code *City *State

*Country

United States

Phone Number (Optional)

Enter mobile number to opt into receive important
updates about Relay For Life via text message.
Message and data rates may apply.

10. Complete the Registration Form with your personal information.
*If you are a returning participant, this information should be completed for you. Please be sure to check that all fields
are updated for the current year.

11. If your registrationincludes a fee, or if you chose to make an additional donation, you will be asked for billing
information.

12. Once finished, click Sign up.

13. Yourregistration is complete. Welcome to your dashboard!

dn * .
RELAY MY ACCOUNT >
DONATE (FORLIFE

JOIN A RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @ SIGN OUT

MY DASHBOARD MY TEAM MY EVENT

Show Quickstart Checklist

ST [ ST <
ASKFOR PERSONALIZE MY MANAGE MY FUNDRAISING
DONATIONS PAGE CONTACTS RESOURCES

If you have any questions, please open a Salesforce Case

12
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Bring Back a Returning Team

1. Visityour event website.

2. Click on the Join/Sign Up button (button verbiage may vary based on program)

-
x v
RELAY
DONATE FoRviFe JOIN THIS RELAY

=

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES (-l) SIGN IN

NIW2]

RELAY FOR LIFE OF
Hope City

3. You will be asked for your email. (see previous section for more info on Society Account)

*
RELAY _
«Back to previous page FOR LIFE Need assistance? 1.800.227.2345

RELAY FOR LIFE OF

HOPE CITY

Saturday, November 19,2022 | G

Welcome! Let's get you signed up for Relay For Life of Hope City

Provide your email address to log in or sign up, or continue with a social account.

“Email Address

Your Fundraising
Your Team
Your Contact Information

SIGN UP

4. Once you have loggedinto registration, update anyinformation that changed from the previous year.

The system will recognize if you were a member of a team last year and askif you want to bring it back!

6. Ifyou would like to make a donation to kick start your fundraising, select a gift value or enter a different amount. If
not, select No, Thanks.

7. Select Signup

v

If you have any questions, please open a Salesforce Case

13
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Sign0ut Need assistance? 1.800.227.2345

RELAY FOR LIFE OF

MASTER BLUEPRINT TEST

bration, community and rallying against cancer st Relay. Our

Take 3 look and make sure cverything

Your Fundraising EDIT FUNDRAISING SELECTION

Your Motivation For Participating: { want to make an impact i the fight against cancer

Personal Fundraising Goal: s100

Your Team CHANGE TEAM SELECTION

TeamName:  Relay Friends

Your Contact Information

Ave you under the

Yes v No

*First Name

Courtney

Test

“Mailing Address

250 Williams Street Northwest

*2ip Code *City

*state

30303 Attanta [

United States

Phone Number

UPDATE CONTACT INFORMATION

Contribute to Your Goal

As someone who has participated in Relay For Life of Master Blueprint Test before, we encourage
you to renew your commitment by making the first donation toward your $100 goal.

535 $50 $100 5200 Other No, Thanks

MNeed assistance? Contact us at 1.600,.227.2345

8. Your registrationis complete, Welcome to your dashboard!

& *
DONATE MY ACCOUNT »
JOIN A RELAY
LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES (2) siGn ouT

e, Courtney MY DASHBOARD MY TEAM MY EVENT

Show Quickstart Checklist

ASKFOR PERSONALIZE MY MANAGE MY FUNDRAISING
DONATIONS PAGE CONTACTS RESOURCES

If you have any questions, please open a Salesforce Case

14
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JoinaTeam

1. Visityour event website.

2. Click on the Join/Sign Up button (button verbiage may vary based on program)

DONATE JOIN THIS RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES (-l) SIGN IN
AN :\) '
\ /

RELAY FOR LIFE OF
Hope City

3. You will be asked for your email. (see previous section for more info on Society Account)

4

*
v
RELAY
page FOR LIFE Need assistance? 1.800.227.2345

«Back to previous

RELAY FOR LIFE OF

HOPE CITY

Saturday, November 19,2022 | Gnomes AK

Welcome! Let's get you signed up for Relay For Life of Hope City
Provide your email address to log in or sign up, or continue with a social account.

“Email Address

Your Fundraising
Your Team
Your Contact Information

SIGN UP

4. If you would like to make a donation to kick start your fundraising, select a gift value or enter a different amount. If
not, select No, Thanks.

If you have any questions, please open a Salesforce Case
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RELAY FOR LIFE OF

HOPE CITY

Saturday, November 19,2022 | Gnomes AK

Hey there, Courtney . Thanks for joining our mission!

Your Fundraising

We all join Relay for a reason. What drives you? (select all that apply)

¥, Ca
wd Ul
1 have had cancer oram 1am or have been a caregiver

currently living with cancer. or supporter for someone with
cancer.

1want to do my partin the
fight against cancer.

You're the heart of our Relay community. Thanks! You're in the right place.

Thank you for your continued support of
the cancer community.

1 prefer not to say

*What’s your fundraising goal?
When you gather donations from your friends and family, you help support cancer research and resources for patients,
caregivers, and survivors.

Abig goal can make a big impact. Every $100 we raise can
fund a Hope Lodge stay for a patient and caregiver.

Will you make the first donation toward your goal?

$35 $50 $100 $200 No, Thanks

Other ‘

5. Select Next
6. Select Join ateam and enter your Team Name in the searchfield.

Your Team

*How do you want to Relay?
Starting a team is the best way to go - call up your family and friends and do good together! You can also join an existing

team or participate solo if that's your style.

(O start ateam @ Join a team (O Participate solo

You're part of the movement.

*Let’s find your team. What’s it called?

NEXT

7. Select Next

If you have any questions, please open a Salesforce Case
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Your Contact Information

Are you under the age of 18?7

Yes No

Please select if you are under the age of 18

*Mailing Address

Enter a location

Mailing Address 2 (Optional)

*Zip Code *City *State

*Country

United States

Phone Number (Optional)

Enter mobile number to opt into receive important
updates about Relay For Life via text message.
Message and data rates may apply.

8. Complete the Registration Form with your personal information.
*If you are a returning participant, this information should be completed for you. Please be sure to checkthat all fields
are updated for the current year.

9. Ifyour registrationincludes a fee, or if you chose to make an additional donation, you will be asked for billing
information.

10. Once finished, click Sign up.

11. Yourregistration is complete. Welcome to your dashboard!

iy * .
RELAY MY ACCOUNT »
DONATE ( FOR LIFE

JOIN A RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @ SIGN OUT

MY DASHBOARD MY TEAM MY EVENT

Show Quickstart Checklist

ST i 5L &
ASK FOR PERSONALIZE MY MANAGE MY FUNDRAISING
DONATIONS PAGE CONTACTS RESOURCES

If you have any questions, please open a Salesforce Case
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Register as an Individual

1. Visityour event website.

2. Click on the Join/Sign Up button (button verbiage may vary based on program)

DONATE JOIN THIS RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES (-l) SIGN IN
AN :\) '
\ /

RELAY FOR LIFE OF
Hope City

3. You will be asked for your email. (see previous section for more info on Society Account)

*
v
RELAY
page FOR LIFE Need assistance? 1.800.227.2345

«Back to previous

RELAY FOR LIFE OF

HOPE CITY

Saturday, November 19,2022 | Gnomes AK

Welcome! Let's get you signed up for Relay For Life of Hope City

Provide your email address to log in or sign up, or continue with a social account.

“Email Address

Your Fundraising
Your Team
Your Contact Information

SIGN UP

4. If you would like to make a donation to kick start your fundraising, select a gift value or enter a different amount.
If not, select No, Thanks.

If you have any questions, please open a Salesforce Case
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5. Select Next

RELAY FOR LIFE OF

HOPE CITY

Saturday, November 19,2022 | Gnomes AK

Hey there, Courtney . Thanks for joining our mission!

Your Fundraising

We all join Relay for a reason. What drives you? (select all that apply)

1want to do my partin the
fight against cancer.

1 have had cancer oram 1am or have been a caregiver
currently living with cancer. or supporter for someone with
cancer.
You're the heart of our Relay community. Thanks! You're in the right place.
Thank you for your continued support of
the cancer community.

1 prefer not to say

*What’s your fundraising goal?
When you gather donations from your friends and family, you help support cancer research and resources for patients,
caregivers, and survivors.

Abig goal can make a big impact. Every $100 we raise can
fund a Hope Lodge stay for a patient and caregiver.

Will you make the first donation toward your goal?

$35 $50 $100 $200 No, Thanks

Other ‘

6. Select Participate Solo.

7. Select Next

Your Team

*How do you want to Relay? %
Starting a team is the best way to go - call up your family and friends and do good together! You can also join an existing
team or participate solo if that's your style.

(O start ateam (O Join ateam @ Participate solo

Thanks for joining us! You can always

change your mind later if you decide
you want to join a team.

If you have any questions, please open a Salesforce Case

19


https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf

Your Contact Information

Are you under the age of 18?7

Yes No

Please select if you are under the age of 18

*Mailing Address

Enter a location

Mailing Address 2 (Optional)

*Zip Code *City *State

*Country

United States

Phone Number (Optional)

Enter mobile number to opt into receive important
updates about Relay For Life via text message.
Message and data rates may apply.

8. Complete the Registration Form with your personal information.

*If you are a returning participant, this information should be completed for you. Please be sure to checkthat all
fields are updated for the current year.

9. Ifyour registrationincludes a fee, or if you chose to make an additional donation, you will be asked for billing
information.

10. Once finished, click Sign up.

11. Yourregistration is complete. Welcome to your dashboard!

iy * .
RELAY MY ACCOUNT »
DONATE ( FOR LIFE

JOIN A RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @ SIGN OUT

MY DASHBOARD MY TEAM MY EVENT

Show Quickstart Checklist

ST [ ST &
ASK FOR PERSONALIZE MY MANAGE MY FUNDRAISING

DONATIONS PAGE CONTACTS RESOURCES

If you have any questions, please open a Salesforce Case
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Chapter 3: Quick Start Guide |

e Access Your Quick Start Guide

e Complete Your Profile

e Personalize Your Page

e ClaimYour Badge (Survivors & Caregivers only)
e Update Your Goal

e Make a Donation

Access Your Quick Start Guide

1. Logintoyour Dashboard.

2. If the Quick Start Guide is not displaying, click Show Quickstart Checklist in the upper right-hand corner.

x ‘4
v
RELAY
DONATE (FORLIFE_ MY ACCOUNT »
%"’ JOIN ANOTHER RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING ® SIGN OUT

Welcome, Amy GO FUNDRAISE MY EVENT

Show Quickstart Checklist

MY DASHBOARD

Show Quickstart Checklist

Thank you for joining Relay For Life.
Welcome to your dashboard

Quick Start Guide

Step L:

Arman @ e quaslions so e can gal o koo yow belles,

COMPLETE YOUR PROFILE

Campete your prafile Persanakian pags Gl Wodar Bangs LIpitani i pos Waki & danatice '

3. Complete each of the steps in the Quick Start Guide to get your personal fundraising page ready for success.

If you have any questions, please open a Salesforce Case
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Complete Your Profile

] 1. From the Quick Start Checklist, click “Complete
Complete Your Profile Your Profile”

Answer a few questions so we can get to know you better.
2. Tell us more about yourself! Answer only the
Participation Information questions you want.

3. Click Save Changes once finished.

What is your team affiliation?

Family -

Does your employer offer matching gifts?

Yes No

MWWWW%MVMM‘J
Are you interested in advocating for legislation to make cancer a top national priority
through our partner organization ACS CAN?

Yes No

Are you interested in becoming more involved with the American Cancer Society?

Yes No

SAVE CHANGES

Personalize Your Page

Upload Photos and/or Video
1. From the Quick Start Checklist, click

”Pe rsona |ize Page” You can personalize your fundraising page with up to 2 photos and a video.
Photos must be .jpeg or .gif files smaller than 4MB
. Photos will be resized to fit in the available space
2. Add personal photos and/or avideo. g .

3. Click Save Changes once finished

Quick Start Guide
Hide &
Step 2:
Add photos and/or videos and update the "Why | Relay” section.
UPLOAD PHOTO AND/OR VIDEO
Complete your profile Persodalize page Updateyourgoal Make a donation < > YouTube URL:

If you have any questions, please open a Salesforce Case
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Claim Your Badge
(Survivors & Caregivers only)

1. From the Quick Start Checklist, click “Claim your badge”

Quick Start Guide

Hide A

Step 3:

You indicated that you are a cancer survivor or caregiver.

Would you like to display the survivor or caregiver badge(s) on your personal page?
| Yes || No |

Complete your profile

Personalize page ‘ Claim your badge

Update your goal ‘ Make a donation ‘ £ | >

2. Ifyou wishto display your Survivor/Caregiver badge on your personal fundraising page, click Yes

Update Your Goal

1. From the Quick Start Checklist, click “Update Your Goal”

Quick Start Guide

Step 3:

We've provided a starter goal for you. Update your goal to best suit your needs.

UPDATE GOAL |

Complete your profile Personalize page Uudnlzmrj

Update Your Fundraising Goal

Enter Goal:

500

( SAVE CHANGES )

2. Enteryour new goal.

3. Click Save Changes once finished

If you have any questions, please open a Salesforce Case
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Make a Donation

1. From the Quick Start Checklist, click “Make a Donation.”

Quick Start Guide

Step 4:

MAKE A DONATION

Get your fundralsing started by making a self-donation.

Complate your profile Personalize page Update youl

How much would you like to donate?

$100

$200

OTHER

DONATE

2. Select amount, or enter another amount and click Donate.

3. You will be takento the donation form to complete the personal donation process.

If you have any questions, please open a Salesforce Case
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Chapter 4: Participant Dashboard |
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I'm supporting the American Cancer
Society and you can, too!
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Log in and access your Fundraising Dashboard from
your computer, tablet, or phone. It’s so easy to ask

for donations and track your progress to your
fundraising goals!

1. Create a Facebook Fundraiser and link
your Facebook fundraising to your
Dashboard

2. Make a short URL for your fundraising
page and share with your friends and
family

3. Add a new profile photo

4, Use the new title and description for
more storytelling, in addition to your
personal story

5. Edit your personal fundraising goal

6. Add photos and a video to personalize
your fundraising page

If you have any questions, please open a Salesforce Case
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7. Update your personal story and
share why you support the
American Cancer Society

8. View and thank your donors
and send emails to your contacts

9. See all available activity and
status badges- including those
you have already earned

If you have any questions, please open a Salesforce Case
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1.Invite your friends and
family to join your team,
email team members, or
promote your team
using one of our pre-
written messages,
Facebook or Twitter.

2. Create a team page
URL

3. Add Photos & Video to
Team Page

4. Edit your team name

5. Update team
fundraising goal

Chapter 5: Team Captain Dashboard |

[]

£ &

P

5L T~
ASE IOR PEESONALIZE MY HARALE MY FUNDHAISIHG
DOMATIONS PAGE CONTACTS RESQURTES

SHARE TO FUNMDRAISE

e i Tuedied ey pandi wa Lh pour lamily, v ndki. and cowarbeds. Sharing your

| Elemarn ” & copy une I
—E————]

vl raise Tr more

MY PROFILE
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e ACTIVE CY21 o
Masterbrand Blue TEST

UPDATE WY PROFILE & VIEW MY PUBLIC PAGE &

o PERSORAL PRCE VBL poesmls
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I'm supporting the American Cancer
Society and you can, too!

Eobt Tt o etrigrin. #

, DATER DA iR BOSATI N

If you have any questions, please open a Salesforce Case
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6. Update your team story

and share why you Relay! 0

MY DONORS
7. View and thank your team Ea— R
donors, and download a

donor list
MY COMMUNICATIONS

Manage Contacts  Send an email  Saved Drafts  Sent Ermails
B

8. See a complete list of team
BT TN T

fundraising badges, including W e
the ones your team has D e s L
already earned! we | 511 |

MY BADGES o
9. Access additional
fundraising resources from

directly within your

dashboard! o
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If you have any questions, please open a Salesforce Case
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Chapter 5: Manage Your Personal/Team Page |

e Edit Your Personal/Team Page
o Add Profile Photo

o Add Photos and Video @ g
o Edit Your Story I'm supporting the American Cancer
o Update Title & Description i A et

e Update Your Personal/Team Goal ’

Edit Your Personal/Team Page $0

1. Logintoyour personalor team Dashboard

2. Scroll down to the Profile section of the dashboard. o

3. Your profile management tools will appear

Add Profile Photo
1. Profile Pic — Insert one photo. Supported photos are .jpeg, .gif,
or .png and they should be smaller than 4MB.

Add or Edit Profile Image

Add Photos and Video

1. AddPhoto(s)

a. PersonalPhoto—Insert up to two images todisplay
on your personal page by uploading a file that
contains a digital photograph. You may upload Upload Photos and/or Video
photos up to 4MB. Em oG

b. Team Photo—Insert one images todisplay on your
personal page by uploading a file that contains a
digital photograph. You may upload photos up to
4MB.

i Browse — Click the Select Photo buttonto find
a photo located on your computer and upload
to your personal page.

ii. Caption —Enter a caption for the photo(s) you
uploaded to your personal page.
iii. Save Changes —Clickto see your new image(s) reflected on the personal page.

2. AddVideo (personal page only) — Insert a video to display on your personal page by uploading a URL link that
contains the video clip.
a. Enterthe URLto a video to seethe clip embedded on your personal page and
b. Click Save Changes tosee your new video reflected on the personal page.

If you have any questions, please open a Salesforce Case
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Update Title and Description
1.) EditTitle - Update the title for your page up to 80 Add ar Edit Title and Description
characters.
2.) Edit Description — Update description up to 160
characters. The description will appear under the title of
your page and your personal page donation form.

Edit Your Story

1. Usethe text editing tools to edit your storyand share why you/your team participate in the event

2. Click Save to make your changes appear

\WHY | RF1 AV »

1= a=
a=  a=

Biuvsxris

| Styles '|| Mormal '|| d S0 [@ [ [ﬁ

h’hy I Relay

Cancer has affected so many people | know and love that it's inspired me to join Relay For Life. This fundraiser is a community-based event, which

means no two Relays are the same, but they all support the American Cancer Society’s mission.

Funds raised support cancer patient programs and groundbreaking research that can help save lives. This event also celebrates over 15.5 million
cancer survivors nationwide. 15.5 MILLION. That's huge. That’s why I'd love your support. Will you walk with me? And if you can’t would you be so

kind as to make a donation?

Update Your Personal/Team Goal

1. Logintoyour personalor team Dashboard e J

I'm supporting the American Cancer
2. Scroll down to the Profile section of the dashboard. Soclety and you can, too!

’

3. You can update the goalamount to reflect the your
personal/team fundraising goal.

4. Click Save Changes once finished.

If you have any questions, please open a Salesforce Case
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Chapter 7: Emailing From Your Dashboard |

e Composea New Message
e Thank Your Donors

Composea New Message
1. Logintoyour Dashboard.

2. Select whetheryou want to ask for donations, share your page, or invite friends, then select the Email icon

\ Show Quickstart Checklist
® SRR
$ 00 )&

ASK FOR PERSONALIZE MY MANAGE MY FUNDRAISING
DONATIONS PAGE CONTACTS RESOURCES

SHARE TO FUNDRAISE

Share your fundraising page with your family, friends, and co-workers. Sharing your
fundraising page in a variety of ways helps you reach more donors.

MEMAIL &copy URL

Participants who send
emails raise Tx more.

3. The email tool will open below:
a. Begintyping the names of those you wish to email into the To: field. If email addresses are alreadyin the
Address Book, they will begin to auto-populate.
b. Click to Select Contact(s) or Select Group(s) if you would like to see more options of individuals you may
send the message to.

