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As a registered participant of this event, you have a variety of tools at your fingertips to help you reach your goals! Your fund-
raising center will be the hub for managing your involvement and fundraising activities.

Getting Around

. . . . Log Inor Sign U
Once you complete registration, you ’ll automatically be logged in and able to access — .

your Fundraising Dashboard. Once logged ou t for the first time, you’ll want to access
the Event Home Page in order to get logged back in. You can do so by hovering over Email Address
the Log In or Sign Up area in the top right of the screen. Here, you’ll enter the
credentials you created during registration. If you can’t remember your password,
click the Forgot your password? link to the right of the Log In button, where you’ll be
able to enter your email and generate a reset password email. If you forget your

username, you can either reference your initial registration email or contact Foigot your pRESWORE?
sue@assew.org and she will be able to assist you.

Password

HINT: Usernames are always email addresses.

or fog In using
~
EN - KB
You'll be prompted to begin the Welcome Quest as soon as registration is complet-
ed. The Welcome Quest is designed to help walk you through the main components
of your Fundraising Dashboard. As a bonus, you’ll receive a badge upon completion. Sign Up Now
All Welcome Quests are different, but here’s an example of what you may see after
registration. To get started, on your dashboard, click on one of the Welcome Quest
items and the system will guide you through it from there.

Complete YourProfile

Upload Your Avatar Raise Your First Donation

Update Your Personal Fage Schedule a Post on Facebook | Twitter

0% Complete Send a Fundraising Email

Once you leave the above screen and are logged in to your Fundraising Dashboard, you’ll always be able to access your
Welcome Quest via the bar spanning the bottom of your screen. It will stay minimized, but you can expand it by clicking on it
at any time.

I 2 Complete Your Profile Share on Facebook | Twitter )
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mailto:sue@assew.org?subject=Login%20Difficulties

My Fundraising Tools

You can navigate to all areas of your Fundraising Center and copy URLs for your personal/team fundraising pages, as well as

your personal donation page, from this dropdown.

wtisrm X

5/dashboard/

Support
Fundraisers

A-to-Zones Store Tips & Tools

My Fundraising Dashboard

N\

My Fundrmaising Tools v
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Fundraising Dashboard

You may also navigate between the different areas of your fundraising center via your Fundraising Dashboard. You’ll see a
menu down the left side that contains the same navigation items as your My Fundraising Tools dropdown, along with a few
additional options/pieces of information.

Support
Ragistar iois b-to-Zonas Etors Tips & Toods Fuumiai

My Fundraising Dashboard

$26.50 o] | s2650
O LD il
$15_ﬂ.ﬂﬂ

Dashboard o

$hars Event $2_B__50 5-0:0-0 ;,:j_.

My Donstions

) 18%
g $0.00 $0.00 i

Manags Ragistrations
OiLer Teeam

Get the Word Out

Edil My Pags

Prosiling Smsy SO0SSS 50 your rarais o fege B 8 DRean way 00 inomease omamions.

[ExH My B Fags
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SAUTISM SOCIETY

Improving the Lives af All Affected by Autism
Southeastern Wisconsin
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First up is your Personal Avatar. The avatar will be used on your personal fundraising page and throughout the system on
activity feeds such as leaderboards, recent activity feeds, etc. By default, the avatar contains your initials. To upload an
alternate image, hover over the current default and click the Change Profile Image area. You can access and change your
personal avatar even if you navigate to a new area of your fundraising dashboard; it will always be displayed above the menu

along the left side.

Edit My Page will shortcut you to the content management system, allowing you to customize the
look of your fundraising page. If you are a team captain, you may Edit My Team Page from here as
well.

My Page will show you your fundraising page URL and allow you to Edit URL if you're interested in appending something to the
end. You can use the Click to Copy button to copy the URL to your clipboard and then paste it wherever you’d like to use it.
Use caution if you add an ending to the URL. If you change the URL after you’ve already posted links to your page, the links
will be broken

Links Text Giving

My Page olickiooogy

Edit URL

Your Fundraising Dashboard includes your thermometer, which displays how much you’ve raised thus far, your individual goal,

My Team Page ciickio comy

and the percentage of your goal you've currently raised. You’re able to update your goal by clicking the Update My Goal

button below the thermometer. Why not raise it higher?

