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AMERICAN CANCER SOCIETY
ONLINE EVENT MANAGEMENT GUIDE

This Guide is 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 all programs.

Last Updated: April 2024

If you have any questions, please open a Salesforce Case.
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THE PARTICIPANT EXPERIENCE

Chapter 1: Society Account |

e Creating a New Society Account
e Logging in to 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 participated in 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. Visit your event website.

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

American
DONATE d Cancer ALY\ JOIN THIS RELAY
7 Society’ LIFE
LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES (®) siGNIN
P & v )

Nz ,;,"" -7
e\ W

'y

3. Click the blue Create an Account button.

If you have any questions, please open a Salesforce Case.
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LOg In ( Are you a new participant? )

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

Email or Username:

n Login 8* Google Y Yahoo

Password:

LOG IN Forget password?

Need 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: If you 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? [l

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 Palicy.

Create an account with your social login: 7 ( Or, create an account with your email address:

First name:

n Login 8+ Google Y Yahoo

Last name:

Confirm Email:

Password:

Confirm Password:

CREATE AN ACCOUNT

MNeed help? Please wisit our FAQL

\.

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

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

1. Visit your event website.

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

American
DONATE & Cancer RELAY JOIN THIS RELAY
% Society MR

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @SIGNIN

3. Use one of the Log In options to access 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 you with any question you might have.

Log In Are you a new participant? EERHTVFVERECIT

Log in with your social account: 2 Or, log in with your email or username:

Email or Username:

B ooin 8+ Google Y vahoo

Password:

LOG IN Forgot password?

Need help? Please visit our FAQ.

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

Log into your Society Account

2. Click on the My Account link.

American
DONATE & Cancer “BL"I%Y MY ACCOUNT »
7 Society’
NS JOIN A RELAY
LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @ SIGN OUT
Welcome, Courtney MY DASHBOARD MY EVENT

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
S Account not Linked with Google Link Accounts

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#search=salesforce%20cases

2. Click the appropriate blue links to make changes to your login email and/or
password. Make sure you always click Save / Update once you’ve made the
desired changes.

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

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

¥l ughate my contact email with this email as well.
SAVE

Cancel

3. Youcanalso choose 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 to save your changes.

a. Youcan change your contact email address
b. Opt in/out of receiving emails

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

full experience from each email, with photos and links.

B¢ 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.

10
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Chapter 2: Sign Up |

e Starta New Team

e Bring Back a Returning Team
e JoinaTeam

e Register as an Individual

Start a New Team
1. Visit your event website.

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

American
RELAY
DONATE ?gggizi;_ "R| |FE' JOIN THIS RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @ SIGN IN

3. You will be asked to enter an email address. (see previous section for more info on Society Account)

: American P
«Back to previous page Cancer w Need assistance? 1.800.227.2345

1 Society

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.

OR

G Continue with Google

“Email Address

4. Once you have logged into registration, update Your Fundraising Section.

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

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 want to do my part in the
fight against cancer.

I have had cancer oram I am 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.

| 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.

$100 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

ot ‘

6. Select Next

7. Select Start a team and enter your Team Name in the field that appears below.
8. 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.

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

Wayto bealeader!

*Team Name

Relay Friends

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

Are you under the age of 187

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.

9. 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.

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

11. Once finished, click Sign up.

12. Yourregistration is complete. Your onboarding experience will launch to jumpstart fundraising in your Dashboard.

American
DONATE g!,c‘mcer “EE}I"AEY MY ACCOUNT »

Society
JOIN A RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @SIGNOUT

me, Courtney MY DASHBOARD MY EVENT

Show Quickstart Checklist

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

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

13
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Bring Back a Returning Team

1.

2.

3.

ol

Visit your event website.

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

American
DONATE Cancer m
Society

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @ SIGN IN
o

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

write down:
« Back to previous page n!a ég‘:é!;q" FOEEI-AY Need assistance? 1.800.227.2345
Society’ LIFE

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

OR

9 Continue with Facebook
G Continue with Google

Once you have logged into registration, update any information that changed from the previous year.
The system will recognize if you were a member of a team last year and ask if you want to bring it back!

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.
Select Sign up

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

14
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8. Your registration is complete! Your onboarding experience will launch to jumpstart fundraising in their Dashboard.

DONATE 4,32":;‘:,.““ _RELAY MY ACCOUNT »
Goncer SN

JOIN A RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @ SIGN OUT

MY DASHBOARD MY EVENT

Show Quickstart Checklist @

5L M 5L &/
ASK FOR PERSONALIZE MY MANAGE MY FUNDRAISING
DONATIONS PAGE CONTACTS RESOURCES

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

15
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Join a Team

1. Visit your event website.

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

American
DONATE ({Cuncer @ JOIN THIS RELAY
Society

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @SIGNIN

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

American
« Back to previous page &{ Cincer "QE}FAEY Need assistance? 1.800.227.2345
Soclety’

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.

OR

[ G Continue with Google

“Email Address

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.

16
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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)

I want to do my part in the
fight against cancer.

I have had cancer oram I am 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.

| 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,
caregjvers, 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

ot ‘

6. Select Join a team and enter your Team Name in the search field.

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 Participate solo

You're part of the movement.

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

NEXT

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

17
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Your Contact Information

Are you under the age of 18?
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 check that all fields
are updated for the current year.

9. Ifyour registration includes 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. Your onboarding experience will launch to jumpstart fundraising in your Dashboard.

DONATE 4,32’:;‘;““ RELAY MY ACCOUNT »
Society LIFE

JOIN A RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @ SIGN OUT

Welcome, Courtney MY DASHBOARD MY EVENT

Show Quickstart Checklist

ﬁ: i 5L §
ASK FOR PERSONALIZE MY MANAGE MY FUNDRAISING
DONATIONS PAGE CONTACTS RESOURCES

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

18
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Register as an Individual

1. Visit your event website.

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

American
DONATE Cancer @ JOIN THIS RELAY
Society

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES ®SIGNIN

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

American

«Back to previous page 4» Cancer RELAY Need assistance? 1.800.227.2345
Society’ LIFE

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.

OR

G Continue with Google

"Email Address

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)

I have had cancer oram I am or have been a caregiver
currently living with cancer. or supporter for someone with
cancer.

I want to do my part in 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.

| 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,
caregjvers, 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

ot ‘

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.

() 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.

20
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Your Contact Information

Are you under the age of 18?
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 check that all
fields are updated for the current year.

9. Ifyour registration includes 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. Your onboarding experience will launch to jumpstart fundraising in your
Dashboard.

American
DONATE <!>0nm_cer "EE}FAEV MY ACCOUNT »
Society

JOIN A RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING RESOURCES @ SIGN OUT

ome, Courtney MY DASHBOARD MY EVENT

Show Quickstart Checklist

ST M 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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Chapter 3: Onboarding Guide,

View the Onboarding Guide for screenshots of each user experience and onboarding FAQ’s.

e Team Captain Onboarding Experience

e Personal Fundraising Page Onboarding Experience (Team Member or Solo Participant)
Share My Page Path

e Image Components

e Story Components

e Sharing Components

Onboarding Experience

1. After completing your registration, your onboarding experience will launch to jumpstart fundraising in your
Dashboard.

2. This experience is available for all programs and on all desktop, mobile and tablet devices.

View the Onboarding Guide for any FAQ's and user experience screenshots.

w

4. Complete each of the steps in the Onboarding experience to get your personal and team fundraising page ready

for success.

Team Captain Onboarding Experience

On the Welcome Screen the user selects “Let’s Get Started” button.

You will be prompted to share your team’s reason for getting involved and fundraising. Click Next.

The next prompt is to upload your team’s cover photo. Click Next.

The third step will prompt you to invite team members to join. Returned Team Captain experience includes
additional option to Invite Past Team Members (See more in Sharing Features).

5. You will now see the "All Set Up” prompt where you can share to fundraise and click Next to update your
personal fundraising page experience.

PwnNpe

Personal Fundraising Page Onboarding Experience (Team Member or Solo Participants)

1. Onthe Welcome Screen the user selects “Let’s Get Started” button.

2. First stepis to share your reason for fundraising by updating your Page Title and Story. Click Next.

3. You will be prompted to upload your profile picture and cover photo, along with the option to add a YouTube video
link. Click Next.

4. You will see the “All Set Up!” prompt where you can share your fundraising link through different options or click
Next.

e Selecting Next without clicking a share option will give a gentle nudge to returnto share or continue the process.

e You will see a different “Thank You” screen based on action of sharing page or selecting Continue. Both options
exit to the Dashboard.

“Share My Page” Experience (Team Captain, Team Member or Solo Participant)

1. Onthe Welcome Screen the user selects “Share my fundraising page” or “Share my team page” link
2. Flow through the sharing prompts to choose how you want to share. Using any of the Share options will show a
confirmation screen with the option to exit to the Dashboard.