4. If you need help deciding what to write in your email, choose one of the template messages.

a. Click onthe Select atemplate drop down menu to see the suggested messages available (i.e. Thanka Donor)
b. Once you select the template of your choice, the email will appear for you to personalize or send as is.

If you have any questions, please open a Salesforce Case
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Manage Contacts Compose Saved Drafts Sent Emails
To:

Subject:

Select a Template E

[JINCLUDE PERSONALIZED GREETING  (WHAT'S THIS?) ll I

Join me ot my Relay event
Body: o

RECRUIT
B I K0

Join me at my Relay event
Format - @ @ ?  Esae | Rcancel

Join my team

Soin my team | Surviver

Help me reach my goal

Once your email appears the way you wish, there are a few options available:

d.

b.
c.
d

Save As New Template if this is a message you plan to send multiple times
Save As Draft if you wantto send the email at a later time
Preview to see what the email will look like to recipients

Send todeliver this message to everyone you have added as a recipient of this email. A confirmation will appear
letting you know the message has been sent and giving you an opportunity to continue sending emails.

Body:

B I |L][a

Format = B @ « ? | Esave | ¥ cancel

Hey,

| wanted you to know that 've joined a Relay For Life team to help save lives from cancer, and I'm hoping you'll donate. What's great is, all
the funds I raise for the American Cancer Society will help fund breakthrough cancer research, free rides to chemo, free places to stay near
hospitals, access to a live 24/7 helpline for answers and support, and much more. Will you help? I

Check out my personal fundraising page, and please give what you can. Any amount would help!

Thanks!

Alink to your personal and/or team page will appear at the bottom of your email.

SAVE AS NEW TEMPLATE SAVE AS DRAFT m m

If you have any questions, please open a Salesforce Case
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Thank Your Donors

1. Log into your Dashboard. My Communications
2. Scroll down to My Communications toseea My Donors Past Donors Manage Contacts
complete list of your donors
e —
3. You can choose to thank your donors all at once DATE
by clicking Thank All or thank them individually NAME AMOUNT RECEIVED ——
by selecting Thank next tothe appropriate Michael Scott 535 9.6.2016
donor’s name(s). Ronald McDonald $150 9.6.2016
Sue Smiley 510 9.6.2016
4. Select the desired template or create your own
and Send! view | 5[+

5. Once a Thank You message s sent, the “Thank”
prompt will disappear from the donor’s name.

Chapter 8: Manage Your Contacts |

e Manage Your Address Book
e CreateanEmail Group

Note: The contact information in your address book is strictly for your use. Neither the American Cancer Society nor web
system will send unsolicited email (spam) to your contacts in your address book, or sell the information to a third party.

Manage Your Address Book

1. Log into your Dashboard.

2. Scroll down to My Communications section of the dashboard, and click Manage Contacts
3. Your address book will appear and contain any contacts you added, or previously emailed.

a. Ifyou registeredas areturning participant, all contacts that you previously added or emailed from your
Dashboard will automatically be in your current Address Book.

If you have any questions, please open a Salesforce Case
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4. Within your address book, you can:
My Communications
=== Add new contacts
My Donors Past Donors Man
Y

== Delete selected contact records
[ oo | [ ouc g
SELECT NAME EMAIL EDIT

O Kathy Yorks ot s M ectt s bt s00h w— Edit existing contacts

0 Michele Yohe I e — e Add address/phoneinformation

- e S — e Update email address

e Add to/remove from email groups
=l Aaron Wood - ters apmesesbffSbestisectt ~aese
O Beth Wolf St ibeprett Sy s ttenth. ~+aett
VIEW 5[v

Create an Email Group

Creating groups for your email contactsis a great way to organize your contacts and communication through the
Dashboard.

1. Log into your Dashboard.

2. Scroll down to My Communications section of the dashboard, and click Manage Contacts

3. Select the contacts you want to add to a group, and click Add to Group

If you have any questions, please open a Salesforce Case
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My Communications

My Doners Past Donors Manage Contacts

SELECT  NAME EMAIL EDIT
il Kathy Yorks St papee B Sheebt sl e swet “
2l Michele Yohe S —— T
E Brant Woodward Sremet gl =
Add to Group
O Aaron Wood [ —
O Beth Wolf T
. Add to Group: The selected contacts will be
ViEw | 5 v added to these groups
- - Select a Group ~ SAVE
Co-Workers ® remove
Create a Group:
Co-Workers SAVE

SAVE CHANGES

Add toan existing group, or create a new group, then click Save.

When finished, click Save Changes.

If you have any questions, please open a Salesforce Case
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e Make anOnline Donation

Make an Online Donation

1. Visityour event website.

2. Click on the Donate button.

Chapter 9: Donate Online

=

LEARN ABOUT RELAY

APRIL 1, 2017
SATURDAY

Registration: 9 a.m.
Walk: 10 a.m.

MORE DETAILS >

JOIN THIS RELAY

GET INVOLVED FUNDRAISING @SIGNIN

Relay For Life of

Hope City

=

WRIGLEY FIELD FOLLOW EVENT
fy

PARKER LEWIS

Venue Address

Austin, Texas
parker@example.com

MAP IT> 5124592222

FIND ANOTHER RELAY »

3. You will be takendirectly to the donation form.

4. Complete the donation form

If you have any questions, please open a Salesforce Case
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Kt

Fepsiil v v
RELAY
FOR LIFE

LEARN ABOUT RELAY

GET INVOLVED FUNDRAISING

Donate Today

‘Vour donationwill truly help save lives. Learn More,

My donation will support the ancraising fforts o
Search by participant, team, or event name.

| JUST WANT TO SUPPORT RELAY FDR LIFE IN GENERAL

RESOURCES

- I

Gift Credit

@) sieN N

event you want to credit with your gift.

Gift Info

Select the gift amount or enter a specific
donation amount.

Your Information

Enter your Contact Information —if you are
logged in at the time of donation, your
contact info will pull in automatically!

Enter your Billing Information.

You can change your display options:
e Leavea private message
e  Changehow your name
displays
e  Chooseif the gift amount
displays

Click the Donate button tocomplete the
transaction.

x «
£ v M
Espaiiol RELAY
FOR LIFE

LEARN ABOUT RELAY

GET INVOLVED FUNDRAISING RESOURCES
Donate Today
Your donation will truly help save lives. Learn More.
Relay For Life Ve

Your Donation

*How much would you like to donate?

550 ﬂ $150 5200 Other |§

| choose to add §5.50 to cover service,
processing fees, and other x|
the cause receives more of my contribution.

Employer Matching
Would you like your Employer to match the gift? If so, please enter your Employer Name below:

Participating Employers.

Payment Details

m .

Card Information

“First Name *Last Name
*Credit Card Number

*Expiration Month & Year o

Billing Address Information

“Mailing Address
Mailing Address 2 (Optional)
“Zip Code *City “State

*Country “Email

United States [US]

@DONATE $100

You'll receive email updates from the American Cancer Society. You can unsubscribe at any time. The American
Cancer Society respects your privacy. By making your gift, you are accepting the terms of our Privacy Policy

If you have any questions, please open a Salesforce Case

Use the searchto identify which person, teamor

(@) sieNIN
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THEEVENT MANAGEREXPERIENCE

e LoginasEvent Manager

e Event Manager View of Website

e Access the Event Management Center
e Access Website Editing Tools

Log in as Event Manager
1. Visityour event website

a. Existing Staff/Volunteers: Your login
information will be the same as it was in prior
years. Note: It will be the same for all events
you manage

b. New Staff/Volunteers: See Appendix A for
EMC access instructions.

2. Click on the Sign Inlink in the upper right-hand
corner.

Event Manager View of Website

Chapter 1: Access the Event Management Tools _

DONATE

LEARN ABOUT RELAY

N o
-

Xt
v
RELAY
FOR LIFE

GET INVOLVED

FUNDRAISING

RELAY FOR LIFE OF

Hope City

JOIN THIS RELAY

o

1. When loggedin as an Event Manager, your view of the website will update to show the editable portions of your

website

DONATE

LEARN ABOUT RELAY

GET INVOLVED FUNDRAISING

MY DASHBOARD MY EVENT

RELAY FOR LIFE OF

Hope City

MY ACCOUNT b

MY EVENT MANAGER b

CONNECT 1) SIGN OUT

MY TEAM

If you have any questions, please open a Salesforce Case
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Access the Event Management Center

1.

2. The Event Manager Center (EMC) will appear. The EMC s divided into four sections. Upcoming chapters will dive
into the sections.

t Properties

MY ACCOUNT »

Click the Event Manager link on the top right side of the page.
( MY EVENT MANAGER » )

Welcome to Your Event Management Center

[Event Statis
Accepting Registrations and Gifts

0

B Event Emails 2% Customer Service Ly Reports

* Reports toview and rum reports about the participant furd raising activity

* Related Actlons Dirted to the foft)to work with event imformation or Test Drive the configuration with simulsted participant
and denor information

Mot For sasistance with thess taaka, click the Help Bk abows the top navigation bar,

3. Onthe left side are Related Actions associated within the particular tabyou are working in.

Relay For Life of Hope City
Welcomg Related Actions nter
Event Stafus
Aucepting Regiacrn Edit Event Options
1f you have sppeopei
= Eesmt iy Edit Milestones
* Ewent Eny ers about this TeamBalser
Custome] " H i, Y, i
= Edit Event Properties SNSRI, BNy, 2§
* Reparts . R
# Related § Ed lt Event Coordln ator prfiguration with simelated participant
=% Properties
HNese: For sagigtance

Manage Event Library

Edit Affiliate Events

Access the Website Editing Tools

1.

2. See Chapter 3 and Chapter 4 for complete steps for editing your web site content.

Click the Edit pencil to open your pages for editing.

If you have any questions, please open a Salesforce Case
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Chapter 2: Event Center Customization

e Edit Event Center
o Edit Event Options
o Edit Event Properties
o Edit Event Coordinator Properties
o Submit Event Changes
e Edit Milestones

Edit Event Center
1. From the EMC, click the Event Center taband under Related Actions select Edit Event Options.

2. Work your way through the following ‘Event Center’ details making updates where necessary.

Edit Event Options

1. Edit Event Options
a. Different Event Fundraising Goal: Enter the event fundraising goal, as this will populate the progress

wheel on the greeting page.
b. Click ‘Next

2. Location Information
a. Event Location Details and Local Office Mailing Address: Verify that the information in each of these
datafields is correct.
b. Click ‘Next’

3. Edit Advanced Options
a. New Team Notification (Optional): Enter your email address if you wish to be notified whenever a new
teamregisters for your event. You can enter multiple emailaddresses; simply put a comma between
each email.
b. Click ‘Next’

4. Edit eCommerce Options
a. eCommerce Store Associated Withthe Event Products: Your event has been defaulted to the standard
product. To offer a different product, swap out the 5-digit ID for the store you need.
i. RelayFor Life store options: http://relayforlife.org/LuminariaStores

ii. Making Strides store options

iii. Active/Community Fundraising store options

iv. If you wishto offer a store that does not appear on this list, please complete a detailed Event

Web Site Help Ticket. Include a list of the names and prices of the products you wish to offer.

b. Click ‘Finish’
c. Toremove your store, delete the store ID and save.

Edit Event Properties

1. Event Name: Verify the Event Name is correct.

If you have any questions, please open a Salesforce Case
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2. Schedule: Verify the Event Start Time
3. Date & Time: Verify the Event Date

4. Event Location Details: Verify that the event location name, state and city are correct.

4. Location:
Fairyworld Tree Stump

5. State:
3

6. City:
Grones

7. Map Link:

8. Spensor name (1):

5. Sponsor Lines: Sponsor lines 1-5 can be updated at any point throughout the year if your event decidesto start a
new social media feed.
a. Sponsor name (1): SMS Opt-in Widget. If your event is utilizing SlickText for an event-wide text campaign,
enter your textwordto turn on the opt-in widget.
Sponsor name (2): Official YouTube Channel. Please leave as is.
c. Sponsor name (3): Twitter feed. Thisis defaulted to the national Twitter page. If your event has a Twitter
feed, please enter the web address of your twitter feed. Must remain in “https://twitter.com/...” format.
d. Sponsor name (4): Facebook feed. This is defaulted to the national Facebook page. If your event has a page
on Facebook, enter the full url for your page or group.
e. Sponsor name (5): This field canaccommodate various “codes” to add features to your greeting page.
i. See Appendix B for the full details for customizing Sponsor Line 5
ii. Add anFlickr URLto populate Event Photos
iii. Add alive stream link
iv. Enable the Instagram widget (RFL, MSABC, and Active eventsonly)

6. Click ‘Finish’

Edit Event Coordinator Properties

1. Name: Verify ACS Staff Person or volunteer name.
2. Phone: Verify ACSStaff Person or volunteer phone.

3. Email: Verify ACSStaff person cancer.org email or volunteer email.

4. Click ‘Finish’

Submit Event Changes

If you have any questions, please open a Salesforce Case
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If you find any event details are incorrect, you will need to submit the changes so they can be made in all databases.
View the Salesforce Quick Reference Guide ‘How to Make Event Changes’ for the most up to date process.

Edit Milestones

You can enter email addresses to be notified when participants reach certain milestone levels.

1. Click ‘Edit’ next to the milestone levels you want to receive notifications for. Type the email address and click
‘Add.’

1. Recipients of Participant Milestone Achieved Notification as Designated by Event Managers:

|dentifies the email addresses (defined by Event Managers) for people who should be sent the notification that contains the
report showing the participants who achieved this milestone

janedoe@gmail. com
SUESMIley@YaN00.coM|  —

a. Ifthatperson no longer wishes to receive email notifications, you can select that email address from the list
and click ‘Remove.’

2. Click ‘Finish’

If you have any questions, please open a Salesforce Case
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Chapter 3: Edit Greeting Page

e Usingthe Edit Tool

e ChangeYour Banner Image

e Edit Content Blocks

e Edit Event Announcements

e Sort and Hide Sections

e Add Local Forms and Documents
e Add Local Sponsors

e Add Custom Content

Using the Edit Tool

MY ACCOUNT b
1. Click the pencil icon to open your Greeting Page for editing! MY EVENT MANAGER P

2. Save H your changes often

3. Clickthe X E to close out and automatically refreshyour page MY ACCOUNT p

MY EVENT MANAGER

Change Your Banner Image

MY DASHBOARD MY EVENT MY TEAM

RELAY FOR LIFE OF

Hope City

Edit Content Blocks
Some event websites may have a content block section for additional event information.

If you have any questions, please open a Salesforce Case
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HIDDEN

e~ — — —— | Add custom content to
_ e == describe your event

Edit Event Announcements

EVENT ANNOUNCEMENTS

Add/edit your o
announcement images : : ‘ otbe |

+ The sooner you get started, the more money you can raise. The more money you

+ raise, the more incentive prizes you earn. So register early and get ready for a great ¢
! fundraising season. :

Sort and delete your
e | announcements

Turn your imageinto a .
clickable button ’

B
a
a

+ Light up your community and honor every life touched by cancer. Dedicate a
3 Luminaria to a loved one lost, someone currently battling, or anyone who has
! overcome cancer.

Add new local
I announcements

ADD NEW ANNOUNCEMENT

Sort and Hide Sections

Welcome, Amy  JOIN THIS RELAY

Add Local Forms & Documents

FORMS AND DOCUMENTS

@ Youthwaiver @ Team Guide B vruminaria Form

If you have any questions, please open a Salesforce Case
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Add Local Sponsors

ADD LOCAL SPONSOR

sor Nam

‘ LOCAL SPONSORS Sponsorame
S "one "ta% ERE B
- = un

COMPA company name %LOGON v
8 P

Tagline Her tagline

[ | =

201 1

Turn your sponsor logo

. . ’
into a clickable button ?,
Ouwconave W

SaMPANYNAMg
aa Lh il

Select your

LOCAL SPONSORS

.......................

oy DN

company name

tagline

T [N

o LOGO NAME
ComPANYNAME,

S0 LA

=l

ADD NEW SPONSOR

JOIN THIS WALK

Other Programs: Use the
sort arrows to arrange logos

. COMPANY NAVE

oon

a

Print Line
company slogan

=

ADD NEW SPONSOR

*Suggested Image Sizes for Sponsor Logos:

4x2: 384x184 px 2x1: 184x84 px

3x2: 284x184 px 1x1: 84x84 px
2x2: 184x184 px

If you have any questions, please open a Salesforce Case

Relay: Drag & sort to re-order
your sponsor logos
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Add Custom Content

PAGE MANAGER

JOIN THIS RELAY

—AMAZING TITLE+—

HHHHHHH —
L]
— ——
Custom Content | ==
e
......................... .
K
o
RELAY |
FOR LIFE | > (ol sl sl

Pick from the menu of templates to add I

custom content to your greeting page
ADD NEW SECTION H .

If you have any questions, please open a Salesforce Case
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Chapter 4: Edit and Create Content Pages

e Usingthe Edit Tool

e C(CreateaCustomPage

e Manage Custom Pages
e Customize Your Page

e Edit Event Details Page
e Edit Local Sponsors Page

Using the Edit Tool

MY ACCOUNT »

1. Click the pencil icon & to open your website for editing! MY EVENT MANAGER »

2. Save Hyour changes often

=]

3. Click the X uto close out and automatically refreshyour page MY ACCOUNT b =
MY EVENT MANAGER »

4. Click the pageicon B=dto open the Page Manager b 4

(2) siGn ouT

=

Create a Custom Page

Page Title: Local-Sponsors

Page Title: Event Details

Status: published
Page Title: Upcoming Fundraisers

Status: unpublished
Page Title: Meet Our ELT!

Add a Page
Publish your page to add it

Create a custom page by BT to the More Info section

giving it a name and SAVE ‘

Page Title ‘

SAVE

IMPORT @

If you have any questions, please open a Salesforce Case
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Manage Custom Pages

| PAGE MANAGER LINK MANAGER w X

Page Title: Local-Sponsors

Click the page name to ) .
Page Title: Event Details

edit it

a Delete your pages

Status: published
Page Title: Upcoming Fundraisers

Publish your page to add it
to the More Info section

Status: unpublished
Page Title: Meet Our ELT!

Add a Page
Page Title
Import custom pages
> pag IMPORT @
from last year
Customize Your Page
* ‘<'

W MY EVENT MANAGER P
LEARN ABOUT RELAY GET INVOLVED FUNDRAISING CONNECT @ SIGN OUT

Welcome, Amy MY DASHBOARD MY EVENT MY TEAM

Add new sections from the

template library to build your
perfect page

ADD NEW SECTION

If you have any questions, please open a Salesforce Case 48



https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf

PAGE MANAGER

Page Title ~—AMAZING TITLE —

HEADING SUBHEADING

Select atemplateto
add to your page

Publish each = Sort and delete your
section sections

ADD NEW SECTION BANNER IMAGE IMAGE & CAPTION

Edit Event Details Page

PAGE MANAGER
JOIN THIS RELAY

Banner Image

Page Title — AMAZING TITLE —

HEADING SUBHEADING

Add additional

— customization with
any of our templates!

|

Edit default

elay For Life is a grass roots, community-based team event.

haaal [l

BANNER IMAGE IMAGE & CAPTION

page Conte nt Although every Relay For Life event is different, they do have a few things in common.

|
.

If you have any questions, please open a Salesforce Case
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Edit Local Sponsors Page

PAGE MANAGER

JOIN THIS RELAY

1
H
4 .
Bl Publish Page Title —IAMAZING TITLE —
: = HEADING SUBHEADING
¥ ey
% = \
\r = —_—
\ — — —
. I T —
. — - -
NTING THE 'WORLD PURPLS L\\ SINGLE COLUMN DOUBLE COLUMN

OP|

‘ Add additional
customization with

any of our templates!