You can do it! My Fundraising Dashboard

$26.50 - | s2650

To the left of the thermometer is your fundraising table, which $150.00

breaks down the types of donations you’ve received. This $2650 $0.00 ‘

185
$0.00 $0.00

makes for easy tracking!
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Edit My Page

In this area, you can customize your personal fundraising page. Your ability to customize different areas of your page is
managed by the nonprofit organizing your event. If you’re unable to edit or move certain widgets, it’s more than likely
because your admin has not enabled this functionality. After you click the Edit My Page button you’ll see a number of boxes
that allow you to customize your page. These boxes are called widgets. To edit a widget on your page, click on the gear icon in
the top right-hand corner of the widget. Each widget will provide a variety of options allowing you to edit the look and {eel,
along with the content, that’s displayed. After making your changes, click the Update button. Make sure to click Save Page

when you’re done.

My people and | have been involved with "The Event Formerly Known Az Dylan's Run® for over 7 years. We've
been invohlved and have many connections within (and without) the Autism Society of Southeastern Wisconsin for
many mare years than that.

Please join with us and support OUR COMMUNITY by making a meaningful donation to me or my team, Sasha's Tail

Waggers!

We are very proud to support Autism Society SE WI especially because we know that every penny
supports their work with friendz and neighbors in our nine-county area of Southeastern Wisconsin!

Edit mode:
*Q
Widget Titie
Conten
B I UUL| i sgasaa2cs e
Help me reach my goalt This year we'll be running furiher han ever! All donations will be matched by a local
charity so your donafion wifl do twice the good! Thank you
4

m Cance‘

Make sure to click the Save Page button when you’re finished.

Save Page or undo changes C' Reset Page To Default

Undo Changes will undo anything that you’ve not yet saved, and Reset Page to Default will take the page back to the default

settings defined by Autism Society Southeastern Wisconsin.
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SHARE THE EVENT!

Earn more donations by sharing your event with friends and family! In this tab, you're
given the tools to share the event and your personal and team pages via email and

social media.
Dashboard
Share Event
My Donations
Resources
Share Event My Registration

Share your event by email, Facebook, or Twitter. People can’t donate to you if they dont know how — start getting the word out

Manage Registrations

Share Using Email Share On Facebook Share On Twitter

Send an Email Our Team

@ | Want To

O Email My Donors Edit My Page

O Email Team Members

(O Send a Custom Fundraising Email Edit My Team Page

Share Using Email

The Share Using Email tab allows you to create/mailing lists and emails you can schedule or send immediately. You’re able to
create your own templates or use any that have set up for you. To display the Emails, Drafts, Mailing Lists, and Templates

tabs, click the Email Management button.

Emails Drafts ) Mailing Lists Templates
0 Scheduled
No scheduled emails. Send an Email
v Sent
Please help support this work h €
EMAIL SENT MAILING LIST
May 23, 2019 Custom List - Please help support this werk
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If you're just getting started, you’ll probably want to create a new mailing list filled with your own personal contacts. If you'd
like to bypass this step, you’re able to enter email addresses as part of the email creation process.

Creating a Mailing List

Emails Drafts Mailing Lists Templates
From here, you’ll be able to enter a name for your list to make it
easy to find in the future, and enter or import your desired email + New List

addresses. Building the mailing list is easy; just enter your email
addresses in the Mailing List Emails box, separated by a comma,

or click on the Import Email Addresses button. Once
, i i . Mailing List Mame
you’ve completed your list, you should click Save List to

continue.

Mailing List Emails Separate addresses by comma.

Creating an Email Import Email Addresses

Step 1 is to choose if you want to email your donors or

send a fundraising email. Click the corresponding button. Cancel
If you’re part of a team, you'll also see an option to email

N =
Q 2 @

Email Your Donors Contact Your Team Send a Fundraising Email

your teammates.

You may or may not see all of the above options. This will depend on if you have any donors at the time you’re sending the
email and/or if you’re part of a team. If you choose Email My Donors, you’ll be able to email anyone who has made a donation
to your page. If you choose Email Team Members, you’ll be able to email any of your current team members. After choosing
your email type and entering a title, you can select a template from the Choose Template drop-down, if desired. This
drop-down will include any predefined templates provided to you by the admin and/or any templates you’ve created in the
templates area of your fundraising center. Once you choose a template, the Your Message section of this area will be
populated with the content and can be modified as you wish. If you don’t wish to start with an existing template, you can
choose to skip that drop-down and create your own unique content in the Your Message section.