3. Selecting Next without clicking a share option will give a gentle nudge to returnto share or continue the process.

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

User will see a different “Thank You” screen based on action of sharing page or selecting Next. Both options exit
to the Dashboard.

Image Components

Users can upload photos for their Team Fundraising Page (Team Captains only) and Personal Fundraising Pages
(all users). These images will update in the Dashboard and on fundraising pages.

Users can upload an image from a file or choose from their Photo Library or Take Photo from a mobile device.
Photo editing tool allows user to zoom using mouse or pinch (mobile and tablet), straighten, rotate, or flip
image.

Team captains have the ability to upload 1 JPEG or PNG photo.

All users have the ability to upload 1 profile photo, 2 JPEG or PNG photos, and provide a link to a YouTube video.
In order to achieve high image quality- returning participants’ photos from the previous year will not
automatically roll over.

Returning users will see a different tool tip alerting them to this update. See more information in the FAQ
section.

Story Components

Users can edit a story to appear on their Team Fundraising Page (Team Captains only) and Personal Fundraising
Pages (all users). This text content will update in the Dashboard and on fundraising pages.

Users can edit text by clicking into the text box and format the content using the toolbar.

Team captains have the ability to edit a story to appear on their Team Page. A default story will appear or the
prior year story will carryover for a returning team.

All users have the ability to update the title of their Personal Fundraising Page which will appear at the top of
the page and a story with more content. A default story will appear or the prior year story will carryover for a
returning team.

Sharing Components

Sharing is the main call-to-action for Onboarding and can be found throughout the experience for both Team
Captains sharing their Team Pages for recruitment of team members and for all participants to share their
Personal Fundraising Page to ask for donations.

Returning captains will see the option to Invite Past Team Members opening a checklist of names to select.
Clicking Send will open the native email client on the user’s device (i.e. Outlook, Gmail) with the selected email
addresses included as a BCC and a subject line and message with a link to the team page populated that the user
can edit.

Choosing the Email icon will open the native email client on the user’s device (i.e. Outlook, Gmail) with a subject
line and message with a link to the fundraising page populated that the user can edit.

Sharing via social media will open the platform with the page link populated and the option for the user to write
a post.

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

Customize your personal page, manage your
communications, and connect to fundraising tools to help
you reach your goals.

1. Create a Facebook Fundraiser to connect your
dashboard fundraising.

2. Add Company Affiliation from your dashboard if
your company/organization participants in the

national/local company program.

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

4. Add a profile photo to personalize your page for
your donors

5. Add a personalized title and description for more
storytelling, in addition to your personal story

6. Edit your personal fundraising goal

7. Customize your Personal Page Add photos and a
YouTube link to personalize your fundraising page

Chapter 4: Participant Dashboard |

LEARN ABOUT RELAY GET INVOLVED FUMDRAISING

MY DASHBOARD.

Srimx

ASKFOR PERSONALIZE MY MANAGE MY
DONATIONS PAGE CONTACTS

REACH YOUR GOAL FASTER WITH FACEBOOK

Ao

SHARE TO FUNDRAISE

:

MY PROFILE

6xm

RFL CY23 Mobile
Testing Only

Y ACCOUNT >

Resounces @ siewour

@.

FUNDRAISING
RESOURCES.

COMPANY AFFILIATICN: No Company Affiliation #

UPDATE MY PROFILE # VIEW MY PUBLIC ©
PAGE

PERSONAL PAGE URL 1orsinfs

I'm supporting the American Cancer

Society and you can, too!

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

$0

30
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e WHY | RELAY »

VIEW MORE

] MAKE MY PERSONAL PAGE PRIVATE More Info

MY DONORS

My Donors

Be the first to donate!

DONATE TO MY GOAL

MY COMMUNICATIONS g

Manage Contacts Compose Saved Drafts  Sent Emails

Search x| I [ ouere |

SELECT NAME A EMAIL & EDIT

o Courtney 113 Goodell clcaldwe+113@gmail.com
view | 5+

@ MY BADGES

My Dashboard continued

8. Update your personal story and share why you
support the American Cancer Society

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

10. 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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TUNDEAISING
CONTACTS RESOVECES

FEACH YOUR GOAL FASTER ¥ TH FACE BOOK

SHARE TO FUNDRAISE

[ ewan Il & corv unt l

e T

MY PROFILE

ACTIVE CY21 o
Masterbrand Blue TEST

UPOATE MY PROFILE /

(2) ik

e

VIEW MY PUBLIC PACE o

g AAMSS Pette sk 7

I'm supporting the American Cancer
Society and you can, too!

o
-

> $1000

19

P [ ]

Chapter 5: Team Captain Dashboard |

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 ateam page URL

3.) Add Photos & Video to Team
Page

4.) Edit your Team Name
5.) Update team fundraising goal

If you have any questions, please open a Salesforce Case.
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6. Update your team story
and share why you Relay!

7.View and thank your team
donors, and download a
donor list

8. See a complete list of team
fundraising badges, including
the ones your team has
already earned!

9. Access additional
fundraising resources from
directly within your
dashboard!

WHY | SUPPORT
THE AMERICAM CANCER SOCIETY #

Wy | G ppan e

Ll ol

[ rasis ww PERG NS PAGE PRIVATE Maink

MY DONORS

My Donors

B the fiest 10 donate

FOHATE TO MY dGAL

MY COMMUNICATIONS

Manage Contacts  Send an email  Saved Dvafls  Sent Emails
——

T CTETEEN T
SELELCT MAME & EHAIL & BT
o ey Wgd Killy g A =l
s 5 Z
MY BADGES

Femenpioed
Faps

FUNDRAISING RESOURCES

@ f

-------------------

&

FLIRGRAIRNE TIFL

Cul Ve b i

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

o

B e b e 3 oy g T
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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 e ‘
o Edit Your StOI’_\[ I'm supporting the American Cancer
o Update Title & Description .
e Update Your Personal/Team Goal 4

$0

fhe”

Edit Your Personal/Team Page

1. Log into your personal or team Dashboard

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

3. Your profile management tools will appear

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

Add Photos and Video

1. Add Photo(s)

a. PersonalPhoto —Insert up to two images to display
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. T it g pbigiainiaii,

b. Team Photo — Insert one images to display 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 button to 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 — Click to see your new image(s) reflected on the personal page.

2. Add Video (personal page only) — Insert a video to display on your personal page by uploading a URL link that
contains the video clip.
a. Enter the URL to a video to see the clip embedded on your personal page and
b. Click Save Changes to see 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.) Edit Title - Update the title for your page up to 80 Add or Edit Title and Description
characters. —

‘m supparting the American Cancer Saciety and yau can, tao!

2.) Edit Description — Update description up to 160

characters. The description will appear on the in-page
donation form.

Edit Your Story

1. Use the text editing tools to edit your story and share why you/your team participate in the event

2. Click Save to make your changes appear

\WHY | RF1 AV »

[Bli usxx 5|9

| Styles '|| Mormal '|| g S0 [@

&
&

L\'hy 1 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. Log into your personal or team Dashboard 9 ’
I'm supporting the American Cancer
2. Scroll down to the Profile section of the dashboard. Society and you can, too!

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

$0

s

1. 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 Compose a New Message
e Thank Your Donors

Compose a New Message
1. Log intoyour Dashboard.

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

\ Show Quickstart Checklist
© Joy &)
of M

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.

EEMAIL @copv URL

Participants who send
emails raise 7x more.

3. The email tool will open below:
a. Begin typing the names of those you wish to email into the To: field. If email addresses are already in 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 a template drop down menu to see the suggested messages available (i.e. Thank a 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?) || I

Join me at my Relay event

Body:

RECRUIT

B I LKA

Format  ~ @ @ ? || @ save || 3 cancel

Join my team | Surviver

Help me reach my goal

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

a. Save As New Template if this is a message you plan to send multiple times

b. Save As Draft if you want to send the email at a later time

c. Preview to see what the email will look like to recipients

d. Send to deliver 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:

AR

Format - B @ « ? || Bsave | ¥ 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 | 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.

Scroll down to My Communications to see a
complete list of your donors

You can choose to thank your donors all at once
by clicking Thank All or thank them individually
by selecting Thank next to the appropriate
donor’s name(s).

Select the desired template or create your own
and Send!

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

Manage Your Address Book

Create an Email Group

My Donors

DOWNLOAD LIST

NAME
Michael Scott
Ronald McDonald

Sue Smiley

My Communications

Past Donors

AMOUNT
$35
§150

$10

VIEW

Manage Contacts

DATE
RECEIVED

9.6.2016

9.6.2016

9.6.2016

THANK ALL

ACTION

THANK

THANK
THANK

Chapter 8: Manage Your Contacts |

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 registered as a returning 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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My Donors

My Communications

Past Donors Man

4. Within your address book, you can:

=== Add new contacts

«

SELECT NAME EMAIL
O Kathy Yorks et 0 grapoe e iestt S0t oa0tt
El Michele Yohe A - 4049
O Brant Woodward TN Nprv p——
= Aaron Wood IR -
O Beth Wolf WP PR TP —

VIEW | 5]v

EDIT

!