Publish [

You can make a meaningful contribution to the American Cancer Society as a Relay For Life sponsor. Supporting a local

Edit default A i
event sends a message that you care about our community. There are a handful of sponsorship levels to choose from
pa g eco nte nt and with each level, you receive valuable visibility and sponsor benefits. Learn about our sponsorship opportunities.

BANNER IMAGE IMAGE & CAPTION

v
'

'

'

'

'

. BUTTON TEXT
'

' -

H KABLE BUTTON
'

'

.......................................................................... . Display sponsor grid or
recognize sponsors
% % 2N B ish!
% | /\ -k % | however you wish
) S =3

YOUR SAMPLE TEXT HERE Your |O

=

, COMPANY NAME COMPANY NAME
ADD NEW SPONSOR

*Suggested Image Sizes for Image Templates:

Image & Text: 250x250 px
Image & Caption: 800x400 px
Banner Image: 1440x350 px

If you have any questions, please open a Salesforce Case
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Chapter 5: Event Emails

e CreateandCustomize alocal email
e Copy a National Email Template to Customize
o Customize your newly copied email message
e Insert Documents and Photos
o Createalink to a document
o Insertanimage
e Send your local email
o Send an Engagement Email to Current Event Participants
o Send a Recruitment Email to Prior Event Participants
e Reviewsent and scheduled messages

Create and Customize a New Email

1. From the EMC, click Event Emails.

i Event Centel ; B Customer Senice L] Reports + Switch To Another Event
Event Emails Relay For Life of Hope City
Related Actions H
Your Event Emails
Edit Coaching Emails
Edit Autoresponders If you have appropriate permissions, you can work with:

G Coaching Emails that you can send to a relevant audience (for example, participants or company coordinators) to guide them

in performing their rale in this event
* Autoresponders that are sent from the system in response to actions taken (for example, when a participant registers)

* Suggested Messages that participants can send from the Participant Center to their friends and family to recruit them or
encourage them to donate

#* Email Groups that receive these messages to view, add, upload, or remove members

Note: For assistance with these tasks, click the Help link above the top navigation bar.

2. Under Related Actions, select Edit Coaching
Emails.

& Event Center & Customer Senvice £h Reports

3. Click Create a new message from the
Related Actions (left hand side of the page).

Delivery List

4. AProcess Navigator is displayed on the left Message List
to guide you through the 7 step process of 1. Message Information

customizing your local email message.

Mext Last

sl ? Envelope

3. Stationery

4. HTML Content

§. Plain Text Content
6. Send Review Email
7. Approve

If you have any questions, please open a Salesforce Case 51
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a.

Step 1 — Message Information: Specify the following information for internal identification of your message.

Your recipients will not see this information. (screen shot on following page)

i Message Name: Enter a message name that will help uniquely identify the email when browsing the

messages list of the Event EMC. This field is required.

ii. Description: Enter a brief statement about the email purpose. This field is not required.

iii. Selectthe message type: If you wish to group similar messages together for organizational or reporting
purposes, select a type of message from the drop down menu. This field is not required.

iv. Duplicate Suppression: Always leave duplication suppression marked as Yes.

V. Click Next.

L] Reports

+ Switch To Another Event

Event Emails » TeamRaiser Emails: RFL CY15 EC PA Hope City": Messages > Create a new message

1. Message Information * 1. Message Name:

[ReTay For Life Welcome Message ]

3. Stationery
4. HTML Content 2. pescription:

Plain Text Content

wn

Send Review Email

-~ @

Approve

3. Type:

.

Email Messages
[Enter a new value

4. Duplicate Suppression:

address are detected in the target audience groups.

* Yes
No

[N orcancel

2. Envelope Enter a label to identify the message purpose in lists. This name appears intemally to administrators.

Enter a phrase or statement to distinguish this message from others in lists. This description appears internally to administrators an

Select an existing message type or create a new cne to group this message with similar cnes. This type appears internally te admin

Send this message to the recently registered constituent if multiple constituents with the same first name. last name, and email

b. Step 2 - Envelope: Specify the following information.

@ Event Center

To Another Event

Event Emails > TeamRaiser Emails: RFL CY15 EC PA Hope City™: Messages > Relay For Life Welcome Message

1. Message Information # * 1. sender N
- Sender Name:

[suzy.staffperson@cancer.org ]

~

Approve
i * 3. Message Subject:

English Spanish

2. Envelope Enter the name to display in the From area of the email header and inbox of message recipients.
3. Stationery English Spanish
[Relay For Life of Hope City
4. HTML Content
5. Plain Text Content |‘|‘ 2. Reply-To Email Address:
6. Send Review Email Enter the email address where replies to the message will be sent. The Sender Email Address wil be used by default if empty.

Enter the phrase or select a persenalized option to display in the Subject area in the email header and inbox of the message recipients.

Relay For Life of Hope City

[welcome to Relay For Lifg

Select Personalization Option v

[ED orcancel

i Enterthesender’s name: Enter whothe emailis “from.”

ii. Enterthesender’s emailaddress: Enter the return email address to which the recipient can sendreply
emails. This must be an actual email address so questions will be delivered to the proper support.
iii. Enterthesubject line of this message: Enter the phrase that you want recipients to see as the email

subject. Keep subject lines short and sweet!

If you have any questions, please open a Salesforce Case
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iv. Click Next.

c. Step 3 -—Stationery: The stationary has already beenselected for you. click Next.

d. Step 4 -HTML Content: Use the WYSIWYG toolbar to create the content of your email.

& Event Center | #* Customer Senice L1 Reports

+ Switch To Another Event
Event Emails > TeamRaiser Emails: RFL CY15 EC PA Hope City*: Messages > Relay For Life Welcome Message Relay For Life of Hope City
1. Message Information

fi * 1. Message Content:

2. Envelope Enter and format your message content in the editer window. Save the content before you can preview the message.

3. Stationery EHE‘

4. HTML Content B 7 U | X Gy 05w |4 @ |E = === =8| & |2 —[@A-w-
5. Plain Text Content ﬁl | | | || Format || Font family |- Font size - |a if

6. Send Review Email

7. Approve

Path

B

m Save | or Preview or Undo Changes or Cancel

i.  Click the Preview button to review the message layout and to check for typos and test links.
ii. Once you have previewed and saved your message, click Next.

e. Step 5 - Plain Text Content: Clickthe Convert to Plain Text button to update the message youwrote in HTML
content into Plain Text formatting. AllHTML code (like font changes andimages) will be removed but link-
specific code will remain. You do not have to edit this coding

1. Plain Text Content Conversion:

B e e e = tting in the message content and create the plain text formatted version.

‘ Comwert to Plain Text ’

i.  Determineif any changes need to be made to the Plain Text formatting. Some things to look for are
inconsistent spacing and placement of hyperlinks. When converting HTML content to plain text, hyperlinks
will be moved to the end of a paragraph. Adjust your text as necessary. For example, you may choose to
insert something like “Use the link below...” if you have embedded a link behind some text.

ii. Click the Preview button to review the message layout and to check for typos and test links.
iii. Once you have previewed and saved your message, click Next.

f. Step 6 —Send Review Email: Send a test message to yourself or another personto proof read.

g. Step 7 - Approve:Click Approve toidentify this message as readyto send.

If you have any questions, please open a Salesforce Case
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@ Event Center [l #* Custome e + Switch To Another E

Event Emails > TeamRaiser Emails: RFL CY15 EC PA Hope City": Messages > Relay For Life Welcome Message Relay For Life of Hope City

1. M Informati
STl T 1. Message Approval:

[

Envelope

If the message content is complete, reviewed, and ready for delivery scheduling, click Approve. If you are waiting for testireview results or need to work on
3. Stationery it, click Finish to lzave this in the Draft state. Click Mext t the message in the Oraft state and create a variant of it to use in an A/B
. SRR of a message element, such as a different Subject line.
4. HTML Content

o

Plain Text Content
. Send Review Email or cancel
. Approve

@

h. Click Finish.

i. After approving the email for delivery, you’ll be returned to the Message List.

Relay For Life Welcome Message Copy Approved Email Mo Tentative Schedule Dec 2, 2014 13700
(neversent) Messages P by Amy Delozier
Delete
Archive
Preview

Return to Draft

Begin Delivery

i.  Copy: Copythe format of your message tocreate a new email with the same look and feel.

ii. Delete or Archive: Deleting and/or archiving an email will provide you an opportunity to manage the list of
emails as they appear in the EMC.

iii. Preview: Preview the message inHTMLand Plain text by clicking the Preview link.

iv. Return to Draft: Once an email has been approved, you can no longer edit it. Unless you move it back to a
draft.

V. Begin Delivery: Choose Begin Delivery to begin the process of sending your message tothe proper
recipients. More information about sending anemail can be found later in this chapter.

Copy a National Email Template to Customize

There are a variety of pre-written email templates available to you in your Coaching Email Center. You can send ‘asis’ or
modify and add custom content. The email template must be copied and approved before you can send it.

1. From the EMC, click Event Emails.

@ Event Centel . % Customer Senice &P Reports

Event Emails Relay For Life of Hope City

Related Actions

Your Event Emails

Edit Coaching Emails
Edit Autoresponders If you have appropriate permissions, you can work with:

G Coaching Emails that you can send to a relevant audience (for example, participants or company coordinators) to guide them

in performing their rale in this event
* Autoresponders that are sent from the system in response to actions taken (for example, when a participant registers)

* Suggested Messages that participants can send from the Participant Center to their friends and family to recruit them or
encourage them to donate

#* Email Groups that receive these messages to view, add, upload, or remove members

Note: For assistance with these tasks, click the Help link above the top navigation bar.

If you have any questions, please open a Salesforce Case
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4,

Under Related Actions, select & Evort Cortor [NESRRRN % cuistomer Senico
Edit coaching Emails Event Emails > TeamRaiser Emails: Relay For Life of Hope City : Messages Relay For Life of Hope City
Related Actions
. . ) * Create a new message Message List [lsHVVARES
Alist of all available email * BocinMessace Delven o 110007 com o e
messages will display. , | [Search | [ Showai | Page1ofd ]
Message + | action Status | Type ¥ | Tentative Schedule ¥ | Last Modified

Engagement $24 in 24 Hour Challenge Email - 02 Copy Draft
Kickoff 3
Preview
Send the dsy the challenge begins to sl curently registered
pariicipants

Engagement $24 in 24 Hour Challenge Email - 04 Copy Draft
Winners N
Preview
Send st the conclusion of the challenge to all currently
registared participants.

Challenge  No Tentative Schedule

Challenge  No Tentative Schedule

Nov 18, 2014
11:19:12 AM by

Paige McKinnon

Oct 14,2014 34413
PM by Paige
McKinnan

Find the email you wish to send in the list, and click Copy next to the message name.

Message ¥ | action Status | Type ¥ | Tentative Schedule ¥ | Last Modified ¥

5. Confirm your copy, and complete the action by clicking the green Copy Message button.

Engagement Email 1a - Early Registration

Edit Draft Engagement Mo Tentative Schedule
Engagement email template. Send to curent participants who Copy
registered early to encourage them not to wait time in team
building and fundraising Delete
Archive
Preview

Relay For Life of Hope City
Event Emails > TeamRaiser Emails: Messages > Engagement Email 1a - Early Registration
1. Assign a new name and 4 .
B . Message Name:
intent to create a copy of the Uniquely identifies this message in the Message List
message that was selected = 1t Email la - Early Registration
2. Message Purpose:
|dentifies the purpese of this message
Engagement email template. Send to current participants who
registered early to encourage them not to wait time in team
building and fundraising
A
3. Perform Copy:
- T e reate a copy of the selected message and any variants that were created
‘ )
6. Once your message has been copied, a new version will be available for editing.
FS - - .
Mezzsage ¥ | Action Status [ Type | Tentabive Schedule ¥ | Last Modified -

Jan 15,2015
11:44:19 AM by Amy
Delozier

If you have any questions, please open a Salesforce Case
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Customize your newly copied message

1. Find your newly copied emailmessage in thelist and click Edit next to the message name.

2. AProcess Navigator is displayed on the left to guide you through the 7 step process of customizing your local email

message.

a. Step 1l- Messagelnformation:Do not change. The email templates were all created with a specific naming

convention, to allow for reporting on the success of the campaign.

i Click Next.

b. Step 2 - Envelope: Specify the following information:

i Enterthesender’s name: Enter whothe emailis “from.”

ii. Enterthesender’s emailaddress: Enter the return email address to which the recipient can sendreply
emails. This must be an actual email address so questions will be delivered to the proper support.
iii. Enterthe subject line of this message: The email templates already contain Subject Lines that match the

email content. You can leave ‘asis’ or updated with your own.

iv. Click Next.

. Message Information
2. Envelope
3. Stationery
4. HTML Content
5. Plain Text Content
6. Send Review Email

7. Approve

if * 1. Sender Name:
Enter the name to display in the From area of the email header and inbox of message recipients.

English Spanish
Relay For Life of Hope City |

i 2 Reply-To Email Address:
Enter the email address where replies to the message will be sent. The Sender Email Address will be used by default if empty.
[sue. smiley@cancer.org |

ji * 3. Message Subject:

Enter the phrase or select a perscnalized option to display in the Subject area in the email header and inbox of the message recipients.

English Spanish

|Don "t waste any time! |

Select Personalization Option v

c. Step 3 - Stationery: Select a stationary which will give each email a look or theme. After selecting your

stationary, click Next.

d. Step 4 - HTML Content: Use the WYSIWYG to add custom content to the email message.

1. Message Information

Envelope

[RENY

Stationery
. HTML Content
. Plain Text Content

. Send Review Email

E = T

Approve

i * 1. Message Content:

Enter and format your message content in the editor window. Save the content before you can preview the message.

English Spanish

B 7 U | X Ga@ sk i@ B2 |E=E =iz &F| G| % —[@A-2-
j‘ ‘ | ‘ ‘Format = | Font family |~| Fontsize - ‘3 if

Dear [[S1:first_name]],

"You have signed up early for the [S47:66330:fr_info:1:event_title] and showed that you are committed to fighting cancer everyday - and
notjust when we gather on [[S47.:86330:fr_info: 1:event_date]]. Thank you for your early registration and being a leader in our community.

While our [$47:66330:fr_info:1:event_title]] is still [x] months away, you've shown that it's never too early to get started. Keep up
the momentum of registering online with some extra cancer-fighting fundraising work with your team!

+ Aim to join the Hope Club before the end of the year! The Hope Club is a nationwide army of Relay For Life participants that

have raised the suggested minimum of $100 and have earned their Relay For Life event t-shirts! Why wait to try and fulfill your
Path

o

A

‘ m Save U'Prem'en or Undo Changes or Cancel

If you have any questions, please open a Salesforce Case
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i Click Save often, so as not to lose your edits.
ii. Click the Preview button to review the message layout and to check for typos and test links.
iii. Once you have previewed and saved your message, click Next.

Step 5 — Plain Text Content: Clickthe Convert to Plain Text button to update the message youwrote in HTML
content into Plain Text formatting. AllHTML code (like font changes andimages) will be removed but link-
specific code will remain. You do not have toedit this coding

1. Plain Text Content Conversion:

e e e e e anm A ting in the message content and create the plain text formatted version.

‘ Convert to Plain Text ’

i Determine if any changes need to be made to the Plain Text formatting. Some things to look for are
inconsistent spacing and placement of hyperlinks. When converting HTML content to plain text, hyperlinks
will be moved to the end of a paragraph. Adjust your text as necessary. For example, you may choose to
insert something like “Use the link below...” if you have embedded a link behind some text.

ii. Click the Preview button to review the message layout and to check for typos and test links.
iii. Once you have previewed and saved your message, click Next.

Step 6 — Send Review Email: Send a test message to yourself or another personto proof read.

Step 7 — Approve:Click Approve toidentify this message as readyto send.

Relay For Life of Hope City
Event Emails > TeamRaiser Emails: Messages > Engagement Email 1a - Early Registration
1. Message Informatio
S 1. Message Approval:
2. Envelope If the message content is complef iewed, and ready for delivery scheduling, click Approve. If you are waiting for testireview results or need to work on
3. Stationen it, ish 5 m in the Draft state. Cl he message in the Draft state and create & variant of it to use in an A/B
3. Stationery
e Com essage element, such as a differs!
4. HTML Content
5. Plain Text Content
6. Send Review Email or Cance]
7. Approve
Click Finish.

Engagement Email 1a - Early Registration Copy Approved Engagement No Tentative Schedule Jan 15 20158
Engagement email template. Send to cument Delete (newver 11:55:05 AM by Amy
participants who registered early to encourage them sent) Delozier
not to wait time in team building and fundraising Archive

Preview
Return to Draft
Begin Delivery

After approving the email for delivery, you’ll be returned to the Message List.
i.  Copy: Copythe format of your message tocreate a new email with the same look and feel.
ii. Delete or Archive: Deleting and/or archiving an email will provide you an opportunity to manage the list of
emails as they appear in the Event Manager Center.
iii. Preview: Preview the messagein HTML and Plain text by clicking the Preview link.
iv. Return to Draft: Once an event has been approved, you can no longer edit it. However, by returning the
email to a Draft state, you can edit the content of the email.
Begin Delivery: Choose Begin Deliveryto begin the process of sending your message tothe proper
recipients. More information about sending an email can be found later in this chapter.

<
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Insert Documents and Photos

You can add local photos and documents to your event emails. Reference Appendix C: Manage Event Library for
instructions for adding images and documents to your Event Library.

Insert a Document Link into an Email

Note: Document must be uploaded into the Event Library before you can create a link.

1. From the EMC, select the Event Emails.

2. Under Related Actions, choose Edit Coaching Emails.

@ Event Center | #* Custome 8 i Reports

Event Emails Relay For Life of Hope City

Related Actions -
Your Event Emails

Edit Coaching Emails

If you have appropriate permissions, you can work with:

WManage Email Groups . ) ) . . .

. « Coaching Emails that you can send to a relevant audience (for example, participants or company coordinators) to guide them in
performing their role in this event

+ Autoresponders that are sent from the system in response to actions taken (for example, when a participant registers)

« Suggested Messages that participants can send from the Participant Center to their friends and family to recruit them or encourage
them to donate

+ Email Groups that receive these messages to view, add, upload, or remaove members

Note: For assistance with these tasks, click the Help link above the top navigation bar.

3. Follow the necessarysteps tocreate and edit the email you wish to add the document to.
4. Onstep 4. HTML Content, create your desired link text by typing directly onto the email (i.e. View the flyer here).

5. Highlight the text you'd like to be alink, then click the Insert/Edit Link button from the WYSIWYG tool bar.

1. Message Content:
Enter and format your message content in the editor window. Save the content before you can preview the message.

English Spanish

B 7 U || WMOIEEEEEFE|eBd | E-MA-2-
J’/ | | | | | Paragraph - Font family '+ Fontsize - |3 if

-
Reaching and exceeding your fundraising goal may seem like a daunting task. But we're here to cceed F
ELLIMWEVERIGRC heck out this fundraising flyer. f.)

Here are some surefire fundraising ideas!

1. Raking For Relay: For a small donation, offer to do some garden or around the house work for your neighbors.

2. Purple Lemonade Stand: Ask for $1 donations for a glassful of refreshment. Make sure there's plenty of
American Cancer Society Relay For Life signage at your booth so people know they're supporting a great
cause and why the lemonade is purple.

3. CarWash: The tried and true car wash fundraiser lives on! Recruit your friends and family to host a car wash
fundraiser. Find a place willing to offer you their space and then bring signs, buckets, sponges, towels, and
soap. Advertise your car wash with flyers, ads on Craigslist, inserts in church bulletins, or by contacting your -

Path: p y

m Save | or Preview or Undo Changes or Cancel
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6. From the link drop down menu at the bottom of that list, you'll find all the
documents you have uploaded in your document library.