You'll have the flexibility to choose an existing mailing list, import email addresses, or use the Additional Emails box to enter
emails manually. The system will display how many people the campaign is being sent to as you add emails and mailing lists.
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Next, you'll define recipients for your message, along with when you’d like the email sent. You’ll see four options listed. You
can create and send the campaign immediately, or choose one of the other three options that will schedule the campaign to
send once the parameters outlined are reached.

Send to These Addiesses Saparste sodracsas by comma This email will be sent to 0 people

i list? Manage Erail Lists
Goal Percentage Reached will allow you to

define a percentage of your goal you’d like to be

reached before the system would trigger the Select Maling Lisis
email to be sent. To use this option, click on the Select lisls)

blank space in the sentence “Send my schedule et bl Al
when I've reached % of my goal” and enter

Add my emasl address as a recipient
your desired percentage.

Send on specific date will allow you to define a When Should We Send This Email?
date and time to send the email if you’re not in- & Miriatistin

terested in sending it immediately.

Periodically will send the same email multiple

times based on what you enter here. You have

the ability to send on a daily, weekly, or monthly REEN
frequency, and you also have the ability to add a

start date.

When you’re happy with your email, you can click the Save & Preview Email button to do just that. If you’re not quite done
and would like to save your work and come back later, click the Save as Draft button.

Save & Preview Email Save As Draft

If you need to make additional changes after the preview, click the Make Changes button, which will direct you back to the

previous screen. If you’re happy with what you see, you’ll want to click on the Send Email button to either send or schedule
the campaign based on your preferences during initial setup.

o |

The Emails tab of the Email Management section will list all scheduled and sent emails for you to view. From this screen you

can edit or delete any of your Scheduled emails by choosing the edit pencil or the red X to delete. For any emails that have
been sent, you'll see two additional icons<Clone and Resend. which looks like two piece of paper, will allow you to make a
copy of the email and resend it. You’re able to make any mudifications you want to make with this option before sending.
You’ll also see a small green icon that looks like a pie chart, which will aliGw-zou to view statistics on your campaign.

v Sent

Please help support this work h &
EMAIL SENT MAILING LIST

May 23, 2019 Custom List - Please help support this
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Any email that has been saved as a draft and not scheduled or sent will be housed in the Drafts tab of this interface with the

ability to edit or delete the current content.

T Scheduled

Donaticn Email to Family .
Scheduled or Sent Jan 08, 2015 Aut - On Spaciic Date
—
» Sant
I'd appreciate your help! Oy

Custom List - I'd appreciata your hedp!
Drafts
Vv <3 @
Email Yo\ Donors Contact Your Team Send a Fundraisin
Emails Mailing Lists Templates
Creating Templates
If you’d like to create your own email templates for use within cam- Emails Drafts Mailing Lists | Templates

paigns, you’'re able to create and manage these in the Templates tab in
the Email Management section of Share Event. Creating your own tem-

plate is easy! 4 New Template

You'll click on the +New Template button and enter a Template Name,
along with a Subject and Body content. Once you’re happy with what you’ve entered,

Email Template Name From Addi
click the Save Template button at the bottom of the body content box.

Sasha {:

Subject

Template Body
@ & & Qb E|E

B I U & x,»|L|

1

L= | M E E = .
Once saved, these templates will be available in the template drop-down within the i <l e - Nisa-lla-8
campaign creation screen and available for you to use immediately.
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Share on Facebook

You can use the Share on Facebook tab to connect your personal
Facebook page to your fundraising center. You will notice a gray dia-
log box informing you that Facebook will not allow automatic postings
as in the past. You are still able to share and get your network of
friends & family involved—it just isn’t the automatic process as it was
in the past.