== Delete selected contact records

=== Edit existing contacts

e Add address/phone information

e Update email address

e Add to/remove from email groups

Create an Email Group

Creating groups for your email contacts is a great way to organize your contacts and communication through the

Dashboard.

1. Logintoyour 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 Donors Past Donors Manage Contacts

SELECT  MAME EMAIL EDIT
ol Kathy Yorks ot e et Shesthou ot v “
] Michele Yohe PR S—— | con |
m Brant Woodward Bk meeiie d e
Add to Group
O Aaron Wood o p———— T st
O Beth Wolf IR T S
. Add to Group: The selected contacts will be
VIEW | 5/ added to these groups
- - Selecta Group ~ SAVE
Co-Workers X remowe
Create a Group:
Co-Workers SAVE

SAVE CHANGES

Add to an 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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Chapter 9: Donate Online

e Make an Online Donation

Make an Online Donation

1. Visit your event website.

2. Click on the Donate button.

RELAY FOR LIFE OF

Hope City
=0
(=)
SATURDAY, FAIRY‘Q"IQURI'A“PD TREE FOLLOW EVENT
NOVEMBER 19, 2022 S fys
MORE DETAILS * MAPIT » 1-800-227-2345 *

FIND ANOTHER RELAY *

3. You will be taken directly to the donation form.

4. Complete the donation form

American
cancer” SEETY
Soclety

Gift Credit
Donate Today -

Use the searchto identify which person, teamor event you want to credit with your
gift.

=

‘ 1 Just Want To Support Relay For Life ‘

If you have any questions, please open a Salesforce Case.
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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 Leave a private message
e  Change how your name
displays
e  Choose if the gift amount
displays

Click the Donate button to complete the
transaction.

American
RELAY
‘!’S.‘,’L‘i‘é?; FLIFE

Donate Today

Your money helps the American Cancer Society fund groundbreaking cancer research,
provide free information and support, and help prevent cancer and find it earlier when it’s

easier to treat. Your donation will truly help save lives

My donation will support the fundraising efforts of:

RFL CY23 Mobile Testing Only q

Your Donation

*How much would you like to donate?

D | choose to add $5.50 to cover service, processing fees, and other
expenses to ensure 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

Select your payment mode

[ & Credit Card ] { 2 paypal J

Card Information

First Name® Last Name®

[ J }

Credit Card Number*

[ J

Expiry Date” cwr

[ J J

Billing Address Information

Mailing Address™

[ }

Mailing Address 2 (Optional)

[ J

Zip Code* City*
State” Country*

[ J [ United States [US] J
*Email

[ J

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.
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THE EVENT MANAGER EXPERIENCE

Chapter 1: Access the Event Management Tools

Log in as Event Manager

Event Manager View of Website
Access the Event Management Center
Access Website Editing Tools

If you have any questions, please open a Salesforce Case.
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Log in as Event Manager
1. Visit your event website

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

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

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

Event Manager View of Website

DONATE

LEARN ABOUT RELAY

E. )

* ‘e
(?5%‘5;: JOIN THIS RELAY

GET INVOLVED FUNDRAISING CONNECT

MER ?
SR ¢

RELAY FOR LIFE OF

Hope City

1. When logged in 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

Hope City

RELAY FOR LIFE OF

MY ACCOUNT b
MY EVENT MANAGER b

CONNECT (X) SIGN ouT

MY TEAM

Access the Event Management Center

1. Clickthe Event Manager link on the top right side of the page.

MY ACCOUNT »

( MY EVENT MANAGER 0 )

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

into the sections.

If you have any questions, please open a Salesforce Case.
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Event Center Relay For Life of Hope City

Welcome to Your Event Management Center

Event Status
Accepting Registrations and Gifts
© P roperties
o B Event Emails  #® Customer Service @ Reports
nage E
Edit Affiliate Everts * Lusiomer Servece (0 register parDoipants and manage their informateon &5 well 83 manage beam, Company, snd s

infrmation
* Reports toview and run reports about the paricipant furdraising activity

* Related Actlons Disted to fhe feft)to work with event information or Test Drive the configuration with simelated participant
and denor information

Mot For sasistance with these taaka, click the Help Bk aboms the top navigation bar,

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

&
Event Center Relay For Life of Hope City
Related Actions
o Welcomsg Related Actions nter
L Event Status
- AceptingRegistntd = F it Event Options
¥ you have sppeopna
* Eram iy Edit Milestones rares]
Manage Event Library & Event Eny ers about this TeamBaiser
s e *wwmd " Edit Event Properties anage team, company, dnd g4
- m . ;
. Betated Edit Event Coordinator  purstion with simutsted articipont
mdéaq  Properties
Nete! For adbistinc
Manage Event Library
Edit Affiliate Events

Access the Website Editing Tools

1. Click the Edit pencil to open your pages for editing.

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

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 tab and 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
data fields 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
team registers for your event. You can enter multiple email addresses; simply put a comma between
each email.
b. Click ‘Next’

4. Edit eCommerce Options
a. eCommerce Store Associated With the 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. Relay For Life store options: http://relayforlife.org/LuminariaStores

ii. Making Strides store options

ii. Active/Community Fundraising store options

iv. If you wish to 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.

2. Schedule: Verify the Event Start Time

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

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

7. Map Link:

8. Sponsor name (1):
9. Sponsor name (2):

10.Sponsor name (3):
https://twitter. con/

5. Sponsor Lines: Sponsor lines 1-5 can be updated at any point throughout the year if your event decides to 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 textword to turn on the opt-in widget.
Sponsor name (2): Official YouTube Channel. Please leave as is.
Sponsor name (3): Twitter feed. This is 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 can accommodate various “codes” to add features to your greeting page.
i. See Appendix B for the full details for customizing Sponsor Line 5
ii. Add a live stream link
iii. Enable the Instagram widget (RFL, MSABC, and Active events only)

6. Click ‘Finish’

Edit Event Coordinator Properties

1. Name: Verify ACS Staff Person or volunteer name.
2. Phone: Verify ACS Staff Person or volunteer phone.
3. Email: Verify ACS Staff person cancer.org email or volunteer email.

4. Click ‘Finish’

Submit Event Changes

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.

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

ldentifies 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@yahoo.com| _—mm

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.



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

Chapter 3: Edit Greeting Page |

e Using the Edit Tool

e Change Your 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

e Add Event Photos

Using the Edit Tool

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

2. Save Hyour changes often

3. Click the X E to close out and automatically refresh your page MY ACCOUNT b

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

m_ Add custom content to
oan,., SRR describe your event

Edit Event Announcements

EVENT ANNOUNCEMENTS

Add/edit your e
announcement images [§

E Register Early

+ 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

+ Download the app 50 you can fundraise anytime, anywhere! You can process
1 donations (even checks and credit cards!| exts to ask for donations.

Turn your image into a ,
clickable button W b

+ 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.

I Add new local
announcements

ADD NEW ANNOUNCEMENT

Sort and Hide Sections

JOIN THIS RELAY

b4

Add Local Forms & Documents

FORMS AND DOCUMENTS

B Youthwaiver @ Team Guide B vruminaria Ferm

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

. B
OMPA

Tagline Herdim]

LOCAL SPONSORS

=20 -2

companunafff]
company name

tagline

z
OLOGO NAME @

SaMPANYNAMg
a1kl

%LOGO N

Turn your sponsor logo

into a clickable button

ADD LOCAL SPONSOR

Sponsor Name
[l Ll 2
L
a2 3x2 2xz

[ |

Select your
*logo size

[ovee ]
LOCAL SPONSORS
e ‘|
S -
sy WS | Dy
company name )

[\
N

O LOGO NAME
CamPANYNAME,

tagline

LA LA

=l

ADD NEW SPONSOR

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

JOIN THIS WALK

OUR SPONSORS

Other Programs: Use the

oEn
sortarrows to arrange Iogos

. COMPANY NAVE

:)

Print Line
company slogan

=

ADD NEW SPONSOR

*Suggested Image Sizes for Sponsor Logos:

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

1x1: 84x84 px

3x2: 284x184 px
2x2: 184x184 px

If you have any questions, please open a Salesforce Case.
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Add Custom Content

PAGE MANAGER X

JOIN THIS RELAY

Page Title —AMAZING TITLE+—

nnnnnnnnnnnnnnnn

Publish - - . —
_________________________ TRIPLE coL IMAGE & TEXT

kgt
P v o
P RELAY
P (FORLIFE_; ol ol ] ol o

Pick from the menu of templates to add I eV
custom content to your greeting page

ADD NEW SECTION H

Add Event Photos

Please refer to the Event Photos guide for more information and screenshots.

e Once you’re signed in and have the pencil icon showing to edit the event page, hide the current Event Photos
section
e Event Announcements
o Add a promo through an Event Announcement and include a link to the album. Watch this quick
instructional video.
e Add a New Section
o Click on the “+Add New Section” to select a template and promote the link to the photo albumin a
number of ways. See the Custom Page Guide or watch a quick instructional video for more details on
adding templates.
e Embed photo album
o 1. Select Single Column
o 2. Click the icon to open HTML editing
o 3. Paste the embed code from wherever photo album is hosted. The first photo from the album will
show and will open the album when clicked.
o 4. Add text or button templates to include a link as well to view the full aloum.
e |mage and Caption
o 1. Add a 800 x 400 px image. There are several options in Canva to create a promotional image and
include photos from the event.
o 2. Linkimage with the photo album URL to open if users click the photo
o 3. Add text with a link to appear underneath
e Button
o 1. Enter text to appear on button
o 2. Add link to photo album

Use the Event Photos guide for more information and screenshots.