7. Changethe TargettoOpen linkin a new window.

8. ClickInsert.

9. Once you save that email, the highlighted words will become a link to the
document.

Insert an Image into an Email

Insertedit link

Link URL |

Link list |

Affiliated Events
Generic Page for copying)
Title Event Announcements
Event Details
Stories of Hope
Class
Fundraisers and Activities

Phatos and Videos
=

How Your Donations Make A Diference

Target

Online Help
Sign Up

Z_04

Local Sponsors
Z_05

Z_06

Lo -y

m

C Fundraiser Fiyer

)

Note: Images must be uploaded into the Event Library before you can insert them.

1. From the EMC, select the Event Emails.

2. Under Related Actions, choose Edit Coaching Emails to find the email you wishto edit

@ Event Center | #* Custome 3 o Reports

Event Emails

Related Actions -
Your Event Emails

Edit Coaching Emails

st If you have appropriate permissions, you can work with:
Manage Email Groups

performing their role in this event

them to donate

» Email Groups that receive these messages to view, add, upload, or remove members

Note: For assistance with these tasks, click the Help link above the top navigation bar.

« Coaching Emails that you can send to a relevant audience (for example, participants or company coordinators) to guide them in

+ Autoresponders that are sent from the system in response to actions taken (for example, when a participant registers)

+ Suggested Messages that participants can send from the Participant Center to their friends and family to recruitthem or encourage

Relay For Life of Hope City

3. Follow the necessarysteps tocreate and edit the email you wishto add the image to.

4. Onstep 4. HTML Content, place your curser at desired location in the email where you would like to add the picture.

a. Choose the Insert/edit Image button from the WYSIWYG tool bar.

If you have any questions, please open a Salesforce Case
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il * 1. Message Content:
Enter and format your message content in the editer window. Save the content before you can preview the message.
English Spanish
B 7 U | & 533 s im @l Q| E S == s == G ||&— O A-2-
o BE] ABC i = = === = A
lﬁ ‘ | | ‘ | Paragraph -| Fontfamily |~ Font size - |a Insert/edit image

Reaching and exceeding your fundraising goal may seem like a daunting task. But we're here to help you succeed and have fun.

) %

Here are some surefire fundraising ideas!

1. Raking For Relay: For a small donation, offer to do some garden ar around the house work for your neighbors.

2. Purple Lemonade Stand: Ask for §1 donations for a glassful of refreshment. Make sure there's plenty of American Cancer Society
Relay For Life signage at your booth so people know they're supporting a great cause and why the lemaonade is purple

3. Car Wash: The tried and true car wash fundraiser lives on! Recruit your friends and family to hosta car wash fundraiser. Find a
place willing to offer you their space and then bring signs, buckets, sponges, towels, and soap. Advertise your car wash with fiyers,
ads on Craigslist, inserts in church bulletins, or by contacting your local radio station or newspaper.

4. {Insert your own favorite fundraisers}

5. And don'tforget about all the great fundraising tools lacated in the My Relay dashboard

Path: p

Next Save | or Preview or Undo Changes or Cancel

b. From the Image List drop down menu, you’ll find all the images you have uploaded in your image library.

Select theimage you wish to insert. Click Insert.

d. The image will appear on the webpage. While still in the edit field, pull the corners of the image to resize the
picture. Through the WYSIWYG features, position the image aligned center, right, or left as desired.

e. Once you save that page, the image will appear on the website.

o

insertiedit mage |
Image URL [fimagesicvupload/26M72/ev_6 6533554
| Image list Surviver photo ¥
Image description W_ ]
Alignment S'nmr pto

I Dimensions

Border 1
Vertical space [ |
1| | Horizentalspace [ |

Send your Local Message

After creating, customizing, and approving your local email, follow the necessarysteps tosee the message deliveredto
the appropriate individuals.

1. From the EMC select the Event Emails.

If you have any questions, please open a Salesforce Case
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Related Actions

Edit Coaching Emails

Edit ALtoresponders

IManage Email Groups

2. Under Related Actions, select Edit Coaching Emails.

3. Locatethe customizedand approved message you wishto send. Click Begin Delivery beside the email.

Engagement Email 1 - Three helpful tips Copy
Engagement email template. Send to curant Delete
participants to encourage fundraising and team
building Archive

Preview

Begin Delivery

Approved
{never
sent)

Engagement Mo Tentative Schedule

Dec 2, 2014 2:36:15
PM by Amy Delozier

4. Select the audience toreceive this email.

If you have any questions, please open a Salesforce Case
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Send an Engagement Email to Current Event Participants

An Engagement Emailis usedto ‘engage’ your currently registered participants.

1.

Locate the customized and approved message you wishto send. Click Begin Delivery beside the email.

Begin Delivery

Engagement Email 1 - Three helpful tips Copy Approved Engagement No Tentative Schedule Dec 2, 2014 2:36:15
Engagement email template. Send to curent Delete (never FM by Amy Delozier
participants to encourage fundraising and team sent)
buiding Archive

Preview

2. Select the audience toreceive this email. When sending an

Engagement Email Message, select Current Event

Participants. (Ifyou are sending a “Recruitment” email, follow these step-by-stepinstructions.)

R/
0.0

Never select Current or Previous Event Donors foryou

remailaudience. Those contacts were ‘recruited’ by the

family and friends they donated to, and we (ACS) cannot contact them. The participants should continue to

maintain the relationship with donors.

& Event Center

mer Senice

5 3 .
1. Select Delivery Type w 1. Email Audience:

m or Cancel

Event Emails > TeamRaiser Emails: Deliveries > Select Delivery Type

Current Event Pai ants
Current Event Donors

Previous Event Donors
Groups Created by this Event

3. Click Next.

4. Select Participation Types:
a.
b. To select multiple groups, hold CTRL as you select twoo
C.

Highlight the group you wish to send the email to. Click the Add or Add All green buttons toselect those groups.

r more groups.

Once all the appropriate groups have been added to the Your Selection box, click Next.

Event Emails > TeamRaiser Emails: Deliveries > Select Participation Types

1. Select Delivery Ty
Select Delivery Type * 1. Participation Types to Target With this Email Message:

[}

s ici v
Select Participation Types Select each Participation Type that has participants who should be sent this email message.

All Selections

RFL CY15 EC PA Hope City=®/API Scannable Form

RFL CY15 EC PA Hope City#®/Caregiver walk only (no fee)

RFL CY15 EC PA Hope City=®/Pay Registration by cash or Check
RFL CY13 EC PA Hope City*/Pay Registration by Credit Card

RFL CY15 EC PA Hope City*/Placeholder 1

RFL CY15 EC PA Hope City#*/Placeholder 2

RFL CY15 EC PA Hope City*/Placeholder 32

RFL CY¥15 EC PA Hope city=/Placeholder 4

RFL CY15 EC PA Hope City*/Survivor Lap Registration anly

RFL CY15 EC PA Hope city=®/yYes, I want to sign up to fundrais...

Select Registration Filters

Select Team Filters

o

. Review Delivery Details

@ or cancel

Relay For Life of Hope City

RFL C¥15 EC PA Hope City=/API Scannable Form
RFL C¥15 EC PA Hope City+*/Caregiver walk only (no fee)
RFL C¥15 EC PA Hope City=/Pay Registration by cCash or Check
RFL CY15 EC PA Hope City*/Pay Registration by Credit Card
RFL €¥15 EC PA Hope City*/Flaceholder 1
P cior
RFL C¥15 EC PA Hope City*/Placeholder 2
LU LN S [RFL €Y15 EC PA Hope City+/Flaceholder 2
RFL C¥15 EC PA Hope City=/Placeholder 4
RFL C¥15 EC PA Hope Cjtyﬁjsurv‘ivur Lap Regjstratiun anly .
RFL C¥15 EC PA Hope City=/Yes, I want to sign up to fundrais...
<< Remove All

5. Apply any optional filters on the recipient list. Filters allow you to narrow the email recipient list by a number of

If you have any questions, please open a Salesforce Case
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factors suchas team captainstatus or registration date. See Appendix E for more information on the different filters
and how to use them!

6. RegistrationFilters:
a. No actionis required in this step.
b. If you do wish to apply a registrationfilter, select from the available Registration Filter options:
i. Previous Event Participation Filter: Filter the currentlyregistered participant recipients of the email to
whether or not they participatedin the past.
ii. Online/Offline Registration Filter: Allow the email to be sent to both online and offline registrants.
iii. Date Range: Choose to filter the email recipients based on when they registered.
c. Click Next

7. TeamfFilters:
a. Noactionis required in this step.
b. If you do wish to apply a teamregistrationfilter, select from the available Team Filter options:
i.  Team Membership Filter: Identify if you wishto filter the currently registered participant email recipients
by team captains, team members, or individual walkers.
ii. Company Affiliation Filter: Filter the email list further by the participants’ corporate affiliation.
c. Click Next

Tip: if you wish to send a message to Team Captains Only (for example: meeting notices), make sure only the “Team
captain” box is checked so that the message will be sent to Team Captains registered for your event.

If you have any questions, please open a Salesforce Case
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Event Emails > TeamRaiser Emails: RFL CY15 EC PA HGE City": Deliveries > Review Delivery Details Relay For Life of Hope City 8' ReVIeW De I Ive ry D eta IIS :

St Dever Trom 1. Delivay Dot a. Confirm the targetgroups are the email
Review the delivery details and use the Relsted Actions to define the schedule and recipients of this message. To display the .
e raber of roeted et s ke Aulerce Tormak changes [ he messge <k Carel 1 iy the Dy addresses that you wishto send the
i Engagement Email 1 - Three helpful tips - *Duplicate Email Suppression Enabled” mess age to_
Schedule .
e b. The Unsubscribes or Opt Outs are
e Torg s automaticallyincluded in the Do Not Mail
o This message is tarpeted for the following audience groups; .
= Group Last Rebuilt Febuild at List.
Deliver . . . .
) ! c. The Final Step is to click Send Immediately.
RFL CY15 EC PA Hope City"/AP| Scannable Form rebuidable No
RFL CY15 EC PA Hope City"/Placsholder 3 w’;:‘:’;ﬂ:‘ No
RELCY16 EC PA Hope CiyYes, | wantlosignuplo  Gewpianol After selecting Send Immediately, the message will
fundraise online rebuldable
RFLCY1S £C PA Hope CityPiacshase | Sapisos be immediately delivered to the recipients’ inboxes
RFLCY1S £C PA bope oy Toumguar ok Oy i Gopiane and the email process will have been completed.
RFL GYI5 G PA Hops City ey Retaton by Gash | Geamie v, (skip down to d. if you would prefer to schedule your
RFL Y15 EC PA Hape City (Placsholder 2 A No emai/for a future datE/tIme)
RFL CY15 EC PA Hope City™Survivor Lap Registration  Group is not No
Only rebuidable
RFL CY15 EC PA Hope City"/Placsholder 4 ;’:::’ill” o
RFL CY15 EC PA Hope City*/Pay Registration by Credit = Group is not o
Card rebuddable
Do Not Email Groups:
This messape will not be sent o anyone in the tarpet audience who are members of the follewing Oo Not
Email groups:
Group Last Rebullt g:ﬁ::; B
TeamRaiser Emails: Relay For Life of Deptford Opt Group is not No
Out. 157006 rebuildable
Filters Applied (Abouy! Emsi Filering)
Alter applying ihe filter conditions, ihis message will be sent io ihe tarpet audience memoers who

2. Ready to Send to Delivery Queue

Send this email message to all of the members of the audience you have configured who have not already received a copy. Members who have already
) SEearegutomatic ally excluded.

2. Ready to Send to Delivery Queus

‘Send this emallmessage % ol of the members of the sudenc e you hime £onfigursd who hawe et Sieady 1oz e 3 2opy Members who h
i ahepd B Ghven Message are autcruse ol extheded

Send Tmmecately

cancel

d. If you prefer to send the email at a later time, you canschedule the delivery of the ]
message. Under Related Actions (left hand side of the page), click Schedule. [EEEr A
i.  Select the date and time you would like the message to be sent. Note: All
times are set to Central Standard Time.
ii. Click Finish.
iii. Finally, return to the email delivery page and click Send At Scheduled Time. This places the messageina
gueue to be sent at scheduled date and time. This completes the email process.

Schedule

Send a Recruitment Email to Prior Event Participants
A Recruitment Email is used to ‘recruit’ your past participants and invite them back to your event for the current season.

If you have any questions, please open a Salesforce Case
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Recruitment Email 1 Copy Approved Recruitmant No Tentative Schadule Dec 2, 2014 3:18:30

Recruitment email template. Send to past Delete (never sent) FM by Amy Delozier
participants and exclude current paricipants.

Archive

Preview

Heturp

Beqgin Delivery

1. From the Message List tab, locate the customized and approved message you wishto send. Click Begin Delivery
beside the email.

2. Select the audience who are to receive this email. When sending a Recruitment Email Message, select Previous
Event Participants.
+» Neverselect Current or Previous Event Donors for your emailaudience. Those contacts were ‘recruited’ by the
family and friends they donated to, and we (ACS) cannot contact them. The participants should continue to
maintain the relationship with donors.

i Event Center

Event Emails > TeamRaiser Emails: RFL CY15 EC PA Hope City": Deliveries > Select Delivery Type

1. Select Delivery Ty . . .
e e ¥ * 1. Email Audience:

Determines who should be sent this email message

Previous Event Donors

Groups Created by this Event

@ or Cancel

3. Click Next

4. Select Previous Event Participation Types:
a. Highlight the prior event participation types you wishto send the email to. Click the Add or Add All green
buttons to select those groups.
b. To select multiple groups, hold CTRL as you select two or more groups.
c. Once all the appropriate groups have been added to the Your Selection box, click Next.

@ Event Center tomer Service @ Reports

Event Emails > TeamRaiser Emails: Deliveries > Select Previous Event Participation Types Relay For Life of Hope City
1. Select Delivery Type " PP : " " PP . . : f
Select the Previous Event Participation Types that should receive this email. Select a Participation Type from the list on the right and click Remove to remove it from the

2. Select Previous Event " selected audience.

Pl TEES Select Previous Event Participation Types:

3. Review Delivery Details

All Selections Your Selections - 8/
[RFL €¥1i4 EA PA Hope City*/API Scannable Form .| RFL CY14 EA PA Hope City*/API Scannable Form
RFL C¥14 EA PA Hope City*/Caregiver walk only (no fee) RFL CY14 EA PA Hope City*/Caregiver walk anly (no fee)
RFL C¥14 EA PA Hope Citys/Pay Registration by cash or Check RFL CY14 EA PA Hope City=/Pay Registration by cash or check
RFL C¥14 EA PA Hope City=/Pay Registration by credit card RFL CY14 EA PA Hope City=/Pay Registration by Credit card
RFL Cv14 EA PA Hope City=/Placeholder 1 'add RFL CY14 EA PA Hope City=/Placeholder 1
RFL C¥14 EA PA Hope City=/Placeholder 2 RFL CY14 EA PA Hope City=/Placeholder 2
RFL CY14 EA PA Hope City+®/Placeholder 3 LUCNNIES N RFL Cvia EA PA Hope Citys/Placeholder 2
RFL C¥14 EA PA Hope City=/Survivor Lap Registration only RFL CY14 EA PA Hope City=/Survivor Lap Registration only
<< Remove

<< Remove A1l

m orcancel

If you have any questions, please open a Salesforce Case
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5. Review Delivery Details: For Recruitment Emails, you MUST set up the current event
participants as a ‘Do Not Email’ group — since they are already registered, and we do

not want to invite them again!

d.

under Related Actions on the left.

From the message review page, click the link to Manage Do Not Email Groups

Related Actions

Schedule

IManage Do Not Email Groups

6. Manage DoNot Email Groups: Select Current Event Participants

ﬁ‘ * 1. Do Not Email Audience:

Current Event Donors

Previous Event Donors
Groups Created by this Event

m orCancel

7. Click Next

8. Select Do Not Email Groups: Click Exclude All >> This will ensure that everyone already registered for your event will

not receive an email asking themto register again.
a. Click Exclude All>>
b. Click Finish

* 1. Do Not Email Audience:

Determines which type of participants, donors, or group members will not receive this email

All Email Groups Excluded Email Groups

RFL CY16 EC PA Hope City/API Scannable Form .
RFL CY16 EC PA Hope City/Caregiver Walk Only (no fee)

RFL CY16 EC PA Hope City/Pay Registration by Cash or Check

RFL CY16 EC PA Hope City/Pay Registration by Credit Card FxcTude > RFL CY16 EC PA Hope City/Pay Registration by Credit Card
RFL CY16 EC PA Hope City/Placeholder 1 RFL CY16 EC PA Hope City/Placeholder 1

REL CY16 EC PA Hope City/Placeholder 2 REL CY16 EC PA Hope City/Placeholder 2

RFL CY16 EC PA Hope City/Placeholder 3 RFL CY16 EC PA Hope City/Placeholder 3

RFL CY16 EC PA Hope City/Placeholder 4 RFL CY16 EC PA Hope City/Placeholder 4

RFL CY16 EC PA Hope City/Survivor Lap Registration Only RFL CY16 EC PA Hope City/Survivor Lap Registration Only

RFL CY16 EC PA Hope City/API Scannable Form
RFL CY16 EC PA Hope City/Caregiver Walk Only (no fee)
RFL CY16 EC PA Hope City/Pay Registration by Cash or Check

<< Allow AT1

RFL CY16 EC PA Hope City/Yes, I want to sign up to fundraise online! RFL CY16 EC PA Hope City/Yes, I want to sign up to fundraise online!

9. Review Delivery Details:
a. Confirm the target groups are the email addresses that you wish to send the message to.

b. The Unsubscribes or Opt Outs are automatically included in the Do Not Mail List. Make sure that all your current

event participation types are alsoincluded in the Do Not Mail List.

c. The Final Step is to click Send Immediately. After selecting Send Immediately, the message will be immediately

delivered to the recipients’ inboxes and the email process will have been completed.

d. Ifyou preferto send the email at a later time, you canschedule the delivery of the
message. Under Related Actions (left hand side of the page), click Schedule.
i.  Select the date and time you would like the message tobe sent. Note: All
times are set to Central Standard Time.

Related Actions

Schedule

ii. Click Finish.

If you have any questions, please open a Salesforce Case
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iii. Finally, return to the email delivery page and click Send At Scheduled Time. This places the messageina

gueue to be sent at scheduled date and time. This completes the email process.

Review Sent and Scheduled Messages

1. From the EMC, click Event Emails.

#i Event Cente: L ¥ Customer Senice L] Reports + Switch To Another Event

Event Emails Relay For Life of Hope City

Related Actions

Your Event Emails

Edit Coaching Emails

Edit Autoresponders If you have appropriate permissions, you can work with:

* Coaching Emails that you can send to a relevant audience (for example, participants or company coordinators) to guide them

Manage Email Groups
in performing their role in this event

* Autoresponders that are sent from the system in response to actions taken (for example, when a participant registers)

® Suggested Messages that participants can send from the Participant Center to their friends and family to recruit them or

encourage them to donate

* Email Groups that receive these messages to view, add, upload, or remove members

Note: For assistance with these tasks, click the Help link above the top navigation bar.

2. Under Related Actions, select Edit Coaching Emails.

3. Select the Delivery List tab.

Event Emails

Related Actions

Edit CoachingEmails
Edit Autoresponders

Edit Suggested M I
Related Actions

This is a list of the Coaching Emails scheduled to be sent for this TeamRaiser.

Begin Message Delivery

Refresh this page
Message List Delivery List

Records 1 - 10 of 16 First Previous MNext Last

4. From the Delivery List tab, you can:

a.