Connecting with Facebook is a great way to reach your network of
family and friends to spread the word. This tool allows for manual and
automatic posting to make sharing much easier. In order to allow the
fundraising center to interact with your personal Facebook page, you
MUST connect your Facebook account. In this tab, you’ll see a large
blue button inviting you to do so. If you happen to be logged in to

Share Using Share On Share On
Email Facebook Twitter

aut acebook timelines. We apoiogie for

NGt e

Share Your Fundraising

Sasha Skaufle
Pages

May 26th
Sharing your fundraising page is a

great way to reach your friends and AFALT A-Team

family and encourage them to 1
o e wa9S Fun Walk

g g for
kTﬁ[,l,El!ll“ﬂ Autism

E1 Share My

Personal Fundraising
Page

E Share My Team's
Fundraising Page

Facebook within your browser, you’ll be automatically connected. If you're not logged in, a Facebook dialogue box will pop up

and ask you to sign in with your Facebook credentials. It should look
something like this, depending on the browser you’re using:

If at any time you’d like to Disconnect from Facebook, click the button
available to you at the top of the tab once connected. It will look like
this:

& Disconnect from Facebook

Creating a New Facebook Post

Login to use your Faceback account with Qgrv.

Email or Phoae:

Password:

" Keep me logged in

Forgot your passaod?

Your admin may have post templates you can use or modify, rather than having to create brand new posts.

*They are not available yet but will be released within the next few weeks.

Sp, at this point you’ll need to just create a new post.

To Create a New Facebook Post, first fill in the Post Name. This will be the title for your post and will be saved for easy

recognition. Next, you’ll select the link you want to share. You can share your Personal Page, the main Event Page, or if you are

on a team, your Team Page. Once you choose which link to share, you’ll need to choose Manual posting as automatic posting

has been discontinued by Facebook.

When you are happy with your post, don’t forget to Post the message.
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Share on Twitter

You can use the Share on Twitter tab to connect your
personal Twitter account to your fundraising center.
Connecting with Twitter is a great way to reach your
network of family and friends to spread the word. This
tool will allow for manual and automatic posting to
make sharing much easier. In order to allow the
fundraising center to interact with your personal Twitter
page, you MUST connect your Twitter account. In this
tab, you’ll see a large blue button inviting you to do so. If
you happen to be logged in to Twitter within your

browser, you'll be automatically connected.

If you’re not logged in, a Twitter dialogue box
will pop up and ask you to sign in with your
Twitter credentials. It should look something
like this

Share On
Facebook

Share Using
Email

Share on Twitter

You can use Twitter as a fast way to
spread the word about your event
We promise never to post anything
without asking your permission. All
of your information is safe and
securel

Connect Your Twitter

Account

Authorize Qgiv Online Donations
tou

se your account?

+ Read Tweels

If at any time you’d like to Disconnect from

from your timeline

« See who you Tollow. and follow new people

« Update your profée

Twitter, click the button available to you at the

* FOS

top of the tab once connected. It will look like e

PoSt Tweels for you

ot be abje to

& Disconnect from Twitler « See your Twitter passworg

Creating a New Tweet

Share On
Twitter

When you connect your Twitter
account, we ask for the
following permissions

& Access Your Follower List
&7 Access Your Public Profile

&7 Post To Your Feed

@giv.

Qgiv Online Donations

Your admin may have post templates you can use or modify, rather than having to create brand new posts.

*We do not have any Twitter templates yet but will have some available within a few weeks. Please stay tuned.

You'll just create a new post.

To Create a New Tweet, first fill in the Post Name. This will be the title for your post and will be saved for easy recognition.

Next, you'll select the link you want to share. You can share your Personal Page, the main Event Page, or, if you’re on a team,

your Team Page. Once you choose which link to share, you ’ll determine when you want this particular post to be shared on

Twitter.
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Your options are as follows:
Manual:

This option allows you to create posts, save them in your fundraising center, and use the blue Post button to post those to
your Twitter feed whenever you’d like. This option is the only option that will not be automatically posted for you.

Tweat Mame Type

H‘-"F 'S.rlF_me,! Manual & Edil Tweal X Doleli

Goal Percentage Reached:

This option will allow you to define a percentage of your goal you’d like to be reached before the system would trigger the
message to be posted. To use this option, click on the blank space in the sentence “Send my schedule when I've reached

I”

% of my goal” and enter your desired percentage.