If you have any questions, please open a Salesforce Case.
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https://www.societysource.org/Resource_Center/CF%20P2P%20Web%20Event%20Photos.pdf

Chapter 4: Edit and Create Content Pages

e Using the Edit Tool

e Create a Custom Page

e Manage Custom Pages
e Customize Your Page

e Edit Event Details Page
e Edit Local Sponsors Page

Using the Edit Tool

MY ACCOUNT b

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 refresh your page MY ACCOUNT b =
MY EVENT MANAGER »

4. Click the page icon to open the Page Manager b 4

(2) siGN ouT

=

Create a Custom Page

| PAGE MANAGER LINK MANAGER w X

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

m to the More Info section

Create a custom page by ‘

Page Title ‘

SAVE

IMPORT @

giving it a name and SAVE

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
edit it

Page Title: Event Details

Delete your pages

Status: published
Page Title: Upcoming Fundraisers

Publish your page to add it

Publishl:\
to the More Info section

Status: unpublished
Page Title: Meet OurELT!

Add a Page

Page Title

SAVE

Import custom pages IMPORT @

from last year

Customize Your Page

LVl
v
DONATE (E;'i‘:.\;rs MY ACCOUNT B
W MY EVENT MANAGER b

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
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PAGE MANAGER

JOIN THIS RELAY

Publish ¥

Page Title I AMAZING TITLE—

HEADING SUBHEADING

Select atemplate to
add to your page

SINGLE COLUMN

Publish each
section

Sort and delete your
sections

|

TWO IMAGES THREE IMAGES
I e a
ADD NEW SECTION BANNER INAGE IMAGE & CAPTION

Edit Event Details Page

PAGE MANAGER

JOIN THIS RELAY

E Page Title —IAMAZING TITLE —

HEADING SUBHEADING

Add additional
— customization with
any of our templates!

@

TRIPLE COLUMN IMAGE & TEXT

P

Edit default

elay For Life is a grass roots, community-based team event.
page content | e [

BANNER IMAGE IMAGE & CAPTION

If you have any questions, please open a Salesforce Case. 49
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Edit Local Sponsors Page

JOIN THIS RELAY PAGE MANAGER

Banner Image

Publish Page Title —IAMAZING TITLE—
HEADING SUBHEADING
— - =
TING THE WORLD puneLO ) SINGLE COLUMN DOUBLE COLUMN

Wi

Add additional
customization with
any of our templates!

Page Title

You can make a meaningful contribution to the American Cancer Society as a Relay For Life sponsor. Supporting a local
event sends a message that you care about our community. There are a handful of sponsorship levels to choose from

g

=
|

.

i

.

|

Edit default

and with each level, you receive valuable visibility and sponsor benefits. Learn about our sponsorship opportunities.
page content : e

BUTTON TEXT
KABLE BUTTON

............................................................................ Display sponsor grid or
recognize sponsors
N however you wish!

/\\ 6 A \\

: COMPANY NAME O Sae ?
E YOUR SAMPLE TEXT HERE Your Io E

=

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 Create and Customize a local email
e Copy a National Email Template to Customize
o Customize your newly copied email message
e |Insert Documents and Photos
o Create a link to a document
o Insert animage
e Send your local email
o Send an Engagement Email to Current Event Participants
o Send a Recruitment Email to Prior Event Participants
e Review sent and scheduled messages

Create and Customize a New Email

1. From the EMC, click Event Emails.

i Event Cente: . # 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:

. - . . . .
T LGl D 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 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 20 & Reports
F

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

Delivery List

4. A Process 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

=l ©  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. Select the 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.

] REIE + 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:

2. Envelope Enter a label to identify the message purpose in lists. This name appears intemnally to administrators
[ReTay For Life Welcome Message ]

3. Stationery

4. HTML Content 2. Description:

- Enter a phrase or statement to distinguish this message frem cthers in lists. This description appears internally to administrators an
Plain Text Content

o

Send Review Email

-~ @

Approve

3. Type:
Select an existing message type or create a new one to group this message with similar ones. This type appears internally to admin
-
Email Messages
[Enter a new value |

4. Duplicate Suppression:

Send this message to the recently registered constituent if multiple constituents with the same first name, last name, and email
address are detected in the target audience groups.

* Yes

No

m or Cancel

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

# Event Center 2% Customer Senvice [ Reports + Swiich 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 2
! 2 v * 1. Sender Name:

. Envelope Enter the name to display in the From area of the email header and inbox of message recipients.

Stationery English Spanish

[Relay For Life of Hope City ]

[x]

W

4. HTML Content
5. Plain Text Contert il 2 Reply-To Email Address:

er the email address where replie: e message will be sef e Sender Email Address wil be used by default if empty.
6. Send Review Email Enter the email address where replies to the message will be sent. The Sender Email Address will be used by default if empty

|suzy. staffpersondcancer.org

7. Approve
if * 3. Message Subject:
Enter the phrase or select a persenalized option to display in the Subject area in the email header and inbox of the message recipients.
Enaglish Spanish
|Welcome to Relay For Lifeq |

Select Personalization Option v

m or Cancel

i Enter the sender’s name: Enter who the email is “from.”
ii. Enter the sender’s email address: Enter the return email address to which the recipient can send reply
emails. This must be an actual email address so questions will be delivered to the proper support.
iii. Enter the subject line of this message: Enter the phrase that you want recipients to see as the email
subject. Keep subject lines short and sweet!
iv. Click Next.

If you have any questions, please open a Salesforce Case.
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c. Step 3 - Stationery: The stationary has already been selected for you. click Next.

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

& Event Center [l #* Customer Senice @ 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. Mess Informati o
Viessage Information i * 1. Message Content:

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

3. Stationery m”m‘

4. HTML Content BIQ|JE..$L‘.3;§CL‘EIQE‘ |¢ﬂﬁl‘§§§§£5 §§| &l&fd‘évgv
5. Plain Text Content o | | | | || Format - Fontfamily |+ Fontsize - | B if

6. Send Review Email

=~

. Approve

Path

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: Click the Convert to Plain Text button to update the message you wrote in HTML
content into Plain Text formatting. All HTML code (like font changes and images) 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 g tting in the message content and create the plain text formatted version.

‘ Comwert 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.

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

g. Step 7-Approve: Click Approve to identify this message as ready to send.

M Event Cente 3 + 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 Informat
Viessage Information 1. Message Approval:

=]

e R . —_—
. Envelope Ifthe message uling, click Approve. IT you are waiting for test/review results or need to work on

e the message in the Draft state and create a variant of it to use in an A/B

. Stationery

w

.

. HTML Content

. Plain Text Content
. Send Review Email or Cance]
. Approve

o

=

If you have any questions, please open a Salesforce Case. 53
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h. Click Finish.

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

Relay For Life Welcome Message Copy Appraved Email Mo Tentative Schedule Dec 2, 2014 1:37:08
(neversent) Messages P by Amy Delozier
Delete
Archive
Preview

Return to Draft

Begin Delivery

i.  Copy: Copy the format of your message to create 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 in HTML and 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 to the proper
recipients. More information about sending an email 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 ‘as is’ 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.