Review the Status of your message as Sent or Schedule. The date of those deliveries or scheduled deliveries will
appear in the Schedule and Completed columns.

For Sent emails:
i.  After the message has beensent, the Open and Click Rates of your message will allow you to monitor the

success of each communication.
ii. Click Review to get further details on the delivery of the email.

For Scheduled emails:
i.  After the message has beenscheduled, you may review when the message is set for delivery.
ii. Click Cancelto stop the message from being delivered or to change the delivery date/time.

If you have any questions, please open a Salesforce Case
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Event Emails > TeamRaiser Emails: Deliveries
Related Actions This is a list of the Coaching Emails scheduled to be sent for this TeamRaiser

wessage s [T

Records 1-40f4

* Beqin Message Delivery

* Refresh this page

Relay For Life of Hope City

First | Previous | Mext | Last

]| Search || Show All

Pagelof 1 [ |
To Page
Delivery s

Status

Engagement Email 1 - Three helpful tips

Engagement email templste. Send to current participants to encourage
fundraising and team buikding

Number Sent

Recruitment Email 1

Begin Delivery ~ Partially

Recruitment email template. Send to past participants and exclude curent configured

Archive
participants.
Number Sent

Records 1-40f 4 First | Previous | Mext | Last

+ | Schedule

7| Completed

4r

Immediate Dec 2, 2014

310:42 PM

Immediate

If you have any questions, please open a Salesforce Case
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e Search for Participants
e View a Participant’s Gift History
e Edit the Registration Information of a Participant
o Update a Participant’s Basic Registration Information
o Delete a Participant’s Online Registration
o Make a Participant’s Webpage Private
e Edit the Team Information of a Participant
o Move a ParticipanttoaTeam
o CreateaNew Team with a Participant as Team Captain
o Promote or Demote Team Members and Team Captains

Search for Participants

B Event Emai
1. From the EMC, click Customer Service Relay For Life of Hope City
Customer Service in the top bttt Your Customer Service
Navigation Bar. Al
" Manage Teams If you have the appropriate peamissions, from this Customer Service area, you can work with
. et ew and update their contact. registration. and Qift information as well as register new participants
2' Under Related ACtlonsl | REOObe G b their detail. git. and member information as weil as enter new giNts received for them
Select Manage Participants " Cotom it fvent to view and edt their detail, coardinator, and git Information as well as add new companies
" Upload Files L
" Search For Gits £ heck. and offline credit card payments when recerved or reject gifts to remove them from the list
i H . ’ * Manage Companies ’
3' A IISt Of a" regIStered sraenfoirla ration, answers to additional registration questions, and gifts to the online database in bulk
e H " Record Event Gifts
pa rtICIpa ntS_WIII be Notgl oo Gifls he Help link above the top navigation bar.
displayed. Find the Lt
. .. . . . > Fil
appropriate participant in the list provided or L
. * Search For Gift
through the searchfunction. L
* Search For Contacts

ticipants Relay For Life of Hope City

Search for Participants

IS 15 a lIst of participants registered for this TeamRaiser arranged in alphabetical order in pages of 20 records per page, and contains either all registered
participants or only the participants returned from the last search performed

Records 1-200f 59  First | Previous | Next | Last

Page 1of3 [ ]
To Page

- - - - —
Mame w | Action Ermail « | TeammRaiser Name

4

Brady, Jen Manage Participant jennifer.brady@cancer.org RFL CY15 Hope City

Catherton, Cathy Manage Participant cathy@email.com RFL CY¥15 Hope City

Daugharty, Stephanie Manage Participant thespamaven@ca.rr.com RFL CY15 Hope City

Dee, Sweet Manage Participant swdee@email.com RFL CY15 Hope City

If you have any questions, please open a Salesforce Case 69
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a. Tosearchfor a participant, enter first name, last name, and/or email address in the search fields before clicking

Finish.

TIP: Use % for wildcard. Example: Jon% if you are trying |

to find Jon or Jonathon.

1. Participant Details

First Name:

Customer Service = Manage Participants = Search for Participants

Last Name:

Email:

Finish or Cancel

4. Beside the participant’s account, click Manage Participant toaccess the participant’s profile.

Customer Service > Manage Participants

Search for Participants Show All Participants

Relay For Life of Hope City

Records 1-10f1  First | Previous | Nex | Last

-~ ey
Name w LAchion

Records 1-10f1 First | Previous | Next | Last

. rs _—
Email « | TeamPaiser Nams

4

This is a list of participants registered for this TeamRaiser arranged in alphabetical order in pages of 20 records per page, and contains either all registered
participants or only the participants returned from the last search performed

View a Participant’s Gift History

1. From the EMC click Customer
Service.

2. Under Related Actions, select
Manage Participants.

3. Alistof all registered
participants will be displayed.
Find the appropriate participant
in the list provided or through
the searchfunction.

4. Besidethe participant’s
account, click Manage
Participant to access the
participant’s profile.

5. Onthe participant’s account
record, scroll to the bottom of
the page. View the Gift History

“#: Event Center Event Emails

Customer Service > Manage Participants > Manage Participant

Related Actions
Record Donation

Edit Contact Information
Edit Reqgistration

Make Inactive

Remove From All Teams

IMake Private

Create New Team
Change Team

Edit Pages

Name: Princess Leia Solo
Email: princessleia@theforce.com
Username: princessleia@theforce.com
Participation Type: Yes, | want to sign up to fundraise online!
Registration Type: Online
Fundraising Goal: $100.00
Registration Status: Active
Personal Page: Public
Team Name: Test Team
Team Rank: Captain

This is @ summary that shows the contact, registration, Personal Page, team, and fundraising information for the selected participant and the tools that you can use to
work with this information.

Relay For Life of Hope City

p
(Gift History

Records 1-4 of 4 First | Previous | Next | Last

[ || Search || Show All Page 1of1 [ ]
To Page
Hame < | Action Gift Type S Donation Type Gift Date = | Arnount =

Test2 Donatian View/Edit Offine Confirmed (Cash) Gift

Change Soft Credit

Darth Vader View/Edit Offine Confirmed (Cash) Gift

Change Soft Credit

11/07/2014

11132014

$25.00

$25.00

section.

Within the participant’s gift list, you can change the honor roll name, gift soft credit, or refund the donation. See
Chapter 9: Manage Gifts for detailed steps.

If you have any questions, please open a Salesforce Case
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Edit the Registration Information of a Participant

Update a Participant’s Basic Registration Information

1. From the EMC, click Customer Service.
2. Under Related Actions, select Manage Participants.

3. Alist of all registered participants will be displayed. Find the appropriate participantin the list provided or through
the searchfunction.

4. Beside the participant’s account, click Manage Participant toaccess the participant’s profile.

Manne

5. From the participant record, under Related Actions (left hand side of the page), click Edit Registration.

a.

w | BCHion

: Event Center

Related Actions

* Record Donation

Ernail

vent Emails

Customer Service > Manage Participants > Manage Participant

This is a summary that shows the contact, registration, Personal Page, team, and fundraising information for the selected participant and the tocls that you can use to

‘work with this information.

= < Name: Princess Leia Solo

Q * Edit Redistration Email: princessleia@theforce com
Username: princessleia@theforce com

 Remaove From All Teams Participation Type: Yes, | want to sign up to fundraise online!
R Registration Type: Online
Fundraising Goal: $100.00

" Create New Team Registration Status: Active

* Change Team Personal Page: Public

* Edit Pages Team Name: Test Team
Team Rank: Captain

Gift History

rY .
w | TeamPaiser Name

Records 1-4074 First| Previous | Next | Last

[ ] _Search | [ Show Al Pageof1 [ |
| ToPage |
Marne + | Action Gift Type < | Donation Typz Gift Date ¥ | Amount ¥

Test2 Donation  yiewsgan  Offine Unconfirmed (Cash) Git

Confirm

Reject

Darth Vader viewseair  Offine Unconfirmed (Cash) Gift

Confirm

Reject

11/07/2014 $25.00

11132014 $25.00

Records 1-4 074 Fist] Previous | Next | Last

Relay For Life of Hope City

Make changes tothe individual’s online registration as needed:

If you have any questions, please open a Salesforce Case

ip

71


https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf

i.  Updatethe individual’s participation
type from the drop down.
ii. Change the participant’s individual
fundraising goal. 2. Edit Registration
iii. Add emergency contact information Responses
iv. Click Next.

& Event Center B8 Fvent Emails

Customer Service > Manage Participants > Manage Participant > Edit Registration

1. Edit Registration "
— " 1. Participation Type:

Identifies the way in which this person will participate in this TeamRaiser

¥es, I want to sign up to fundraise online!

i 2 Fundraising Goal:
Defines the amount of money this participant intends to raise
[s100.00 |

3. Emergency Contact:
Identifies the name of the person to contact in case of an emergency

4. Emergency Phone:
Defines the phone number to call in case of an emergency

(@)

Edit the registration responses. Click Next.

Customer Service > Manage Participants > Manage Participant > Edit Registration Responses

1. Edit Registration . . .
= *1.  Please select all that describe your experience with cancer.

2. Edit Registration Please make between 1 and 5 selections from the choices below.,
Responses I have or had cancer

Caregiver for someone who has/had cancer

My relative has/had cancer

My friend has/had cancer

¢ Other

2 My most recent type of diagnosis:
Please select response v

3 My date of diagnesis:

Month Day Year
Month v ||Day v || Year v

4 Select the option that best describes your role:
Please select response v

"5, T-shirt size (Size availability may vary by event, and t-shirts are awarded to those who raise a $100
minimum):

5 v

"6, Indicate your team's affiliation:
ACS Office L

*T. Has your team participated in this event in prior years?
No v

*8.  ls your team made up mostly of students?
No v

or Cancel

If an offline registration fee was provided, record the payment. Click Finish.

If you have any questions, please open a Salesforce Case
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Customer Service > Manage Participants > Manage Participant > Record Registration Fees Received Relay For Life of Hope City

L EEskErEEr 1. Registration Fees
2. Edit Registration Responses Registration fees for the participation type selected by this participant only. Does not include family registrations registration
3. Record Fees Received fes amounts.

$10.00

2. Discount Amount
Amount that will be applied to this participant’s registration fees. Does not include family registrations discount amounts.
§0.00

3. Total Fees Owed
Amount owed by this participant. Includes registration fees minus any discounts that were used for this participant and any
family registrations that they may have entered while registering.
§10.00

4. Additional Gift Handling
The following additional gift given during registration will be converted to a donation soft credited to the participant. This does
not affect status indicators.
$0.00

5. Record Payment Received
Enter the payment method used to pay the registration fee, or cancel to leave as unpaid. If the participant paid more than
their registration fees, please enter the extra amount as an offline gift. Note that once you confirm these fees as
received, you will not be able to undo or edit the registration fees.

@ Cash

0 Check

' uacance'l

Delete a Participant’s Online Registration

When you deactivate a participant:

The participant will be removed from the group of participants for this event.

The participant will be removed from the list of pending autoresponders for this event.

The participant will not be displayed in search results when donors, people who want to join their teamand
other site visitors perform searches.

The participant cannot log into the Dashboard nor access their Personal Page.

Before making the participant inactive or deleting the registration, you must make sure that the individual is not a Team
Captain. Ifthe individual is a team captain, you must follow the steps below before successfully removing the online
registration:

Assigna new team member to the captain position
Remove the initial team captain from all teams

1. From the EMC, click Customer Service.

2. Under Related Actions, select Manage Participants.

3. Alistof all registered participants will be displayed. Find the appropriate participantin the list provided or through
the searchfunction.

If you have any questions, please open a Salesforce Case 73
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Customer Service > Manage Participants > Manage Participant

4. Besidethe participant’s account, click Manage Related Actions

Participant tO access the pa rtiCipa nt'S prOﬁIe. - .T.his i.s..a sur.l‘n.‘ar',' tha? shows the contact, registration, Personal Page|
Record Donation work with this information.
Edit Contact Information Name: Sally Jobs_Test

5. From within the participant record, under Related

R . . _Edit Reqistration Email: agutierrez +test@convio.com
Actions (left hand side of the page), click Make Vake aciive Username: agtestT3
Inactive. Participation Type: Surviver Lap Registration Only

R Registration Type: Offline

Fundraising Goal: $0.00
Create New Team Registration Status: Active
Change Team Personal Page: Public
Promaote to Captain Team Name: Agustin's Team
Promote to Co-Captain Team Rank: Member
Edit Pages Company Name: Aperture Science

6. Click Make Inactive to deactivate the participant’s
registration.
Customer Service = Manage Participants > Manage Participant > Make Inactive Relay For Life of Hope City

1. Make Inactive

Make this Participation Registration Inactive
If you make this registration inactive, the following will cccur:
« This participant will be removed from the group of participants for this event.
« This participant will be removed from the list of pending autoresponders for this event.
« This participant will nct be displayed in search resits when donors, people who want to join their team, and other site visitors perform searches.

« This participant cannot log into the Participant Center and access their Personal Page.

' Make Inactive }r cancel

7. Once you have made a contact inactive, the Delete Registration option will appear under the Related Actions side
bar.

Customer Service > Manage Participants > Manage Participant

Related Actions
This is & summary that shows the contact, registration, Perscnal Page,

Record Donation work with this information.
Edit Contact Information Name: Sally Jobs_Test
Edit Reqistration Email: agutierrez +test@convio.com
" _llake Active Username: agtest73
( Delste Redistration Participation Type: Survivor Lap Registration Only
— - Registration Type: Offline
Fundraising Goal: $0.00
— Registration Status: Inactive
Create New Team Personal Page: Public
Change Team Team Name: Agustin's Team
Promote to Captain Team Rank: Member
Company Name: Aperture Science

Promote to Co-Captain
Edit Pages

8. Follow the steps tocomplete the deletion process. The participant will no longer be registered.

Make a Participant’s Registration Private

Note: Making a participant’s registration private prevents donations from being made and site users will not be able to
search for the participant.

If you have any questions, please open a Salesforce Case
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1. From the EMC, click Customer Service.
2. Under Related Actions, select Manage Participants, and search for the participant record.

3. Alist of all registered participants will be displayed. Find the appropriate participantin the list provided or through
the searchfunction.

4. Click Manage Participant to access the participant’s profile.

rs

ip

'Y .s . .
Manne w | ACTION Ernail w | TeamPaiser Name

5. From the participant record, under Related Actions (left hand side of the page), click Make Private.

Customer Service > Manage Participants > Manage Participant

Related Actions
This is a summary that shows the contact, registration, Personal Page, team, and fundraisi
Record Donation work with this information.
Edit Contact Information Name: SueTest Smiley
Edit Reqistration Email: ssmiley@test.com
Make Inactive Username: ssmiley@test.com

Been o e g e Participation Type: Yes, | want to sign up to fundraise onlinel

( —— Registration Type: Online
. Fundraising Goal: $100.00
Lfegle Row Team Registration Status: Active
Change Team Personal Page: Public
Promate to Captain Team Name: Team Hope
Promote to Co-Captain Team Rank: Member

Edit Pages

6. Select Make Private.

Customer Service > Manage Participants > Manage Participant > Make Private
1. Make Private

Make this registration private

If you make this registration private, site users will NOT be able to search for this participant.

[ EUCHS RS ordance]

7. The record will reflect this update.

If you have any questions, please open a Salesforce Case
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Registration Type:
Fundraising Goal:
Registration Status:
Personal Page:
Team Name:

Team Rank:

Name: SueTest Smiley
Email: ssmiley@test com
Username: ssmiley@test.com
Participation Type: Yes, | want to sign up to fundraise onlinel

Online
+100.00
Active
Private
Team Hope
Member

Edit the Team Information of a Participant

Move a Participant to a Team

From the EMC, click Customer Service.

Under Related Actions, select Manage Participants.

A list of all registered participants will be displayed. Find the appropriate participantin the list provided or through
the searchfunction.

Click Manage Participant toaccess the participant’s profile.

5.

- = E—
Harnz w | Action Ennail

From the participant record, under Related Actions (left hand side of the page), click Change Team.

FY »
w | TeamFaizszr Name

e

Customer Service > Manage Participants > Manage Participant

Related Actions
This is & summary that shows the contact, registration, Personal Page, team, and fundraising inf}
Record Donation work with this information.
Edit Contact Information Name: T llemes
Edit Redgistration Email: bear@email.com
hake Inactive Username: bearbear5656
Make Private Participation Type: Team Captain Registration (Pay by Cash or Check)
Registration Type: Online
Fundraising Goal: $500.00
Lhange Team Registration Status: Active
Personal Page: Public

6. Select the new team from the list, or use the Search feature to locate it easily.

7. Click Select next to the correct team name. Then confirm by clicking Finish.

If you have any questions, please open a Salesforce Case
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Create a New Team with a Participant as Team Captain

1. From the EMC, click Customer Service.
2. Under Related Actions, select Manage Participants.

3. Alistof all registered participants will be displayed. Find the appropriate participantin the list provided or through
the searchfunction.

4. Click Manage Participant toaccess the participant’s profile.

L1

S - . Y —_—
Marme w | ACTiON Ernail w | TeamRaiser Name

5. From the participant record, under Related Actions (left hand side of the page), click Create New Team.

Customer Service > Manage Participants > Manage Participant

Related Actions
This is & summary that shows the contact, registration, Perscnal Page, team, and fu

Record Donation work with this information.
Edit Conact Information Name: Princess Leia Solo
Edit Reqistration Email: princessleia@theforce com
Make Inactive Username: princessleia@theforce.com
Remove From All Teams Participation Type: Yes, | want to sign up to fundraise cnline!
- ) Registration Type: Online
: ) Fundraising Goal: $100.00
(I e Registration Status: Active
Personal Page: Public
Promote to Captain Team Name: Test Team
Promote to Co-Captain Team Rank: Member

Edit Pages

6. Enterthe new Team Name, Goal, and Choose a Company (if necessary).

Customer Service > Manage Participants > Manage Participant > Create New Team Relay For Life of Hope City

1. Enter Details o
"'“" 1. Team Name:

Identifies the team
[pabba’s Hutts |

M 2 Team Goal:

Defines the amount of money the team intends to raise (which the Team Captain ¢ an update later in the Participant Center)
1,500
il 3. Team company:

|dentifies the company associated with or sponsoring this team

'® [Choose an existing value b
[Enter a new company ]

' ’zrcan(e'l

7. Click Finish to save changes. This participant will now be the captain of the new team.

Promote or Demote Team Members and Team Captains

1. From the EMC, click Customer Service.

2. Under Related Actions, select Manage Participants.

If you have any questions, please open a Salesforce Case



https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf

6.

A list of all registered participants will be displayed. Find the appropriate participant in the list provided or through
the searchfunction.

Click Manage Participant toaccess the participant’s profile.
From the participant record, under Related Actions, click Promote to Captain or Promote to Co-Captain, depending

on the desired leadershiplevel.
a. Click Finish to save.

4 Event Center B Event Emails

Customer Service > Manage Participants > Manage Participant
Related Actions
_ This is a summary that shows the contact, registration. Personal Page, team, an
Record Donation and the tools that you can use to work with this information.
Edit Contact Information
Name: Jumping Joe
Edit Registration q . . .
Email: joe@jumping.com
Make Inactive Username: jumpingjoelasdfdsa
Remove From All Teams Participation Type: Team Captain Registration (Pay by Cash or Check)
Make Private Registration Type: Online
Fundraising Goal: $100.00
Create New Team Registration Status: Active
Change Team Personal Page: Public
Promote to Captain ez e ALLEINTE
Team Rank: Member

Promote to Co-Captain
Edit Pages

For “Team Captains” you wish to demote to Team Member Status:
a. Beginby promoting a new team captain by clicking the Promote to Captain link on the left hand side
under Related Actions within the record of the participant who is becoming the new leader.
b. Once a new participant has been promoted to Team Captainlevel, the initial leader will automatically be
demoted. This change will take a few moments to update to all areas of the Event Management Center
and the front-end of your website.