» Goal Percentage Reachea

Send on a specific date will allow you to define a date and time to tweet. This option will tweet the message on the desired
date just the one time.

= 3end on specific date
1

at D1 * (B0 AM ¥ |(EST

Periodically will tweet the message multiple times based on what you enter here. You have the ability to tweet on a daily,
weekly, or monthly frequency, and you also have the ability to add a start date.

s Periodicaily

my ipdate | Monghly T | startis

Once you pick when you want to tweet, you’ll create the content of your tweet. As you begin to create your tweet, you’ll see a
preview to the right. You also have the ability to insert tags to personalize your message. These can be inserted from the Insert
dropdown you see in the Post Message box. Once you’re happy with your post, click the blue Schedule Tweet button.
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My Donations/Donation Center

This is the area you can visit to monitor your progress. All of your donation activity is housed here for your review.

Updating Your Goal

If at any time you’d like to make a change to your fundraising goal, you can do so in this area.
You’ll see the Update My Goal button right below your thermometer that you’d click, enter
your new goal, and save.

Dashboard

Share Event Update My Goal

Adding an Offline Gift

My Donations

If you have a cash or check donation to

add, click the + Add Cash or Check button = Donations Received + Add Cashor Check
and enter the information for your donor.

You can classify the gift as a check or cash From Date Type
gift. If it’s a check gift, you can also record

the check number for your records. In the Donor Information section, the First and Last
Name or Company Name, if it’s a Company Donation, are required. All other fields are
optional. If you choose to enter an email address, a thank you message will be sent directly
to your donor once you click the Save Donation button at the bottom. Any offline gifts you
enter will be listed in your Donations Received table with their current status and the ability

Eflit My Team Page to resend the thank-you email , edit the T AP —-
gift, or delete the gift . 3 g ; g

The donation will show on your thermometer as “Unverified” until you deliver it to the
Autism Society office. Once turned in there the donation will be processed and your
thermometer will show the donation(s) as “Verified”.

Resources

Autism Society SE WI has uploaded a few resources Downloadable Resources

for your use. There is a Registration Guide, this Download resources provided by your organization
Participant Guide, and a great flyer for you to send
out to your prospective donors. It is called

“Because of Your Support” and depicts just a few T . Type

Samples Of the Work the Autism SOCIety Of SOUth- Because of Your Support Diocument Q, Preview File & Download

eastern Wisconsin does. There will be more File

resources to come over the next few weeks. You Registration Guide Document Q Preview File & Download
. . . File

will receive an email update whenever a new re-

. . Partici t Guide 2018 i i & Dow
source is added. You can preview and/or down- cipantrEe Document Q Preview Fle & Do e
load any of the resources you’d like to use.

fimetable Image Q, Preview File & Download
File
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My Registration

This is an area where you can manage your registration information, manage permissions, and ac-
cess the badges area by using the tabs along the top of the window. \

My Registration
Sasha's Tail Waggers
Dashboard

Registration
Info Permissions Badges Share Event

My Donations

Resources

My Registration

Manage Registrations

My Registration

Our Team
Sasha's Tail Waggers

Edit My Page

Registration

Info Permissions Badges Edit My Team Page

Personal Information

First Mame  required Last Mame  required
Your First Name Your Last Name
Address  required In the Registration Info tab, you’ll see your
Address Personal Information, which may be updated if
1 1
City  required State  required Zip Code  requirzd needed. If youre part ofa team, you Il see the
name listed here, as well. Once you make any
changes to these areas, you'll need to click the
C t equired Ph M by reguired .
ouy - pre Timber =l Save Settings button at the bottom of the page
United States v

Save Settings Cancel
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Permissions - -
My Registration

We recommend that you do not change these default _
Sasha's Tail Waggers

settings.
The next tab is where you'll manage your Permissions. Regilstraﬁon ........................... e
nfo i Permissions Badges
General Permissions
This is where you can manage permissions for the C'V’) General Permissions
fOIIOWing: Autism Society of Southeastern Wisconsin may follow-up with me by email
Being fo”OWed up W|th Via email. Don/t forget that we | give permission for my name to appear as a participant under the public search feature.
need to be able to reach you regardmg changes |n the | give permission for my name to appear within the Leaderboard of top fundraisers.
event! '
<E> Email Notifications
Appearing in the search feature throughout the event site. T _ -
Notify me via email when someone donates through my page.
If you decline permission then donors cannot search and Mottty me via email when | earn a badge.
find you to donate to you.
Appearing in the leaderboards as a top fundraiser if you
. . . . . o Save Settings Cancel
qualify. Bragging rights don’t count if you can’t show it!