4 Event Cente: _ % Customer Senvice {2 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 werk with:

Manage 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 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 ontor (S EvenEEmallS 2eports
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 Delivery List
A list of all available email  BanMessaeDsiey | oo T
messages will display. . | [Search | [ ShowAl | Page T ore ]

Engagement $24 in 24 Hour Challenge Email - 02
Kickoff

Send the day the challenge begins o sl curently registered
participants,

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

Message 3 | Action Status | Type

Challenge  No Tentative Schedule

Challenge  No Tentative Schedule

+ | Tentative Schedule ¥ | Last Modified +

Nov 18, 2014
111912 AM by
Paige McKinnon

Cct 14,2014 3:44:13
PM by Paige
McKinnon

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 ¥

re

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

Event Emails > TeamRaiser Emails: Messages > Engagement Email 1a - Early Registration
1. Assigna new name and 1 .
purpese and confirm your - Message Name:
intent to create a copy of the Uniquely identifies this message in the Message List
message that was selected [Er 1t Email la - Early Registration

2. Message Purpose:

Identifies 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

3. Perform Copy:

o e o My reate a copy of the selected message and any variants that were created
copy Message
orCancel

Relay For Life of Hope City

6. Once your message has been copied, a new version will be available for editing.

Massags v | Action Status | Type ¥ | Tentative Schedulz

Engagement Email 1a - Early Registration Edit Draft Engagement Mo Tentative Schedule
Engagement emsil template. Send to curent participants who Copy
registered early to encourage them not to wait time in team
building and fundraising Delete
Archive
Preview

% | 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 email message in the list 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 1-Message Information: 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 Enter the sender’s name: Enter who the email is “from.”
ii. Enter the sender’s email address: Enter the return email address to which the recipient can send reply
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 ‘as is’ or updated with your own.
iv. Click Next.

Message Information PP
I ” 1. Sender Name:

Enter the name to display in the From area of the email header and inbox of message recipients.

P

Envelope

3. Stationery English Spanish
|Relay For Life of Hope City

4. HTML Content

Plain Text Content ||1 2. Reply-To Email Address:

o

. . Enter the email address where replies to the message will be sent. The Sender Email Address will be used by default if empty.
6. Send Review Email " P ge W A W y pty

|sue. =mi ley@cancer.org

=l

Approve
i * 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

CE}M

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.

ge Information

i * 1. Message Content:

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

Stationery English Spanish

. HTML Content

W N -

¢ B 7 U |} G330 | Q@ |=E==4i=ic == | G| % —[@A-w-
5. Plain Text Content jf‘ ‘ | ‘ ‘ Format - | Fontfamily |- Fontsize & \3 if

6. Send Review Email

_ Dear [[S1:first_name]],

7

Approve

"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 [[S47:66330: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_titie]] 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 exira 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 o try and fulfill your e

Path y

‘ m Save D'Pre\-'ie\-; or Undo Changes or Cancel

i Click Save often, so as not to lose your edits.

If you have any questions, please open a Salesforce Case.
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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: Click the Convert to Plain Text button to update the message you wrote in HTML
content into Plain Text formatting. All HTML code (like font changes and images) will be removed but link-
specific code will remain. You do not have to edit this coding

1. Plain Text Content Conversion:

e e e e il faamatting in the message content and create the plain text formatted version.

‘ Comnwvert 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 person to proof read.

Step 7 — Approve: Click Approve to identify this message as ready to send.

Relay For Life of Hope City
Event Emails > TeamRaiser Emails: Messages > Engagement Email 1a - Early Registration

1. Message Information
- 1. Message Approval:
2 wvelop
2. 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. Stationen it, clic k Finish to leave this message in the Draft state. Cl Mext to leave the message in the Draft state and create & variant of it to use in an A/B

. eI T Mol @ message element, such as a different Subject line.
4. HTML Content Approve
. Plain Text Content

5
6. Send Review Email or Cancel
7. Approve

Click Finish.

Engagement Email 1a - Early Registration Copy Approved  Engagement No Tentative Schedule Jan 15, 2015
Engagement email template. Send to curent Delete [nev.er 11:55:.05 AM by Amy
participants who registered early to encourage them sent) Delozier
not to wait time in team buikling 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: Copy the format of your message to create 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 message in 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 Delivery to begin the process of sending your message to the proper
recipients. More information about sending an email can be found later in this chapter.

<

If you have any questions, please open a Salesforce Case.
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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 e L 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:

Manage 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 remove members

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

3. Follow the necessary steps to create 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 a link, 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 [ |9 WQQ|IEEETEi=EE (s d | E—[MA-¥-
jj | | | | | Paragraph = Fontfamily '+ Fontsize & |3 if
Reaching and exceeding your fundraising goal may seem like a daunting task. But we're here to cceed F
ELLWEVERINC heck out this fundraising flyer, )

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

If you have any questions, please open a Salesforce Case.
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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. Change the Target to Open link in a new window.

8. ClickInsert.

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

Insert/edit link

Link URL | |

Linklist | -
Affilisted Events [«

Target Generic Page for copying) i

Title Evert Announcements
Event Details

Class Stories of Hope

Fundraisers and Activities

document.

Insert an Image into an Email

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

Photos and Videos
=

Haw Your Danations Make A Difference

Cnline Help
Sign Up
7 04
Local Sponsors
Z_05
Z_06

™

C Fundraiser Fyer

m

Lt

1. From the EMC, select the Event Emails.

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

@ Event Center e  Reports

Event Emails

Your Event Emails

If you have appropriate permissions, you can work with:

Manage Email Groups

performing their role in this event

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

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.

Relay For Life of Hope City

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

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

registers)

3. Follow the necessary steps to create and edit the email you wish to 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.

i * 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 | % 3@ @G| |@ @ |E= === = & [B]—m A-

lj ‘ | | ‘ | Paragraph « Fontfamily - Fontsize - | 3

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

aby .

O &

Here are some surefire fundraising ideas!

-

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

M

Relay For Life signage at your booth so people know they're supporting a great cause and why the lemonade is purple

w

ads on Craigslist, inserts in church bulleting, or by contacting your local radio station or newspaper.

bl

{Insertyour own favorite fundraisers}

o

And don't forget about all the great fundraising tools located in the My Relay dashboard

Path: p

Purple Lemonads Stand: Ask for §1 donations for a glassful of refreshmeant. Make sure there's plenty of American Cancer Socisty

Car Wash: The fried and true car wash fundraiser lives onl 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,

m Save orpPrevieworundo Changes or cancel

If you have any questions, please open a Salesforce Case.
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From the Image List drop down menu, you'll find all the images you have uploaded in your image library.

Select the image you wish to insert. Click Insert.

d. Theimage 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 T

Insert/edit image X I
Insert'=dit imags
Image URL [fimagesievupload/26M72/cv_g_6933554
Image list Surviver photo ¥

Image description E*i m
£ i+

Alignment B
1 Dimensians
Barder C 1

Vertical space [ |
Horizontal space [ |

Send your Local Message

After creating, customizing, and approving your local email, follow the necessary steps to see the message delivered to
the appropriate individuals.

1. From the EMC select the Event Emails.

Related Actions

Edit Coaching Emails

Edit Autoresponders

Manage Email Groups

2. Under Related Actions, select Edit Coaching Emails.

3. Locate the customized and approved message you wish to send. Click Begin Delivery beside the email.

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

Preview

Begin Delivery

4. Select the audience to receive 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 Email is used to ‘engage’ your currently registered participants.

1. Locate the customized and approved message you wish to send. Click Begin Delivery beside the email.

Engagement Email 1 - Three helpful tips Copy Approved  Engagement No Tentative Schedule Dec 2, 2014 23615
Engagement email template. Send to curant Delete (never P by Amy Delozier
participants to encourage fundraising and team sent)
building Archive

Preview

Begin Delivery

2. Select the audience to receive this email. When sending an Engagement Email Message, select Current Event
Participants. (If you are sending a “Recruitment” email, follow these step-by-step instructions.)

Y/

% 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.

@ Event Center 2% Customer Senvice ] Reports

Event Emails > TeamRaiser Emails: Deliveries > Select Delivery Type

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

n? iho =boyld be jlmes s age
Current Event Pal ants
Frevious £vent Fa pants

Current Event Donors
Previous Event Donors
Groups Created by this Event

m or cancel

3. Click Next.

4. Select Participation Types:
a. Highlight the group you wishto send the email to. Click the Add or Add All green buttons toselect 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 Emails > TeamRaiser Emails: Deliveries > Select Participation Types Relay For Life of Hope City

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

S y

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

3. Select Registration Filters

4. Select Team Filters All Selections Your Selections - 10/

5. Review Delivery Details RFL CY1S EC PA Hope City*/API ScannabTe Form RFL CY15 EC PA Hope City*/API ScannabTe Form
RFL CY¥15 EC PA Hope city=/Caregiver walk only (no fee) RFL C¥15 EC PA Hope City=/Caregiver walk only (no fee)
RFL CY15 EC PA Hope City#®/Pay Registration by Cash or Check RFL CY15 EC PA Hope City+*/Pay Registration by Cash or Check
RFL CY15 EC PA Hope City=®/Pay Registration by Credit card RFL C¥15 EC PA Hope City=/Pay Registration by cCredit card
RFL CY15 EC PA Hope City*/Placeholder 1 id >> RFL C¥15 EC PA Hope City*/Placeholder 1
RFL CY15 EC PA Hope City*/Placeholder 2 RFL C¥15 EC PA Hope City+*/Placeholder 2
RFL CY15 EC PA Hope City*/Placeholder 2 LU RS RFL €15 EC PA Hope City*/Placeholder 2
RFL CY15 EC PA Hope City*/Placeholder 4 RFL C¥15 EC PA Hope City*/Placeholder 4
RFL CY¥15 EC PA Hope City®/Survivor Lap Registration only RFL C¥15 EC PA Hope City*/Survivor Lap Registration only
RFL CY13 EC PA Hope City*/Yes, I want to sign up to fundrais... RFL CY15 EC PA Hope City*/Yes, I want to sign up to fundrais...