If you have any questions, please open a Salesforce Case
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e SearchforaTeam
e View Team Member Roster
e View Team’s Gift History

Chapter 7: Customer Service — Manage Teams |

e Edit a Team’s Registration Information

Search fora Team

1. From the EMC, click Customer Service in the top Navigation Bar.

2. Under Related Actions, select Manage Teams.

Related Actions
{arace Saicipar
Marage Tesms

Wotoag Fliss

Search For Gifty

SERCNL FOr Contaces

Note

" Record Event Gifts
ock, and ofing credlt card DayMOnts when 1eCoved or raect Ofs 10 remove hem fom the list
" Confirm Gifts Y AON SrEwers 10 BXILONM regISt 0N QUEStONS Ird Qs 1o e orine daatase i bulk
* Upload Files
he Help link above the top navigation bar
Search For Gifts
earch For Contacts

vice

this Customer Service area. you can work with

W3NG LDGSte Tl Contact regsration and gt INfrmanion as wedl 35 regisier new panicipants
e hetr Getal Ot and member INfoMMaton 2s wel 28 enter new giNs recelved B them

pvent 10 visw and eat e detal, cooronator, and gft informanon as well 26 A New COmpanes

i

3. Alistof all registeredteams
will be displayed. Find the
appropriate team in the list
provided or through the search
function.

TIP: When searching, use % for
wildcard. Example: Walk% if you
are trying to find Walking or
Walkers.

4. Click Managetoaccess the
Team profile.

% Event Center Event Emails

Customer Service > RFL CY15 Hope City

This is a list of teams that have been formed for this TeamRaiser. Use the Manage action to view information about the
team and its members or record a denation to the team.

Records 1-20 of 54  First | Previous | Next | Last

[ || Search || Show All Page1of 3 [ ]
To Page

Y = B Y Y
Marne w | ACDion Team Captain Cornpany w | Team Goal «

Beagle Bikers Manage Steve Highland $50,000.00
ID: 598079 steveandjen08@yahoo.com

Disband Team

Birthdays Team Manage Official Sponsar $10,000.00

ID: 596452 birthda mail.com
Disband Team

If you have any questions, please open a Salesforce Case
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View Team Member Roster
1. From the EMC, click Customer Service.
2. Under Related Actions, select Manage Teams.

3. Alistof all registered teams will be displayed. Find the appropriate teamin the list provided or through the search
function.

4. Click Managetoaccess the Team profile.

1)

- . s
Tear Captain Cormpany w | Tzam Goal -

Marme

5. Onthe team’s accountrecord, scroll to the bottom of the page and click the Members tab to full a complete list of
team members.

Customer Service > RFL CY15 National Community BP = Test Team Relay For Life of Hope City

Related Actions
This page shows infermatien, denations, and members for the selected team. Use

Test Team (ID: 1682129)

" Edit Team Details

* Record Team Donation

Captain: Active Members: 5

Testy Testerson Team Goal: $1,000.00

123 Hope Street Confirmed Gifts: $360.00 (36.00%)
Hope City, NY 12345 Total Gifts: $360.00 (36.00%)

test@tes.com

e N\
o ([ )
Recarﬂsw@ | Mext | Last
[ |[ Search | [ Show Al | Page 1of 1 [
| To Page ‘
Narmne + | Action Email =

Sally Jobs_Test (inactive) i agutier

Princess Leia Solo Manage Participant princessleia@theforce.com

Records 1-50f5  First | Previous | Next | Last

—_—

View a Team’s Gift History
1. From the EMC, click Customer Service.
2. Under Related Actions, select Manage Teams.

3. Alistof all registered teams will be displayed. Find the appropriate teamin the list provided or through the search
function.

4. Click Managetoaccess the Team profile.

If you have any questions, please open a Salesforce Case
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)

Marmsz

Team Captain Company = | Team Goal ¥

5. Onthe team’s account record, scroll to the bottom of the page. View the Gift History section.

Within the team’s glft list you can Customer Service > RFL CY15 National Community BP > Test Team Relay For Life of Hope City
’
. Related Actions
cha nge the honor roll na me, g|ft soft . This is a summary that shows the information about the Gifis and Members of the selected team. Click Record Team Donation to enter a
Edit Team Defalls denation made en behalf of the team. In the Gifts list. use the View/Edit actien to see information about the donor, edit the name to display
credrt, or refund the donation. See * Record Team Donation on the Team Gift List, and changs the amount of an unconfirmed cash or check gift. Use the Members tab o see the team roster and work

with the TeamRaiser profiles of the members

Chapter 9: Manage Gifts for detailed
steps

Captain® Active Members- 4

Testy Testerson Team Goal: $1,000.00

123 Hope Street Confirmed Gifts: $360.00 (36.00%)
Hope City, NY 12345 Total Gifts: $360.00 (36.00%)

test@tes.com

ﬂ Members

Records 1-50f5 FEirst | Previous | Next | Last

[ \ Show All Page 1of1 [ |
To Page |
Harne 3 | Action Gift Type % | Gift Date + | Amount ¥ | On Behalf of ¥

John Doe_Test  yiew/Edit Offine Confirmed (Cash) 07/18/2014  $10.00

Change Soft Credit

Test1 Donation  view/Edit Offline Confirmed (Cash) 11/07/2014 $100.00 Princess Leia Solo

Change Soft Credit

Records 1-50f5  First | Previous | Next | Last

Edit a Team’s Registration Information
1. From the EMC, click Customer Service in the top Navigation Bar.
2. Under Related Actions, select Manage Teams.

3. Alistof all registered teams will be displayed. Find the appropriate teamin the list provided or through the search
function.

4. Click Managetoaccess the Team profile.

qp

Marnz

Team Captain Company ¥ |Team Goal <

5. From the teamrecord, under Related Actions, click Edit Team Details.

If you have any questions, please open a Salesforce Case 81
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Customer Service > RFL CY15 National Community BP > Test Team Relay For Life of Hope City

This is a summary that shows the information about the Gifts and Members of the selected team. Click Record Team Donation to enter a
donation made on behalf of the team. In the Gifts list, use the View/Edit action to see information about the donor, edit the name to display
on the Team Gift List, and change the amount of an unconfirmed cash or check gift. Use the Members tab to see the team roster and work
with the TeamRaiser profiles of the members.

Edit Team Details

Test Team (ID: 1682129)

Captain: Active Members: &

Testy Testerson Team Goal: $1,000.00

123 Hope Street Confirmed Gifts: $360.00 (36.00%)
Hope City, NY 12345 Total Gifts: $360.00 (36.00%)

test@tes.com

6. Make changestothe team’s online registration as needed:
a. Team Name: Edit the team name.
b. Team Goal: Update the team fundraising goal.
c. Team Company: Associate the team witha company.
d. Click Finish to complete the changes.

ﬁ“‘ * 1. Team Name:

Identifies the team
[Test Team |

it 2 Team Goal:

Defines the amount of meney the team intends to raise (which the Team Captain can update later in the Participant Center)
|Sl , 000, DO |

fif 3. Team company:

Identifies the company assotiated with or sponsoring this team
(]

|Chcru-se an existing value v

[Enter a new company |

If you have any questions, please open a Salesforce Case
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.................. Chapter 8: Customer Service — Manage Companies |

e Add alocal Company
e Edit the Local Company Details

Add a Local Company

If you have company teams participating in your event, you can create a company record in the Event Management
Center. Once the company has been added to the website, anyone who registers as a team from that company will be

able to select the business name from the ‘Company’ dropdown during the Team registration process.

National company supporters are automaticallyincluded in the website so you do not need to add those.

1. From the EMC, click Customer Service.

2. Under Related Actions, select Manage Companies.

& Event Center

B Event Email &

Customer Service Relay For Life of Hope City

Related Actions

Y

wr Customer Sen

ice

Related Actions
If you this Customer Service area, you can work with
Manage Participants

e thesr comtact, regrstration, and Qift information as wel| a8 register new partic/pants

Manage Companies

oy o gy

Confirm Gifts

Upload Files
MNote: ~hload riles he Help link above the top navigation bar.

Search For Gifts

Search For Contacts

3. Alistof all local companies will be displayed. To add a new company, under Related Actions click Add a New
Company.
4. Complete the following:

a. Name and Notes: Complete the required fields (marked with anasterisk below)

*Company Name

Notes —you may want to use this field to identify this event as a sponsor. Content added here will not
appear on the website, however it may be helpful for other event managers to have that information.
You can skip questions 3-5 (Company Hierarchy Options, Company Priority and Number of Employees)

iv. *New Company to this TeamRaiser
o |f the company is new, leave the box checked
¢ |f they are a returning company, you can uncheck the box
V. Additional Custom Company Detail 1 and 2: Enter any additional information. This information will show
up in reporting on the company.
vi. Internal Staff Contact: Name of the primary contact at the company.
vii. Volunteer Manager: Name of the volunteer who will work with the company.
viii.

For the Participation Status, check confirmed, you should only complete this process when you have a

If you have any questions, please open a Salesforce Case
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sponsor commitment form and the donation associated with that commitment in hand.
iX. Click Next

b. lIdentify Company Coordinator:
i. Fill in the company coordinator contact information
ii. Click Next

Creatée a néew constituent or Select an existing ane

NOTE: Upon clicking Next, you may see this
screen.

If the company coordinator has participated N N
online in an American Cancer Society event e mme s
before, the system will match the st
participant details you entered with an
existing record.

Verify the participant details against the I o Kol A Eoy
existing record(s), select the correct record - .

and move on by clicking Next / e g
S

If this is a brand new constituent who has
never registered online for an American A -
Cancer Society event, or if you are not e ;
positive that one of the displayed options is
a match, you can create a new constituent
and move on by clicking Next.

c. ldentify Executive Champion (Optional):
i. Fill in the contact information for a person from the company who can be contacted for
information and questions about general company involvement.
ii. Click Next
d. Review Summary:
i. Review the details of your company
ii. Click Finish

5. Once you click ‘Finish’ the new company will appear in your Local Companies List and will be available for
teams to select during the registration process.

Edit the Local Company Details

1. From the EMC, click Customer Service in the top.

2. Under Related Actions, select Manage Companies.

3. Alistof all local companies will be displayed. Locate the one you wish to edit and click Edit Company.

If you have any questions, please open a Salesforce Case
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#: Event Center Event Emails

Customer Service = RFL CY15 National Community BP

Related Actions

" Add a new company

Relay For Life of Hope City

This is a list of the prospect and confirmed companies that can be associated with teams participating in this TeamRaiser or may be
sponsors of the event. (Note that companies may be both.) To work with the details and contacts of a company, use Edit Company.
To work with the gifts, fundraising thermometer, and public-facing page for a company, use Manage Company. To add sponsor

information to a company that can be associated with teams, use the Define Sponsorship Details action displayed after the company

is created.

- Local Companies -

Records 1-30of 3 First | Previous | Mext | Last

| || Search || Show All | Page 1of 1 ]

| To Page |

Cornpany MNarme:

4

Cornpany Gifts

Aperture Science Edit Company

Manage Company
Define Sponsorship Details

Delete Company

Records 1-3of 3 First | Previous | Mext | Last

Follow the progress bar on the left-hand side of the page to edit company information.

If you need to edit the local company page content, please log a detailed ticket at helpme.cancer.org.

If you have any questions, please open a Salesforce Case
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Chapter 9: Customer Service — Manage Gifts |

e Search for Gifts

e Enter Offline Donation Received

e Changethe Honor Roll Scroll on a Participant’s page

e Move the Credit of a Donation to another Participant or Team
e Refund a Donation

Search for Gifts
1. From the EMC, click Customer Service.

2. Under Related Actions, select Search for Gifts.

Customer Service Relay For Life of Hope City

Related Acti -
g o Your Customer Service

Manage Paricipants

. Customer Service
Manage Teams I Customer Senice area, you can work with
Related Actions

wiew and update their contact, registration, and gift information as well as register

Manage Participants

Confirm Gifts e their detail, gift, and member information as well as enter new gifts recemed for
- Manage Teams
Upload Files
. event to view and edit their detail, coordinator, and gift information as well as add
Search For Gift§ Manage Companies
Search For Contag Record Event Gifts nt

. Fheck, and offine credit card payments when received or reject gifts to remove them
Confirm Gifts = T

stration, answers to additional registration questions, and gifts to the online

|eIE link above the IUE na\q’astlun bar

3. Enterany information you know about the donor 4 Event Center Wl Event Emails

and/or donation, including: Customer Service > Search For Gifts
’ . H z
a. Donor’sfirst / last name or email address 1 Gift Search Donor First Name:
b. Participant’s name who the donation is \ |
. Donor Last Name:
credited to \ |
c. Confirmation code of the donation as listed ‘D""‘“ Email: |
on the glft receipt Participant First Name:

. \ |
d. Value of the donation Participant Last Name:
e. When the gift was made online ‘ |
Participant Email:

f.  Use % for wildcard. Example: Jon% if you are \ |

trying to find Jon or Jonathon f“"fir"‘ati"" Code: |
Gift Amount Between:
. . . Low Value: [ |
4. Click Finish to perform the search. High Value: [
Date Range:

Start Date: [Jun v |[4 v |[2014 »
End Date: |Jan v ||12 v |/ 2015 ¥

orcancel

If you have any questions, please open a Salesforce Case
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Enter Offline Donations Received
1. From the EMC, click Customer Service.

2. Under Related Actions on the left side of the page, click Manage Teams, Manage Participant or Record Event Gifts,
depending on how the gift should be credited.
a. Ifyou arecreditingit to a teamor a participant, the next step will be to search for your team or participant
name and click ‘Manage’ inthe action column.

& Event Center W Event Emails

Customer Service Relay For Life of Hope City
Related Actions

Your Customer Service Pick the proper
Customer Service

Manage Participants

Manage Teams i ) busto Credrtl
Related Actions view a jift information as well as register
Manage Participants <~ =
Confim Gits s Participant s e new gts rcened for
Unkcad Fiss Manage Teamse Team

3 : d gift information as well as add
Search For Gift§

Manage Companies
or

Record Event Gifts n
bR - Event

i chec wed or reject gifts to remove ther
Confirm Gifts Fhack ed or reject gifts to remove them
Upload Files Stration, answers to additional registration questions, and gifts to the online

Search For Gifts

elp link above the top navigation bar

Search For Contacts

3. Under Related Actions on the left side of the page, click Record (Team, Participant or Event)
Donation.

Edit Registration
4. For Step 1 - Enter Donor Information, enter the donor’s personal information. Only nameiis Make Inactive

reqUiFEd Make Private

Create New Team

Change Team

5. Click ‘Next’ Edit Pages

Customer Service > Manage ici Manage ici Amy Delozier
1. Enter Donor Information
2. Configure Gift ## 1. Donor information:
Specifies the Profile information in the constituent record ofthis participant (Note: If the gift payment will be made with a credit

card or bank account withdrawal, the name here must match exactly with the name on the corresponding credit card or bank
account)

Title FirstName Middle Name  LastName Suffix Professional Suffix

*Name B Michael o} Scott E E

Address 1

Address 2:

Gity:

State  Province [=]

2ZIP/ Postal Code

Country United States El
Email: michael.scott@dundermiffin, com

Phone

) Caneel

If you have any questions, please open a Salesforce Case
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NOTE: Upon clicking Next, you may see this
screen.

If the donor has previously interacted online
with an American Cancer Society event, the
system will match the participant details
you entered with an existing record.

Verify the donor details against the
existing record(s), select the correct record
and move on by clicking Next

If this is a brand new constituent who has
never registered online for an American
Cancer Society event, or if you are not
positive that one of the displayed options is
a match, you can create a new constituent
and move on by clicking Next.

Creabée a new constituéent or select an existing ane
Tom ot i Emlainl R
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o bams Do Cay F
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6. For Step 2 — Configure Gift, specify the
following:
a. Gift Type — defaulted to one time gift
b. Gift Amount — enterthe monetary
amount of the single payment or of
each payment to be received for the
sponsorship level
c. Do Not Display Amount — check this box
if the amount is not to be displayed
Recognition Name — enter the
recognition name if it is different than
the name on the billing information.
Enter “Anonymous” if the donor does
not want their name displayed.
Batch ID — enter a value to identify
groups of donations processed at the
sametime
f. Payment Method — select the method
of payment:
i. Cash
ii. Check — if you select check, an
additional field will display to
enter the check number
Payment Status —If you have the
donation in hand, select
Confirmed

7. Click Process or Process and Add Another if you have another donation to add to that particular participant, teamor

event.

4 EventCenter B EventEmails

1

2

Enter Donor Information
Configure Gift

&

1

o

@

ES

@ Reports
Customer Service > Manage Participants> Manage Participant > Amy Delozier

. Gift Type:

Defines if this gift payment will be made with one single payment or in multiple payments on a recurring scheduled
basis

@ Onetime

- Gift Amount:

Defines the monetary amount of the single payment or of each payment to be collected for this gift
50

. Do Not Display Amount:

Determines ifthe amount of a giftis displayed in gift lists on the site (Note: The donor name may still be visible.)
[C] Do not display the gift amount

Recognition Name:
Defines the name to display on the gift lists instead of the name entered for Billing Information (Note: Leave this blank
to display the name from the Billing Information or enter Anonymous if requested by the donor.)

In honor of Kevin

Batch ID:
Groups a set of offline gifts being processed atthe same time

. Payment Method:

Determines the method by which the gift will be collected (Note: Additional fields may display upon aption selection.)
) Cash
@ Check

Payment Status:

Determines if payment has been received (that is, you have the cash or checkin-hand)
@ Confirmed

@ Unconfirmed

Check Number:
Identifies the number printed on the check that you have received

123

Cancel

Bark For Life of Hummelstown Hershey

Sw To Another Event

If you have any questions, please open a Salesforce Case
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Change the Honor Roll Name on a Participant’s Page

Some donors may choose to be referredto by a different name or to remain anonymous. As the event manager, you
may update how the donor and donation is displayed on each participant page.

1.

2.

3.

From the EMC, click Customer Service.
Under Related Actions, select Search for Gifts.

Enter any information in the search fields provided, enter the available information about the donation. Click Finish
to perform the search.

4 Event Center Event Emails

Customer Service > Search For Gifts

1. Gift Search Donor First Name:

| |
Donor Last Name:

| |
Donor Email:

| |
Participant First Name:

| |
Participant Last Name:

| |
Participant Email:

| |
Confirmation Code:

Gift Amount Between:

LowValue: [ |

High Value: [ ]

Date Range:

Start Date:
End Date:

or cancel

Find the donation whose appearance in the Honor Roll you wish to update. Beside the gift record, click the
View/Edit link.

Skip to step 2. Configure Gift

Specify and update the necessaryinformation:

a. Do NotDisplay Amount: Checkthe box beside “Do notdisplay the giftamount” if the donor does not wish to
have his/her donation amount displayed publically on the personal page.

b. Recognition Name: Ifthis field is left blank, the Recognition Name is defaulted to the donor’s Name, but you can
update the donor’s name as s/he wishes it to appear on the Honor Roll. If the donor wishes to remain
anonymous, enter “Anonymous” in the field provided.

If you have any questions, please open a Salesforce Case
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Click Finish to save
changes to the
donation’s appearancein
the Honor Roll.

Customer Service > Manage Participants > Manage Participant > Amy _TEST Delozier

Relay For Life of Hope City

For a One time gift, enter the amount of the donor's gift. For a Recurring gift, enter the amount of each payment to be collected for this gift.