Email Notifications
This is where you can manage email notifications for the following:
Someone donating through your page. - .
g throtgh yourpag My Registration
Receiving a badge.
Sasha's Tail Waggers

Badges

REGISTauomn

We are pretty excited about this feature new to us this year! Info

Permissions Badges

Here, all badges you’re capable of earning will be displayed, but
grayed out. You can hover over any of them for a description of how you would P

ea rn the badge. Sasha's Tal Waggers

Any badges you’ve earned will be in full color and provide the ability for you to Rosae | pumisions: | Buies®
share your achievement on Facebook or Twitter. You can share by clicking on the i

Facebook or Twitter icons located within the box of the badge achievement you’d
like to share. A dialogue box will appear for you to add a message before sharing.
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Manage Registrations

This is an area to manage registration information for any additional registrants you
may have, or to add additional registrants.

If you have any additional registrants, they’ll be listed in table at the top of the My
Account page. You are able to edit these registrations if necessary or add new ones
right from your dashboard.

To add additional participants, you’d click the +Add Additional Registrant button. This
will take you through a

registration process much like Manage Registrations

the one you went through to

registration. Yow don't have any additional registrations yet.
Dashboard

== Add Additional Registrant
Share Event

My Donations
Our Team/Join a Team

If you’re on a team, you can manage your team by clicking on the Our Team navigation Resources
item in your fundraising dashboard. If you’re not part of a team and woulid like to join or
create one, click the Join a Team button.

My Registration

This button will take you to your team fundraising dashboard, where you’ll see totals
for your entire team’s efforts, versus your personal dashboard where you see just what Manage Registrations
you've individually raised. If you’re a captain, you’d also be able to update the goal

located under the thermometer in the same way it’s done in the personal fundraising

] o _ Our Team
dashboard area. You ’ll see the following additional options as a member of a team.

@UT]S%

SOCIETY |

-‘f .ng:‘f@ Edit My Team Page
: ¥

e e

Edit My Page

View Team Page - This will display the Team Fundraising Page
Ask Others To Join - This will take you to the Share Your Event tab to create an email inviting others to join your team.

Change Teams - This will take you to an interface that allows you to search and join another team, leave your current team,
and/or create a new team.

Leave Team - This will allow you to leave the team you are currently on. Once you choose this option, you’ll see a pop-up
asking you to confirm you’d like to leave the team. Click the Yes, Leave button to proceed.

If you choose this option, you’ll always have the ability to join or create a team in the future. Below that set of buttons, you
have access to your Team Donations and Team Members.

Participant Guide 16



You'll also see a recruitment goal tool where you can enter the number of team members you’re aiming for. A goal must be
set before this will appear on your public-facing team fundraising page.

Your Team's Recruitment Goal 7 15
registered goal

Set a goal to recruit new fundraisers to your team 47%
Recruiting more people can help you raise more

money so you can reach your fundraising goal faster!
LA ’ 98 Update Our Recruitment Goal

Adding Team Donations

As a captain, you’re able to add offline team donations. If you have a cash or check donation to add, click the + Add Cash or
Check button (pictured below) and enter the information for your donor. It is the same procedure as listed previously for
personal fundraising page.

Sometimes a registrant accidently misses joining the team they wished to register for. You are able to do that through this
software now, but if you have any difficulties with this then just send Sue an email and she’ll get it fixed for you.

There are many more features that you might find fun and helpful so just noodle around and check them out! If you have any
guestions or need help with something, please email sue@assew.org

When you’re finished setting up your fundraising page, you may log out by hovering over your name in the upper right -hand
corner of the screen and choosing the Logout option from the drop-down menu. You can log in and make changes at any time.

Thank you for joining with us in our mission to

improve the lives of all that are affected by autism.

SAUTISM SOCIETY

Improving the Lives of All Affected by Autism
Southeastern Wisconsin
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