=

<< Remove Al

m or Cancel

5. Apply any optional filters on the recipient list. Filters allow you to narrow the email recipient list by a number of
factors such as team captainstatus or registration date. See Appendix E for more information on the different filters
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and how to use them!

Registration Filters:
a. Noactionis required in this step.

b. If you do wish to apply a registration filter, select from the available Registration Filter options:
i Previous Event Participation Filter: Filter the currently registered participant recipients of the email to

whether or not they participated in 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

Team Filters:
a. Noaction is required in this step.

b. If you do wish to apply a team registration filter, select from the available Team Filter options:
i.  Team Membership Filter: Identify if you wish to 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.

Event Emails > TeamRaiser Emails: RFL CY15 EC PA Hope City": Deliveries > Review Delivery Details Relay For Life of Hope City

> 1. Delivery Detalls:
Review the delivery details and use the Related Actions to define the schedule and recipients of this message. To display the
number of projected recipients, use Cale date Audience. To make changes to the message, click Cancel to display the Delivery
ist and click the Messages tab (o locate the message and retum it to a Drafl state where you can make changes

Engagement Email 1 - Three helpful tips . “Duplicate Email Supprassion Enabled”
Schadule

Imenediately (no schedulé is set)

Related Actions

lanage Do Mot Em

Target Groups

This message is targeted for the following audience groups:

Group Last Rebuilt Rebuild at
Delivery
I Group is not
RFLCY15 EC PA Hope Ci Pl Scannable Fi L
L CY15 EC PA Hope Ci annabls Form . o
RFLCY15 EC PA Hepe City"Placeholder 3 Group 18 ot N
5 EC o City"/Pla 3
e e rebuidable ?
ty'IYes, | wanttosignuplo  Group is not o
™
PR - up is nat
RFL CY15 EC PA Hege City"/Placeholder 1 . No
RFL CY15 EC PA Hope City"/Caregiver Walk Orly jno | Group is nat e
fee) rebuidable ;
RFL CY 15 EC PA Hope City"/Pay Registration by Cash | Group is net Mo
or Check rebuidable !
. R Group is not
F Y15 EC PA Ho lacehol N
RFL CY15 EC PA Hope laceholder 2 iy o
RFLCY15 EC PA Hepe Cil vor Lap Registration  Group is nat o
Only rebuidable
RFL CY15 EC PA Hope City"/Placeholder 4 No
RFL CY15 EC PA Hepe City"/Pay Registration by Credit G o
Care

elp me with Rebuild 3t Delivery seltir

Do Hot Email Grougs
This messape will ot be sent ba anyone in the tarpet audience who are members of he following Do Not
Email groups:
Group Last Rebullt Rebuild at
Delivery
TeamRaiser Emails: Relay For Life of Deptford Opt ~ Group is ot o
Out 197006 rebuildable .
Help me with Rebuild at Delivery seftings
Filters Applied [Aboyt Email Fitering]

Aer agplying e flter conditions, this message will be sent b the large! audience Members who

8. 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.

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.
(skip down to d. if you would prefer to schedule your
email for a future date/time)

2. Ready to Send to Delivery Queue

Send this email r

aytomatically excluded

e to all of the members of the audience you have configured who have net already received a copy. Members whe have already

2. Ready to Send to Delivery Queus
Send ihis emall message 22 al of e members of e audence you have configured whe have rof Steady recer 9. Members who have ake
P40 0 GhveN MESEBE Bro BUICTATERlY 8¢ RISHT

If you have any questions, please open a Salesforce Case.
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d. If you prefer to send the email at a later time, you can schedule 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 to be sent. Note: All S hedule

times are set to Central Standard Time.

Related Actions

ii. Click Finish.
iii. Finally, return to the email delivery page and click Send At Scheduled Time. This places the message ina
gueue to be sent at scheduled date and time. This completes the email process.

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.

Recruitment Email 1 Copy Approved Recruitment No Tentative Schedule Dec 2, 2014 3:18:30
Recruitment email template. Send to past Delete (never sent) P by Amy Delozier
participants and exclude current paricipants.

Archive
Preview

Return to Draft

Begin Delivery

1. From the Message List tab, locate the customized and approved message you wish to 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.

% Event Center &% Customer Senice B Reports

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

1. Select Delivery Ty, .a
e w * 1. Email Audience:

Dietermines who should be sent this email message
an T=1% Particinants
*' Previous Event Participants

Previous Event Donors

Groups Created by this Event

m or Cance]l

3. Click Next

4. Select Previous Event Participation Types:
a. Highlight the prior event participation types you wish to 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.

If you have any questions, please open a Salesforce Case.
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Select Delivery Type
1

o

. Select Previous Event
Participation Types

selected audience.

<t Previous Event Participation Types:

w

. Review Delivery Details

All Selections
[RFL Y14 EA PA Hope City=®/API scannable Form .|
RFL C¥l4 EA PA Hope City#/Caregiver walk only (no fee)
RFL CY14 EA PA Hope Citys/Pay Registration by cash or Check
RFL CYl4a EA PA Hope Citys/Pay Registration by credit card
RFL CY14 EA PA Hope City*/Placeholder 1
RFL CY14 EA PA Hope City®/Placeholder 2z
RFL CYl4 EA PA Hope Citys/Placeholder 2
RFL CY1l4 EA PA Hope Citys/survivor Lap Registration only

Event Emails > TeamRaiser Emails: Deliveries > Select Previous Event Participation Types

m or cancel

Relay For Life of Hope City

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

Your Selections - 8/

RFL CY14 EA PA Hope City#/Caregiver walk only [no fee)
RFL CY14 EA PA Hope Citys/Pay Registration by Cash or check
RFL CY14 EA PA Hope City=/Pay Registration by cCredit card

id RFL CY1l4 EA PA Hope City*/Placeholder 1
RFL CY14 EA PA Hope City=/Placeholder 2z

OO RFL Cvia EA PA Hope City*/Placeholder 2

RFL CY14 EA PA Hope City=/survivor Lap Registration only
<< Remove
<< Remove All

RFL CY14 EA PA Hope City®/API scannable Form =~

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!

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

under Related Actions on the left.

Schedule

Related Actions

IManage Do Mot Email Groups

Manage Do Not Email Groups: Select Current Event Participants

m orcancel

ﬁ‘ * 1. Do Not Email Audience:

Current Event Donors

Previous Event Donors

Groups Created by this Event

Click Next

Select Do Not Email Groups: Click Exclude All >> This will ensure that everyone already registered for your event will
not receive an email asking them to 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

RFL CY16 EC PA Hope City/APT 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

RFL CY16 EC PA Hope City/Placeholder 1

RFL CY16 EC PA Hope City/Placeholder 2

RFL CY16 EC PA Hope City/Placeholder 3

RFL CY16 EC PA Hope City/Placeholder 4

RFL CY16 EC PA Hope City/Survivor Lap Registration Only

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

Cancel

Exclude >>

i
<< Allow ATl

Excluded Email Groups

PA Hope City/API Scannable Form

PA Hope City/Caregiver Walk Only (no fee)

PA Hope City/Pay Registration by Cash or Check

PA Hope City/Pay Registration by Credit Card

PA Hope City/Placeholder 1

PA Hope City/Placeholder 2

PA Hope City/Placeholder 3

PA Hope City/Placeholder 4

PA Hope City/Survivor Lap Registration Only

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

RARRARARRAR

If you have any questions, please open a Salesforce Case.
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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 also included 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 prefer to send the email at a later time, you can schedule the delivery of the
message. Under Related Actions (left hand side of the page), click Schedule. Related Actions
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 message ina
queue to be sent at scheduled date and time. This completes the email process.

Schedule

Review Sent and Scheduled Messages

1. From the EMC, click Event Emails.

#i Event Cente: .. % Customer Serice @0 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:

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

Manage Email Groups ) ) o
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

Related Actions

This is a list of the Coaching Emails scheduled to be sent for this TeamRaiser.
Beqin 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.
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For Sent emails:

i.  After the message has been sent, 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 been scheduled, you may review when the message is set for delivery.
ii. Click Cancel to stop the message from being delivered or to change the delivery date/time.