* 1. Gift Amount:
2. Configure Gift
- 5200. 00
2. Gift Category:

Identifies the type of gift received

v
L .

. Do Not Display Amount:

Determines if the amount of & gift is displayed in gift lists on the site (Note: The doner name may still be visible. )

Do not display the gift amount

. Recognition Name:

Leave this field blank to display the donor's name as you entered it on the previous page. If the donor requests an alternate name (such as Joey or Our
Family) to display on Web pages, enter that name in this field. If the donor requests not to display their name, enter the word Anonymous in this field.
|In memory of Stuart Scott|

o

o

- Batch ID:

Groups a set of offine gifts being processed at the same time:

. Payment Method:

Click the radio button of the appropriate method by whic h the gift will be paid or recurring payments will be collected. If you select an option other than
cash, additional fields wil display for you to complete the payment methed.

® Cash
Check

Cancel

Move the Credit of a Donation to another Participant or Team

to perform the search.

1.

Under Related Actions, select Search for Gifts.

Event Center B8 Event Emails

Customer Service > Search For Gifts

Gift Search

From the Event Management Center, click Customer Service in the top Navigation Bar.

Enter any information in the search fields provided, enter the available information about the donation. Click Finish

Donor First Name:

Donor Last Name:

Donor Email:

Participant First Name:

Participant Last Name:

Participant Email:

Confirmation Code:

Gift Amount Between:
LowValue: [ ]
High Value:[ |
Date Range:

Start Date: | Jun v
End Date:

4

v || 2014 v

Jan v ||12 ¥ ||2015 ¥

4. Beside the gift you wish to move, click the Change Soft Credit link.

If you have any questions, please open a Salesforce Case
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Test2 Donation T, Offline Caonfirmed (Cash) Gift 11072014 £25.00

Change Soft Credit

5. Identify who will receive credit for the donation. You canadjust the gift credit to a participant, team, or the general
event. Click the appropriate radio button before clicking Search for Recipient.

Customer Service > Manage Participants > Manage Participant > Change Soft Credit Relay For Life of Hope City

1. SelectType * 1. New Soft Credit Recipient

Pglermines the type of TeamRaiser entity who will get ¢ redit for this gift
eamRaiser Participant
eamRaiser Team
eamRaiser Event

2. Seldet Recipient:

Display§ either the Participant Search page for locating the new participant recipient; the Teams List for selecting the appropriate team; or the Confirm
changes\page if TeamRaiser Event is selected as the new recipient.

Searcn for Recipient

cancel

6. ldentify the recipient of the donation throughthe list provided or through a search. Click Select next to the person
or teamto whom you are reassigning credit for the donation.

Participant List

Records 1-10f1  First | Previous | Mext | Last

1

Mare

e . - .
ACTIDN Ernail « | TeamPaizer Name

Records 1-10f 1  First | Previous | Mext | Last

Cancel

7. Confirm Changes: Review the transactioninformation and the change in soft credit before confirming. If it is correct,
click Finish and the credit of a donation will be moved.

Refund a Donation

If you need to refund and online donation, or change/refund an offline donation, please log a detailed ticket at
helpme.cancer.org or call 1-800-227-2345, option 2.

Note: Please do not change an offline gift amount as an attempt to correct a gift, as that will lead to discrepancies
between website, mobile app and Facebook fundraiser totals.

If you have any questions, please open a Salesforce Case
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Chapter 10: Reports |

e Access Reports
e Runand Download Reports

e Utilizing the Report Results Tab
e Accessing Past Event Manager Centers and Reports

Access Reports

1. From the EMC, click Reports.

Relay For Life of Hope City

Ifyou have the appropriate permissions, from this Reports area, you can view the report configuration that was created and saved for this TeamRaiser and run it as well as
view the results of a report that has already been run and create a new report.

MNote: For assistance with these tasks, click the Help link above the top navigation bar.

Report Results
Reports

Records 1-130f 13 First Previous MNext Last

Q Search Show All Pagelofl ToPage @
Name & Description +  Actions Category S Type S Last Activity S
02 Team Summary Report Run Report  RFLCY18 NCR TeamRaiser 2017/08/03 10:47 by
Includes team creation date, team captain contact information, company lynne.beach@cancer.org

affiliation, number of participants, and fundraising totals

04 Participant Emails Sent (Date Range Report) RunReport  RFLCY12NCR TeamRaiser 2017/08/03 10:49 by
Includes the number of emails sent by each participant within a given time lynne.beach@cancer.org
period. (Intended to help determine a winner in time-frame email challenges)

2. Onthe Reports page, you will see:
a. Name and Description: The name and description of each available report is listed in the first column.
b. Actions: ClickRun Reporttobeginrunning the report.

See Appendix F for a Comprehensive Reports Guide

Run and Download Reports
1. From the EMC, click Reports.

2. Alistof all available reports will be displayed. Locate the report you would like data from. Click Run Report under
the Action column beside the appropriate report.

If you have any questions, please open a Salesforce Case
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U | Name & Deseription

4 b

b N Ly =
« | Last Activity -

Cateqory = Type

3. Follow the prompts and the Process Navigator on the left hand side of the page will

1. Run Report
help navigate you through the reporting process.
a. Step 1la — Edit Runtime Parameters: If the report has been built to allow for a a. Edit Runtime
custom date range, enter the parameters from which you would like to gather Parameters
data. Most reports do not have editable parameters and therefore, you will not b. Identify Result

see this step.
b. Step 1b - Identify Result: Provide a custom report name or descriptionto help
you identify the results before clicking Next

c. Review Criteria
Summary

i.  Ifyou manage multiple events, you may want to add the Event Name to
the Report Label, so you can easily identify results from one event to the next.
c. Step 1c— Report Criteria Summary: Review the report summary page and click Run Report at the bottom of the
page to begin the data collection process.

2. Run Report:

Click Run Report to send this report to the report queue where it will run as scheduled. After it runs, access report results listed on the Report Results
tab.

4. The report will display as soon as the task completes. The following actions will be available:

a. Download: Clickthe disc icon to download the report in any of the following three formats:

i.  CSV-—commaseparatedvalues format. This is the best format to use. Hl %
ii. PDF — Adobe Acrobat portable document format

iii. HTML — hypertext markup language format
b. Print: Clickthe printer icon to print the report results toyour printer.

Note: There will be timesthat reports will not always appear right away and you may need to retrieve your results from
the Report Results tab.

Utilizing the Report Results Tab
1. From the EMC, click Reports.
2. Toreview the results of the reports that you have previously pulled, switch to the Report Results tab.

3. The ReportResults List page will display the reports that have been generated from your website.

If you have any questions, please open a Salesforce Case
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i Event Center

Report Results

Reports

Event Emails

Results for reports you ran in the last 200 hours. Tggfie
Download action. To print the results on your lg#s

Report Results

Records 1-10f1 First| Previous | Next | Last

2% Customer Servic:

w results for a specific report online, click its View action. To view the results as a file on your computer, click the
printer, click the Print action and follow the prompts.

Relay For Life of Hope City

Records 1-10f 1 First| Previous | Mext | Last

|| Search || Show All Page 1of1 [ ]
To Page
Marne & Description S | Actions Status > | Subritted By | Shared By = | Data Current Az Of 5

4. Click on the appropriate related actions from the actions column to View, Download, Print, or Delete the data.

Mame & Description

L1

Submitted By

Sharad By ¥ | Data Current s OF ¥

Accessing Past Event Manager Centers and Reports

1. From the EMC, click + Switch To Another Event.

A

Event Center

Related Actions

* Edit Event Options

Event Emails

2% Customer Service A Reports

* Edit Event Properties Event Status
* Edit Event Coordinator Accepting Registrations and Gifts

Welcome to Your Event Management Center

2. Usethe searchfunction to find the past event you want to access data for.

3. Click Manage This Event beside the event you wish to access.

- Your TeamRaiser Events -

Records 1-3 of 3 First | Previous | Mext | Last

[training

|| search || ShowAll

A11 My Categories

.
Page 10f 1] ToPage |

TeamRaiser Name

2011 Relay For Life Training Registration

re -
« Actions

4. You will be directedto the prior year Event Manager Center from which you may pull reports or access previous

participant information.

If you have any questions, please open a Salesforce Case
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Note: Your prior year event will only appear in this list if you were an Event Manager from that year. If you are new to
the role of Online Chair and did not have access to the Event Manager Center previously, please contact your staff
partner for log in permissions.

If you have any questions, please open a Salesforce Case
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APPENDICES

Appendix A: EMC Access for Staff and Volunteers

The Event Management Center (EMC) access process requires ALL Event Managers (both staff and volunteers alike) to
review two EMC training videos before receiving EMC access totheir event website.

Staff should follow the following process:

1. Loginto Society Source

2. Under Quick Links, clickon Society Pathways

3. Launch Society Pathways, and locate the webinars by searching for ‘Online Event Manager’ —there are two: one
on Event Site Management, and one on Participant Management

4. Select ‘Start’ tolaunch either course

5. Upon completion of the training module, staff will need to complete the EMC Access Request Form. Users will
receive access within 2-3 business days.

**|fyou have already completed the staff trainings, but did not submit the form, you can simply visit
http://relayforlife.org/emc_access to submit your EMC access request!

Full online chairvolunteers should follow the following process:
1. Gotothe Volunteer Learning Center https://volunteerlearning.cancer.org/
2. Loginif you are areturning volunteer, or registertocreate a new account
3. Click on Find Courses
4. Find the webinar you want to listento by searching for “Event Manager” —there are two: one on Event Site
Management, and one on Participant Management
Select Yes to enroll in either course
Once in the course you canlisten to the webinar and/or download the training guide

7. Following the completion of the training module, the volunteer will need to complete the EMC Access Request
Form. They will receive access within 2-3 business days.

o u

**|fyou have already completed the trainings on the VLC, but did not submit the form, you can simply log back in and
follow the instructions above to locate the webinars you took. The link to the EMC Access Request Form will be available
under the completed trainings.

Congratulations - you've completed your course - ciick here for your certificate!

{4 Event Manager Center: Event Site Management

" : -

Piease click the link below to download or print the Event Site Management Guide
@ Event Site Management Guide

Piease click the link below to complete and submtt the Event Manager Access Reguest Form.

If you have any questions, please open a Salesforce Case
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Appendix B: Sponsor name (5) customization

Sponsor name (5) canbe utilized toadd a live video stream, a local photo album to your Event Photos section, or an
Instagram widget to your Event Details section (RFL, MSABC and Active events only).

Access Sponsor name (5):
1. From the EMC, click the Event Center tab and under Related Actions select Edit Event Properties

2. Scroll down to Sponsor name (5)

Use caution when adding codesto Sponsor Name 5. Do not delete any of the existing content that may appearin
that field. For many events, the codes in Sponsor Line 5 dictate how the event displays to the public.

Pro Tip: Copy and paste any content from Sponsor Name 5 into a word doc, so if you accidentally delete anything you
can easily re-add the codes.

Add Your Link:

Photo Feed:
1. Add the Flickr album ID to Sponsor name (5)

a) Createanaccount at www.Flickr.com
b) Add photos. All Photos added will show up on the Photostream Page on Flickr. Photos must
be public in order for others to view them.
c) Navigatetoyour Photostream and copy and paste the URL (https://www.flickr.com/photos/username/)
d) Then, Go to http://idgettr.com/toget your Flickr ID Number.
e) Your ID should look like : 127335874@ NO0O4
f) Copy and pasteyour ID into Sponsor line 5

12.Sponsor name (5):

127335874@N04

Live Stream:
1. Usethe following coding based on where you are streaming:
a. Facebook: fbVideo=your-video-link-here
b. YouTube: youtubeVideo=your-video-link-here
c. Twitch: twitch=your-channel-link-here

12. Sponsor name (5):

feVideo=https!//www.facebook.com/RelayForlife/videos/6643T805

2. Click here for detailed instructions to add a live streamtoyour Greeting page

If you have any questions, please open a Salesforce Case
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Instagram Widget: (RFL, MSABC and Active & Community events only)
You can add a direct link to your event’s Instagram account in your event details section. EE
1. Usethe following coding to add your Instagram account URL:

a. iglcon=your-channel-link-here FOLLOW EVENT
f v
PETER RABBIT
12_. 5']0“50'- name (5 ]: prabbit@sampleemail.com

999 555 1234 »
iglcon=https)//www.instagram.com/americancancersociety/

Adding Multiple Links:

You can add a combination of codes above to customize your greeting page. Simply separate the different codes with a
comma.

Example:

Photo Feed Live Stream

\

27335874@N04,fbVideo=https://www.facebook.com/RelayForLife/videos/664378951013350/,iglcon=https://www.ins
tagram.com/americancancersociety/

\ }

Instagram Widget

172. Sponsor name (5):

https:/ fwww.instagram.com/p/BYeSCpGApZ2/ foVideo=https!/fwwn

If you have any questions, please open a Salesforce Case
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Appendix C: Manage Event Library

e Access Event Library
e Upload a Document to the Library
e Upload anImageto theLibrary

Access Event Library

Before adding the photos or documents onto your event emails, you must first upload them toyour event library.

1. From the EMC, click Event Center in the top Navigation Bar and under Related Actions select Manage Event Library
2. Within the Event Library, you can manage documents and images by selecting the appropriate tab.

o -

Event Center ) )
A Event Emails &% Customer Senvice €9 Reports

Related Actions
Event Center = Relay For Life of Hope City: Manage Event Library
Edit Event Options

Edit Event Properties Upload New Document

Edit Event Coordinator
Properties This is the list of document files that have been uploaded specifically for this event. Click the Image List tab to

Manage Event Libra for this event. For assistance with tasks, click the Help link above the top navigation bar.

Manage Mews Feeds Documents List [IIELEINE
Edit Affiliate Events
L

Marne w | Achons Filz Marms Dscription Data

[7] show Archived Documents in List

Upload a Document to the Library

1. From the Documents List tab, click Upload New Document.

ﬁ Event Emails

Event Center > Relay For Life of Hope City: Manage Event Library

Upload New Document

Thls is the lig of document files that have been uploaded specifically for this event. Click the Image List tab tg
jstance with tasks, click the Help link above the top navigation bar.

Documents List

|[ Search ” Show All | Page Uofﬂzm

4»

s = -
Marmz - | Achions Filz Mamz Dzscription Datz Uploadad

[[] Show Archived Documents in List
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2. Browseto find the document on your computer.

ﬁ B Event Emails tomer Senice €0 Re

1. Upload File

1. Document to Upload:
2. |dentify Document Details Specifies the file to save in the Event Document Library

No file selected.

Saves your file in the Event Document Library

Event Center > Relay For Life of Hope City: Manage Event Library = Upload New Document

Organize »  hew folder

't Faverites L Lol
y 8 Downlosds
n % Recent Places

3 Dropbox

Snagit 11
i Libraries 9 R
4 Documents ¥l eRevenue Operations - Holidays
o' Music [ | PTO 2014
£ el Pictures AL | Mecrosoft Excel Worksheet
H videos . Fundr

g Flyer
e Do iment

. =] L

W Comauter

File name: |

[P, 153kE

4 250kB
Quest Password Seff Service
Ll 202 KB

adelczied (pantilE)

] Event Managers Repont - 111004
L#2H | Microsaft Excel Warksheat
il | 575 ke

*Jj o (:1-5 RFL Events with FR JDs
e crosoft Exce "

| Warkshee
212 MB

~ |l Files -

3. Click Upload and Next once you selected the document you would like to add to the library.

1. Document to Upload:

Specifies the file to save in the Event Document Library

Mo file selected.

Saves your file in the Event Document Library

Upload File
This is the file currently uploaded.

|Fundr aising Flyer.pdf

m or Cancel

4. Provide information about your document by specifying the i+ 1.

following:

a. DocumentTitle— The title will help you identify the
document file in the Event Library.

b. Description—Describe the purpose and content of the
document file.

c. Keywords—Keywords will help you locate the document
when searching the library. When choosing keywords, use
words that will make it easyto find document in the future
if you cannot remember the name of the document.

Document Title:

Identifies the document file in the Event Library
|Fundr'a'iser‘ Flyer |

. Description:

Describes the purpose and content of the document file

Flyer for our upcoming bake sale fundraiser

. Keywords:

Helps locate this document for people who search for it
[Bake sale] |

5. Click Finish and the document will be added to your library. or cancel

6. Once a document is uploaded, there are a few options available for the management of your document library:

If you have any questions, please open a Salesforce Case
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Documents List Image List

Records 1-1of1  First | Previous | Next | Last

| |[ Search ” Show Al Page 1 0f1|:|

WETHE T | Bctions Filz Marnz

Records 1-10of1  First | Previous | Mext | Last

Descripiion ‘ Datz Unloadad =

a. Edit: Change the document title, description, and keywords.

b. Manage: Upload and activate a new version of your document. You can alsoview prior versions of the
document and make those versions active if needed. The versioning allows for easyreplacement of documents

when small changes are made without having to edit any links within your webpage.
c. Download: Downloadafile in the library to your computer.

d. Archive: Archiving the document will make the file inactive and removes it from your document list view. You
can choose to view archived items by selecting the Show Archived Documents in List checkbox at the bottom of

the page. Caution: If you archive a document all links to that document will be broken.

Upload an Image to the Library
1. From the EMC, click Event Center and under Related Actions select Manage Event Library.

2. From the Image List tab, click Upload New Image.

]

Event Emails 2" Customer Sewice

Records 1-2of 2 Fist[F

[ || search || ShowaAl Page 1of 1] |

s
-

Marnz hetions Filz Marnz

r e . r -
Dats Uploadad « | Sponsorship Logo v‘ Sponsorship URL

Relay Photo  preview RFL_Greeting_rotating_img.jpg Active Aug 29, 2014 11:58 PM Yes

Records 1-2 of 2 First | Previous | Hext | Last

Show Archived Images in List

3. Toidentify your image, specify the following:
a. ImageTitle: The title will help you identify the image file in the Event Library
b. Alternate Text: Alternative text helps identify the content or purpose of the image.
c. Browseto find theimage on your computer.

If you have any questions, please open a Salesforce Case
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& Event Emails % Customer Senice @9 Reports
Event Center » Relay For Life of Hope City: Inages » Upload New Image Relay For Life of Hope City
1. UploadImage .
i * 1. Image Title:
Identifies the image file in the Event Library
[Survivor photo |
2. Alternate Text:
Helps identify the content or purpose oftfl| @ File Upload ==
survivor Photo O-Ov\- Desktop » [ #|[ Search Desktep Ell
Organize v New folder g~ 0 @
p horteut hortcut A
3 s b L I Favorites 1.04 KB 202K8
. Sponsorship Logo:
[ Desktop Snagit 11 adelozie$ (pant0ih)
Sponsorship Iogos can be displyed on evf B Dovnioads & R | Shorteut
Yes, this image is a spol “Z] Recent Places 1loke b, 1a3kB
_ &1 Dropbax <7 Iy eRevenue Operations - Holidays < Iy Event Managers Report - 111014
# 4. sponsor URL: X£ PTO 2014 xﬁ Microsoft Excel Worksheet
Users who cick on the mage wil be takeb| Microsoft Excel Worksheet 975 K
Libs
< S D Fundraising Flyer S FYI0- CYIS RFL Events with FR1Ds
[= Documents ~+ | | Adobe Acrobat Document Microsoft Excel Worksheet A
5. New Image: o) Music SR 669 kB 212 MB 3
Determines the location of the imadi | [ Pictures herlogin - Shorteut . g survivors
B videos Shertcut m JPEG image
- 191 KB 159 KE =
No file selected.
Saves an image to File name: ~ |l Files -
|
m or cancel I

4. Click Upload. Once your image has completed uploading it will display at the bottom of the page.

5. Select Finish and the image will be added to your library.

6. Once animageis uploaded there are a few options available for the management of your image such as:

Documents List [LEEERRES

Records 1-3 of 3  First | Previous | Next | Last

[ | [ Search

|| showan |

Page 1 of1|:|

Filz Marme

FY L
Marne hd ‘ Actions

Relay Photo Edit

Archive

Ll

Sep 4, 2014 10:05 AM  Yes

o . - b . Fs
tatus « ‘ Datz Uploadad - ‘ Sponsorship Logo «

RFL_Greeting_rotating_img.jpa Active

Sponsorshio URL

Records 1-30f 3

revious | Next | Last

Edit: Change the imagettitle, alternate text, or replace the image.