Event Emails > TeamRaiser Emails: Deliveries

Related Actions

Relay For Life of Hope City

This is a list of the Coaching Emails scheduled to be sent for this TeamRaiser
* Beqin Message Delivery

’ Message List
* Refresh this page

Records 1 -4 of4  First | Previous | Next | Last

[ || Search || Show All Pagelof 1 [ |
To Page
Delivery 3 | Action Status ¥ | Schedule ¥ Completed 2

Engagement Email 1 - Three helpful tips Review Immediate Dec 2, 2014

310:42 PM

Engagement email template. Send 1o cument participants to encourage

Resend
fundreising and team buiking

Archive
Number Sent

Recruitment Email 1

Begin Delivery ~ Partially Immediate
Recruitment email template. Send to past participants and exclude curent Archive configured
participants.
Number Sent M

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

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 Participant toa Team
o Create a New Team with a Participant as Team Captain
o Promote or Demote Team Members and Team Captains

Search for Participants

1. From the EMC, click Customer Service

Relay For Life of Hope City
Customer Service in the top | Related Actions Your Customer Service
. . < Particy
Navigation Bar. R )
" Manage Teams If you have the appropriate pesmissions, from this Customer Service area, you can work with
. AL few and update ther contact. registration. and gift information as well as register new participants
2. Under Related ACtlonS, | REag kel Gz b their detail, gift. and member information as weil as enter new giNts received for them
Select Manage Participants. " Confirm GiRS fvent to view and edit their detail, coardinator, and gift information as well as add new companies
" Upload Files R
* Search For Gifts
e heck. and offline credit card payments when recerved or reject gifts to remove them from the list
i i > Contack * Manage Companies
3. A I|St Of a" reg|5tered Search For Contacts ; bration, answers to addibonal registration questions. and gifts to the online database in bulk
[ . q * Record Event Gifts
pa rtICIpa nts WI” be Notg S fhe Help link above the top navigation bar.
displayed. Find the AR

* Upload Files
* Search For Gifts

appropriate participant in the list provided or

through the search function.
" Search For Contacts

Search for Participants

participants or only the participants returned from the last search performed

15 1s a l1st of participants registered for this TeamRaiser arranged in alphabetical order in pages of 20 recerds per page, and contains either all registered

Relay For Life of Hope City

Records 1-200f59  First | Previous | MNext | Last

Page 1of3 [ ]
To Page

4

Marnz Action Ernail

Il

Brady, Jen Manage Participant jennifer.orady@cancer.org

Catherton, Cathy Manage Participant cathy@email.com

Daugharty, Stephanie Manage Participant thespamaven@ca.rr.com

Dee, Sweet Manage Participant swdee@email.com

4k

TearmPalzer Namez

RFL CY15 Hope City

RFL CY15 Hope City

RFL CY15 Hope City

RFL CY15 Hope City

a. Tosearchfor a participant, enter first name, last name, and/or email address in the search fields before clicking

Finish.

If you have any questions, please open a Salesforce Case.
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Customer Service > Manage Participants = Search for Participants

1. Participant Details First Name:

| |
Last Name:

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

to find Jon or Jonathon. Email:
| |

or Cancel

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

Customer Service > Manage Participants Relay For Life of Hope City
Search for Participants Show All Participants

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

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

- -
- LACTOn

4

. e —
Harnz Ernail w | TeamPaiser Name

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

View a Participant’s Gift History

4 Event Center Event Emails

1. From the EMC click Customer

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

Service. Related Actions
This is a summary that shows the contact, registration, Personal Page, team, and fundraising information for the selected participant and the tools that you can useto
Record Donation work with this information
. Edit Contact Information Name: e e G
2. Under Related Actions, select R - sl o
Manage Participants. Make Inactive Username: princessleia@theforce.com
Remove From All Teams Participation Type: Yes, | want to sign up te fundraise cnline!
Registration Type: Online
Make Private . i
3. Alist of all registered e — ;.,gdm.f ol e
participants will be displayed. Crange Team Personal Page: Public
. . .. Edit Pag Team Name: Test T
Find the appropriate participant — S et
in the list provided or through ) rp—— \
. Gift History
the search function.
Records 1-4 of4  First | Previous | Mext | Last
[ || Search || Show All Page1of1 [ ]
4. Beside the participant’s fogasg
Narne < | Action Gift Typs + | Donation Typs Gift Date ¥ | Amount ¥

account, click Manage
Participant to access the
pa rticipa nt’s proﬁ|e. Test2 Donation  view/Edit Offline Confirmed (Gash) Gift 11072014 525.00

Change Soft Credit

5. Onthe participant’s account

recor‘d, scroll to the bottom of Darth Vadsr View/Edit Offline Confirmed (Cash) Gt 11132014 $25.00
the page. View the Gift History \ S iy
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. 68
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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 participant in the list provided or through
the search function.

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

. — . F .
Marsz w | AcCHion Ernail w | TeamPaizer Namea

ik

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

# Event Center Event Emails

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

Related Actions
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
* Record Donation work with this information
x
= Name: Princess Leia Solo
q " Edit Regisfration Email: princessleia@theforce.com
Username: princessleia@theforce com

' Remove From Al Teams Participation Type: Yes, | want to sign up to fundraise online!

Registration Type: Onl
* Make Private el ) _0" ype: mine
Fundraising Goal: $100.00
.

Credle Nes Tean Registration Status: Active
* Change Team Personal Page: Public
* Edit Pages Team Name: Test Team

Team Rank: Captain

Gift History

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

[ || Search || Show Al Pagelof1 [

ToPage |

»

Name  ~|Action Gift Type Donation Type | Gift Date & | Amount >

Test2 Donation  yieweair  Offine Unconfirmed (Cash) Gift 11/07/2014 52500

Confirm

Reject

Dart Vader View/Edit  Offine Unconfirmed (Cash) Gift 11132014 52500
Confirm
Reject

Records 1-4 074 First | Previous | Next | Last

a. Make changes to the individual’s online registration as needed:

If you have any questions, please open a Salesforce Case.
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i Update the 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 B Fvent Emails

Customer Service > Manage Participants > Manage Participant > Edit Registration

1. Edit Registration 2
= if * 1. Participation Type:

Identifies the way in which this perscon will participate in this TeamRaizer

¥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. Wy date of diagnosis:

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 R

*7. 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

1. Edit Registration 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 fee amounts.

510.00

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.
510.00
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

' oacance'l

Delete a Participant’s Online Registration

When you deactivate a participant:
e The participant will be removed from the group of participants for this event.
e The participant will be removed from the list of pending autoresponders for this event.
e The participant will not be displayed in search results when donors, people who want to join their team and
other site visitors perform searches.
e 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. If the individual is a team captain, you must follow the steps below before successfully removing the online

registration:

e Assign a new team member to the captain position
e Remove the initial team captain from all teams

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 participant in the list provided or through
the search function.

If you have any questions, please open a Salesforce Case. 21
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Customer Service > Manage Participants > Manage Participant
. . . ’ .
4. Beside the participant’s account, click Manage Related Actions
Participant to access the pa rticipa nt’s proﬁle This is @ summary that 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 ) . i
. R R Email: agutierrez+test@convio.com
Actions (left hand side of the page), click Make Username: agtest73
Inactive. Participation Type: Survivor Lap Registration Only
. Registration Type: Offline
Fundraising Goal: $0.00
—_— 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 occur:
« 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 not be displayed in search results 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.
EECoEG Rikrmaion Name: Sally Jobs_Test
Edit Reqistration Email: agutierrez +test@convio.com
*_hlakeActive Username: agtest73
( Delete Registration Participation Type: Survivor Lap Registration Only

Lelele heqisiration

Registration Type: Offline

EMOVE From £ams = . o
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 to complete 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.

1. From the EMC, click Customer Service.

If you have any questions, please open a Salesforce Case.
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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 participant in the list provided or through
the search function.

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

i

e B » k. x
Marnz w | ACHion Ernail w | TeamPaizer Nams

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

P e T Ty Participation Type: Yes, | want to sign up to fundraise onlinel

( o — Registration Type: Online
Fundraising Goal: $100.00

SrE e T Registration Status: Active
Change Team Personal Page: Public
Promote 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.

Make Private Jss Elil«-)|

7. The record will reflect this update.

Name: SueTest Smiley
Email: ssmiley @test.com
Username: ssmiley@test com

Participation Type: Yes, | want to sign up te fundraise cnlinel

Registration Type: Online
Fundraising Goal: $100.00
Registration Status: Active
Personal Page: Private
Team Name: Team Hope
Team Rank: Member

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

Move a Participant to a Team

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 participant in the list provided or through
the search function.

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

L1
i

Action Ennail w | TeamPaiser Name

Marmsz

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

Customer Service > Manage Participants > Manage Participant

Related Actions
This is 2 summary that shows the contact, registration, Perscnal Page, team, and fundraising inf]
Record Donation work with this information.
Edit Contact Information Name: T llimas
Edit Registration Email: bear@email.com
Make Inactive Username: bearbears656
Make Private Participation Type: Team Captain Registration (Pay by Cash or Check)
Registration Type: Online
Fundraising Goal: $500.00
Lhange Team _J, 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.