Archive: Archiving the image will make the file inactive and removes it from your image list view. You can
choose to view archived items by selecting the Show Archived Images in List checkbox at the bottom of the

page.
Preview: Preview the image as it would appear online.

If you have any questions, please open a Salesforce Case
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Appendix D: Online Email Campaign Best Practices

Email messaging is an essential component for a successful overall event. An email campaign can foster great fundraising
and team building plus community collaboration. This email campaignincludes:

e Recruitment messages:Recruitment messages are emails sent to past participants or community supporters
encouraging them to register for the current event

e Engagement messages: Engagement emails are messagesdirected toregistered participants for various
purposes like encouraging their efforts, providing tips, and keeping them updated on event happenings.

Email “Rules”

Why event emails must be sent from the Online Email Tool

All emails that are sent to support a local event must be sent from the Event Management Center for the following
reasons:
e Emails sent from the website are 100% compliant with American Cancer Society privacy policy, US CAN SPAM
Laws, spamfilters, participant “do not mail” preferences.
e Once an email is sent from the Event Management Center, the Online Chair cantrack how many people open,
read, click, register and donate through your emails.
e [t'seasytostayintouch with everyone as the email tool automatically adds new participants to your website
email groups.
e Links to your home page are added to those emails sent from the Online Email Tool; donors and participants
don’t have to searchfor your event homepage or remember a web address.
e Messages deliver current and consistent cancer information and mission delivery.

ACS Privacy Policy

The American Cancer Society respects constituents’ privacyand allows individuals to restrict internaland external
sharing of personal information. The Society recognizes that a constituent may wish to limit the ways in which the
American Cancer Society contact them and, therefore, offer the following options:

. Do not contact me by telephone.

. Do not contact me by postal mail.

. Do not contact me by email.

. Do not share my contact information with other non-profit organizations.

. Do not contact me with fundraising requests supporting the American Cancer Society.
. Limit your fundraising appeals to semiannual solicitations only.

. Do not contact me or share my information with anyone.

NO b WN B

For more information on how to inform the American Cancer Society of any desired restrictions, please clickon the
following opt out link: http://www.cancer.org/docroot/SU/content/SU 1 4 Opt Out Form.asp

If a constituent contacts the American Cancer Society with an opt-out request, all reasonable efforts will be takento
ensure that the individual will not receive any of the selected communications in the future. Updating communication
preferences can be done at any time.

If you have any questions, please open a Salesforce Case
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If a constituent opts back into a specific service, s/he will receive communication in that manner, regardless of the
overall opt out selections. These services mayinclude newsletter subscriptions or email communication by asking a
question using “Contact Us.”

Reference Link: http://www.cancer.org/docroot/SU/content/SU 1 4 Privacy Statement.asp?sitearea=SU

The CAN-SPAM Act: Requirements for Emailers

The CAN-SPAM Act of 2003 (Controlling the Assault of Non-Solicited Pornography and Marketing Act) establishes
requirements for those who send commercial email, spells out penalties for spammers and companies whose products
are advertisedin spamif they violate the law, and gives consumers the right to askemailers to stop spamming them.

The law, which became effective January 1, 2004, covers email whose primary purpos e is advertising or promoting a
commercial product or service, including content on a website. A "transactional or relationship message" —email that
facilitates anagreed-upon transaction or updates a customer in an existing business relationship — may not contain false
or misleading routing information, but otherwise is exempt from most provisions of the CAN-SPAM Act.

The Federal Trade Commission (FTC), the nation's consumer protection agency, is authorized to enforce the CAN-SPAM
Act. CAN-SPAM also gives the Department of Justice (DOJ) the authority to enforce its criminal sanctions. Other federal
and state agencies can enforce the law against organizations under their jurisdiction, and companies that provide
Internet access maysue violators, as well.

What the Law Requires

The CAN-SPAM law requires that event emails give recipients an opt-out method. The Online Manager must provide a
return emailaddress or another Internet-based response mechanism that allows a recipient to ask not to be sent future
email messages tothat email address; those requests must be honored. A "menu" of choices may be createdto allow a
recipient to opt out of certaintypes of messages, but the option to end any commercial messages from the sender must
be included.

Any opt-out mechanism offered must be able to process opt-out requests for at least 30 days after the sent commercial
email. The law gives Online Managers 10 business days to stop sending email to the requestor's email address. Another
entity cannot send emails to that address. Finally, it's illegal to sell or transfer the email addresses of people who choose
not to receive the organization’s email, evenin the form of a mailing list, unless transferring the addresses so another
entity can comply with the law.

Reference Link: http://business.ftc.gov/documents/bus61-can-spam-act-compliance-guide-business

Best Practices
The following information will discuss best practices when composing additional local email messages.

Send emails to the committee, team captains and members throughout the year.
e Include a link to the homepage so participants canvisit the site and check out new information, including
documents and photos.
e include reminders for important dates and activities at the bottom of each coaching message (rather thansend
a message with just date/activity info).
e Usethe email campaignto award and recognize great fundraising or other accomplishments.

If you have any questions, please open a Salesforce Case
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e When theevent is over, update your webpage with a new photo and results. Send a thank you emailto all of
your supporters, which will include a link to your updated page. Thankthose who gave and tellthose who didn’t
give thatit is not too late.

SubjectLines

e Keepit Simple! Use 5 words or less. The subject line should not exceed 35 characters.

e Avoid words that prompt recipients to hit the delete key as soon as they read the subject line. Words like "free"
and "save,” using the Personalization option or ALL CAPITALLETTERS makes your message looks like “spam.”

e Beconcise and have a clear call to action (i.e., Register your team, Join as a survivor, Spread the word,
Volunteer, Donate, Sponsor, etc.). Tellthem exactly what you want them to do. If you are asking themto
register, say thatinthe Subject Line. If you need them to donate, put thatin the subject line. Industry studies
indicate that putting a directive in the subject line will raise the return you were looking for.

Body Content

e Keepit shortand sweet. Remember people don’t read long and detailed emails. Put those details on your More
Details page, andlink to it in your email.

e Limit body copy to 250 words, maximum.

e Usethe recipient’s first name. Personalizationincreases response rates.

e Do not use ALL CAPS. It is considered rude and is the equivalent of “shouting” on the Internet.

e Grabthe readers’ attentionsothey will want to click the link to your Web page.

e Askone thing at a time and thenlet them know what they can do next — this should be part of eachemail. For
example, there is not always an askfor money but if your event is following the timeline then you may want to
add things such as letting them know you are looking for day of event volunteers.

e The tone of the email should be emotional and factual. Tell a clear ACS Story in small chunk. Share a little part of
the storyeach timein the emails.

o Make the Call to Action urgent! Make it personal from a Volunteer Committee member (in the signature line).

e Usethe email templates that are alreadyin the Coaching Email section of your Event Management Center.
These are great messages that have been created for you with all the above tips in mind.

Create content based on different audiences.
e Create different email messages for Youth audiences. Work with your youth volunteer to craft the email. They
can write a message that will appeal to college or high school students to help get them to respond.
e Develop messages for Survivors. This is your chance to inform survivors of other ACS volunteer activities
throughout the year. Inform your survivors of survivorship activities before and during the event.

Highlight where the money goes!
e Use coaching emails to communicate the researchand patient programs and services offered by the American
Cancer Society.
e The Publicity Chair and/or Online Promotional Chair can use data and information in combination with local
stories that highlights how the dollars raised by the event are making a difference in their community

Proofreading
e Check spelling and grammar. Youwant your message toappear thoughtful and reasoned.
o Always, always, always preview your message.
e Send areview email to your event chair, staff partner, Englishteacher, copy writer, newspaper editor, friend, or
loved one. Another pair of eyes is critical.
e Remember, you can’t take back an email once it’s sent. Be sure the links work and there are no errorsin dates or
typos.

Scheduling
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Use the Email Timeline to schedule your messages, make sure there are no pre-scheduled centralized emails or
National communications set to go at the sametime.
Send emails between Tuesday and Thursdayto get the best results.

Send follow-up emails. Don’t assume a person doesn’t want to give because they don’t act after your first email.
Everyone needs reminding!

Tips for Reducing Email Spam Risk

While thereis no 100% guarantee that e-mail messages sent through the EMC will not be identified as spam, there are

some simple rules to follow to reduce the likelihood.

Avoid punctuation in the subject line. Question marks, exclamation points, quotation marks, and even

Avoid a subject line that would cause someone to not open the e-mail, but instead report as spam. (“You have
won a prize!”, “You could be a winner!”, “Good Luck”, “It’s a Party!” etc.)

Avoid mentioning body parts in the subject line. (Examples: Breast, Prostate, Skin, etc.)

Do not include images in the e-mail (other thanthose that are part of the stationery).

Do not use excessive HTML formatting inthe body of your email (Example: Multiple text colors, fonts and sizes)
Link tonewsletters, image files, etc. that are posted on your website, rather than embedding thesefiles in ane-
mail.

Avoid email appending. (Example: If a staff partner pulled a list from Siebel or EMT of constituents who do not
have e-mail addresses onfile, and then purchased a list of e-mail addresses from an outside source, then
compared the twolists and filled in the blanks, then that would constitute e-mail appending) This is widely
regarded as spamming by the email industry.

Send emails to those constituents have not “opted-out” and respect the request of those who have. Recipient
complaints are the single greatest cause of delivery barriers.

Provide an “opt-out” or “unsubscribe” option on each e-mail. This allows the recipient to control their
preferences and to be less likely to file a formal complaint.

Keep your e-mail lists clean by removing bad email addresses.

If you have any questions, please open a Salesforce Case
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Appendix E: Email Filtering

You can use Participant and Team filters to target your Engagement emails to a specific audience of current event
participants, based on team captain status, dollars raised or emails sent!

Participant Filters:

As you are working through the delivery setup of your engagement message, step 3 gives you the opportunity to select

filters based on the participant’s registration:

1. Previous Event Participation: Filter the ==,

recipients of the email based on whether :
they participatedin the previous event or .
not.

2. Online/Offline Registration: Filter the ===
recipients of the email based on how they
registered—online or offline.

5 Review Delivery Details

Select Delivery Type
e e 1. Previous Event Participation Filter:

Select the appropriate option to determine which participants currently registered for this event should be sent this email message.
© Al current i
D Current participants who also participated in the previous event
© Current participants whe did not participate in the previous event

Select Registration Filters

g of previous

Select Team Filters

2. Online/Offline Registration Filter:

Related Actions Selectthe appropriate option to determine which participants currently registered for this event should be sent this email message based on how they
Mugmran for the svent
ORE e r s - - . A
© All current participants regardless of their online or offline registration method

D Current participants who registered online
O Current participants who registered offlin

3. Date Range:
a [T send to current participants registered during the following dates

Start Date:

3. DateRange: Filter the recipients of the ==
email based on the date they registered.

End Date:

m o Ganeel

Click NEXT to apply your filters.

Looking to further refine your email audience? Click Configure Additional Filters under Related Actions.

Select Reg

Review Delivery Details

a. Donations Received: Filter the recipients
based on the number of donations
received or the amount the participant
has raised as of the email delivery date.

i.  Youcanalsofilter on whethera
participant has made a self-
donation or not (participant must
have been logged in at the time of
making the self-donation in order
for them to filter correctly).

stration Filters

1. Select Delivery Type

\)

t Participation Types

n

Select Registration Filters
a. Donations Received
b. Participant Emails
¢. Unconfirmed Gifts

4. Select Team Filters

wm

Review Delivery Details

Select Delivery Type

. Minimum Number of Donations:

Farticipation Types Enter the number of denations that a participant must have received in order to be sent this email message,

w N o=

Select Registration Filters
a. Donations Received

b. Participant Emails

™

¢. Unconfirmed Gifts Maximum Number of Donations:

Enter the number of donations that a participant must have received in order to be excluded from this mailing
4. Select Team Filters

5. Review Delivery Details

i

Minimum Donation Amount:
Enter the monetary amount that a participant must have raised in order to be sent this email message.

~

Maximum Donation Amount:
Enter the monetary amount that a participant must have raised in order to be excluded from this maiing. (Note: Enter whole numbers. oniy.}

-

Self Donor Status Filter:

Select the appropriate option below to determine which parlicipants should be sent this emai message based on if they made a donation to their own
fundraising effort

® Al participants regardless of self donor status
O Self donor participants (who have made a donation to their own fundraising effort)
©  Participants who have not made a donation to their own fundraising effort

m o Ganee!

If you have any questions, please open a Salesforce Case
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b. Participant Emails: Filter the recipients based on the number of emails they have sent from their dashboard!

Select Delivery Type . . ..
1. Minimum Number of Emails Sent by Participant:

Select Participation Types Enter the number of emails that a participant must have sent from their Participant Center in order to be sent this email message.

W oo

. Select Registration Fiters
a. Donations Received
b. Participant Emails

¢ Unconfirmed Gifts 2. Maximum Number of Emails Sent by Participant:
Enter the number of emails that a participant must have sent from their Participant Center in order to be excluded from this mailing

IS

Select Team Filters

o

Review Delivery Details

Next or  Cancel

c. Unconfirmed Gifts: Filter the recipients based on the number of outstanding unconfirmed gifts that the
participant has in their Gift History

Select Delivery Type .. .

1. Minimum Number of Unconfirmed Gifts:
Enter the number of outstanding unconfirmed gifts that a participant must have in their Gift History in order to be sent this email message. (Participants who
have less than this number will not be sent this email )

Select Participation Types

W o =

Select Registration Filters
a. Donations Received
b. Participant Emails

¢. Unconfirmed Gifts or  Cancel

Select Team Filters

=

o

Review Delivery Details

Click FINISH to apply your participant filters.

Team Filters

As you are working through the delivery setup of your engagement message, step 4 gives you the opportunity to select
filters based on the recipients’ team information:

1. Select Delivery Type
SO 1. Team Membership Filter:
Selsct the groups of peaple participating on a team that should be sent this email message. (Hots- Ta exclude a group of team

1' Team MemberShlp Fllter: Fllter the _W participants from this mailing, remove the checkmark from its checkbox.)
recipie nts of the email by teamca ptainsl 4. SelectTeam Filters [ Individual participants not on a team

5. Review Delivery Details [] Team members

team members, or individual walkers. £} Team captains

[C] Company coordinators of teams

ct Participation Types

B

Related Actions

. ac . . ———ilre o0 Fiers 2. Company Affiliation Filter:
2' Co mpany Afﬁllatlon Fllter: F||ter the ﬁ Select the appropriate option to determing which participants will be sent this email message based on their association with & company:

email list further by the participants’ © ot amtiad vt any compary o
corporate affiliation.

* Participants affiliated with the following company

Click NEXT to apply your filters.

LG or  cancel

Looking to further refine your email audience? Click Configure Additional Filters under Related Actions.

If you have any questions, please open a Salesforce Case
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eglstration f

Select Team Fiiters

5. Review Delivery Detail

Configure Additional Filters

ters

Is

Select Delivery Type
Select Participation Types
Select Registration Filters
Select Team Filters

a. Donations Received

b. Participant Emails

c. Unconfirmed Gifts

Review Delivery Details

a. Donations Received: Filter the
recipients based on the number of
donations received or the amount the
participant has raised as of the email
delivery date.

i.  Youcanalsofilter on whethera
participant has made a self-
donation or not (participant must
have been logged in at the time
of making the self-donation in
order for them to filter correctly).

elect Delivery Type
cl Participation Types

ct Registration Filters
ct Team Filters

a. Donations Received
b. Participant Emails

. Unconfirmed Gifts

o

Review Delivery Details

. Minimum Number of Donations:
Enter the number of donations that a participant must have received in order to be sent this email message,

1

Maximum Number of Donations:
Enter the number of donations that & participant must have received in order to be excluded from this mailing.

L

Minimum Donation Amount:
Enter the monetary amount that a participant must have raised in order to be sent this emai message.

-

Maximum Donation Amount:
Enter the monetary amount that a participant must have raised in order to be excluded from this maiing. (Note: Enter whole numbers onty. )

L4

Self Donor Status Filter:

Select the appropriate option bslow to detsrmine which participants should be sent this smail message based on if they made a donation to their own
fundraising effort

@ Al participants regardless of self donor status

Self donor participants (who have made a donation to their own fundraising effort)
© Participants who have not made a donation to their own fundraising effort

m o Caneel

b. Participant Emails: Filter the recipients based on the number of emails they have sent from their dashboard!

Select Delivery Type
Select Participation Types

Select Registration Filters

oW oN

Select Team Filters

a. Donations Received

. Unconfirmed Gifis

5. Review Delivery Details

Next or  Cancel

1. Minimum Number of Emails Sent by Participant:
Enter the number of emails that a participant must have sent from their Participant Center in order to be sent this email message.

A 2. Maximum Number of Emails Sent by Participant:
Enter the number of emails that a participant must have sent from their Participant Center in order to be excluded from this maiiing.

c. Unconfirmed Gifts: Filter the recipients based on the number of outstanding unconfirmed gifts that the

participant has in their Gift History

Select Delivery Type
Select Participation Types

Select Registration Filters

Bow oM o

Select Team Filters

a. Donations Received

b. Participant Emails or  Cancel

¢. Unconfirmed Gifts

o

Review Delivery Details

1. Minimum Number of Unconfirmed Gifts:

Enter the number of outstanding unconfirmed gifts that a participant must have in their Gift History in order to be sent this email message. (Participants who
have less than this number will not be sent this email )

Click FINISH to apply your filters.

If you have any questions, please open a Salesforce Case
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Appendix F: Event Management Center Report Guide

The list below is a representation of various reports available in the EMC. The reports you see on your website may vary
basedon programtype.

01 Event Snap Shot Report
An event snapshot with overall event totals for online & offline confirmed gifts, registrationfees, number of teams and
participants.

02 Team Summary Report
Includes team creation date, team captain contact information, company affiliation, number of participants, and
fundraising totals.

03 Participant Report
Includes contact information, shirt size, team affiliation, fundraising totals, relationship to cancer, and more (for all
registered participants).

04 Participant Emails Sent (Date Range Report)
Includes the number of emails sent by each participant within a given time period. (Intendedto help determine a winner
in time-frame email challenges)

05 Online Donation Report with adjustable date range
Online donations within a date range. Gift times are basedin CST.

06 Donation Report
Report on ALL event gifts (online and offline) including transaction date, donation amount, donor last name and email,

and soft credit type. This report contains sensitive information and should not be shared with anyone who is not staff of
the event.

07 Luminaria Report

Luminaria Report: Includes donor name, donation date, donation amount, participant or team credited, tribute name,
and tribute type. **DOES NOT include Luminaria Gifts entered via OLER.

08 Participant S only Report
Includes contact information, team affiliation, fundraising totals for all registered participants. Will only show
participants that are potential S participants

09 Coaching Email performance
Results on coaching Email by message. Includes click through rates and number of emails sent.

OLER Reports
e OLER Donation Report (Only shows offline donations for event)
e OLER Upload - Event Gifts
e OLER Upload - Participant List
e OLER Uploads - Team List

If you have any questions, please open a Salesforce Case
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