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. Alist of all registered participants will be displayed. Find the appropriate participant in the list provided or through
the search function.

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

F

4

Y - . .
Marmz w | ACTION Ernail w | TeamRaiser Name

If you have any questions, please open a Salesforce Case.
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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 a summary that shows the contact, registration, Personal Page, team, and fu

Record Donation work with this information
Edit Contact 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 online!
Registration Type: Online
Fundraising Goal: $100.00
e Registration Status: Active
Personal Page: Public
Promote to Captain Team Name: Test Team
Promote to Co-Captain Team Rank: Member

Edit Pages

6. Enter the 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. Erter Details R
i * 1. Team Name:

Identifies the team
[pabba’s Hutts |

il 2 Team Goal:

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

|dentifies the company associated with or sponsoring this team

L Choose an existing value v

[Enter a new company ]

' Frcance'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.

3. Alist of all registered participants will be displayed. Find the appropriate participant in the list provided or through
the search function.

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

on the desired leadership level.
a. Click Finish to save.

If you have any questions, please open a Salesforce Case. 75


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

6.

# Event Center B Event Emails 3 L Reports

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 LR E
Team Rank: Member

Promote to Co-Captain
Edit Pages

For “Team Captains” you wish to demote to Team Member Status:

a.

Begin by 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.

Once a new participant has been promoted to Team Captain level, 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 for a Team

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

2. Under Related Actions, select Manage Teams.

Maroge Teams
Manage Campariey

s0rd Everg Qifts

WJotoag Files

Search For Gitg

SR FOr Contacss

" Record Event Gifts

* Confirm Gifts

* Upload Files

* Search For Contacts

vice

thes Customer Service area. you can work with

Jow 303 LDG0e Tt contact, regsration. and Oift Information as well 35 Tegsier new canicipants
Je thetr cetail, Ot and membr INfOMaNon 25 well 28 anter new gifs recelved o the

vert 10 view and 8ot e Ot cooronator. and gft informanon a5 well 35 A00 New CoMmpanes
t

hock, and ofine Credit card DayMents when 1eCeived o reect Ofs 10 remove hem fom the list

YAON. Srewers 10 SXA0ONEl regIstraion questions and Ofts 1o e orfine datatase in bulk

the Help link above the top navigation bar

3. Alist of all registered teams
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 Manage to access 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

- . . . . e e
Hamne « | Action Team Captain Company ~ | 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. Alist of all registered teams will be displayed. Find the appropriate team in the list provided or through the search
function.

4. Click Manage to access the Team profile.

1)

— Fs F
Tearn Captain Cormpany w | Team Goal -

Harme

5. Onthe team’s account record, 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 information, donations, and members for the selected team. Use
* Edit Team Details

" Record Team Donation

Test Team (ID: 1682129)

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 (R )
Recordshem_@|m|@
\ || Search || Show Al | Page 1of 1 [
| To Page ‘
Name + | Action Ernail -

Sally Jobs_Test (inactive) agutier

Princess Leia Solo

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

—_——————

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

3. Alist of all registered teams will be displayed. Find the appropriate team in the list provided or through the search
function.

4. Click Manage to access the Team profile.

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

Mams

Team Captain Company ¥ |Team Goal ¥

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

ithi ’ i i Customer Servi RFL CY15 National Community BP > Test T Relay For Life of Hope Ci
Within the team’s gift list, you can Gustomer Service » ional Community BP > Test Team 5 R
. Related Actions
Cha nge the honor ro” na me’ glft Soft N This is a summary that shows the information about the Gifts and Members of the selected team. Click Record Team Donation to enter a
EatIaTDeEls 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
CFEdit, or refund the donation. See » Record Team Donation 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.

Chapter 9: Manage Gifts for detailed
steps.

Captain: Active Members: 4

Testy Testerson Team Goeal: $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

m Members

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

[ ]| search || show ai Pagelof1 [ |
| ToPage |
MNama ¥ | Action Gift Type + | Gift Date ¥ | Amount ¥ | On Behalf of ¥

John Doe_Test  yview/Edit Offline Confirmed (Cash) 07/18/2014 $10.00 Team

Change Soft Credit

Testi Donation  view/Edit Offine 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. Alist of all registered teams will be displayed. Find the appropriate team in the list provided or through the search
function.

4. Click Manage to access the Team profile.

1)

Marnz

Team Captain Company ¥ |Team Goal =

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

If you have any questions, please open a Salesforce Case. 29
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Edit Team Details

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 unceonfirmed cash or check gift. Use the Members tab to see the team roster and work
with the TeamRaiser profiles of the members.

Test Team (ID: 1682129)

Captain: Active Members: 5

Testy Testerson Team Goal: $1,000.00

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

test@tes.com

6. Make changes to the team’s online registration as needed:
Team Name: Edit the team name.

Team Goal: Update the team fundraising goal.

Team Company: Associate the team with a company.
Click Finish to complete the changes.

a.

b.
C.
d.

i - .

W 2

W

Team Name:

Identifies the team
Test Team |

Team Goal:

Defines the amount of money the team intends to raise (which the Team Captain ¢ an update later in the Participant Center)
|Sl 000, 00 |

Team Company:

|dentifies the company associated with or sponsoring this team
[

|Chu05e 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 a Local 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 automatically included 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 o

Customer Service Relay For Life of Hope City
Related Actions

Your Custamer Service
Related Actions

If you this Customer Service area, you can work with
IManage Participants

e thesr contact, registration, and gift information as wedl as register new participants

Manage Companies

i

Search For Contacts Confirm Gifts

Upload Files

MNaote: he Help link above the top navigation bar.

Search For Gifts

Search For Contacts

3. Alist of 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 an asterisk below)
i *Company Name
ii. 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.
iii. 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
o |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

sponsor commitment form and the donation associated with that commitment in hand.

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

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

Create a new constituent or select an existing ane

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

If the company coordinator has participated e
online in an American Cancer Society event T e P
before, the system will match the ' e
participant details you entered with an
existing record.

Verify the participant details against the s G PR —
existing record(s), select the correct record - )

and move on by clicking Next / e R

If this is a brand new constituent who has "
never registered online for an American S
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. Alist of 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 confirned 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 1-30f 3 First | Previous | Mext | Last

| || search || ShowAll | Page 1of 1 [ |
To Page

Cornpany Gifts

Cormpany Mame:

Aperture Science Edit Company
Manage Company

Define Sponsorship Details

Delete Company

Records 1-30f 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 Change the 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 -
¢ one Your Customer Service

Manage Participanis

. Customer Service
IManage Teams '3 Customer Senice area, you can work with
Related Actions

view 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 Contac Record Event Gifts nt
: Eheck, and offine credit card payments when recenved of reject gifts to remave them
Confirm Gifts = e
stration, answers Lo additional registration questions, and gifts to the online

|eIH link above the IUH na\q’ﬂatlun bar.

3. Enter any information you know about the donor [P
and/or donation, including:

Customer Service > Search For Gifts

Vi . H .
a. Donor’s first / 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 P“"‘” Email: |
on the g|ft receipt Participant First Name:

. \ |
d' Value Of the donat|0n Participant Last Name:

e. When the gift was made online L _ |
Participant Email:

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

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 v

or Cancel

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 are crediting it to a team or a participant, the next step will be to search for your team or participant
name and click ‘Manage’ in the action column.

@& Event Center W Event Emails

Customer Service Relay For Life of Hope City
Related Actions

Your Customer Service Pick the proper

Manage Teams I Cust er Se bustol cred|t|
Mar nies Related Actions ) R, R
view a t information as well as eg ster
Record Ew aifts
Manage Padicipants e e
Confim Gis T Participant B coernew ots mcened for
P Manage Teams G T
0ad ries
2 - event eam d gift information as well as add
Search For Gité Manage Companies or

Record Event Gifts n
P . Event

Confirm Gifts e

wed 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 name is lake Inaclive

H Make Private
required. ’

Create New Team
Change Team
Edit Pages

5. Click ‘Next’

Customer Service » Manage Partici Manage Partici Amy Delozier
1. Enter Donor Information
2 Configure Gift i## 1. Donor information:
Specifies the Profile information in the constituent recard of this 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

City:

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.
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Create & new constituent or

select an existing ane

6.

For Step 2 — Configure Gift, specify the

following:

a.
b.

Gift Type — defaulted to one time gift
Gift Amount — enter the monetary
amount of the single payment or of
each payment to be received for the
sponsorship level
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
same time
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

& EventCenter B8 Event Emails

1

2

Enter Donor Information
Configure Gift

&

Customer Service > Manage Participants > Manage Participant > Amy Delozier

1

N

w

@

9 Reports
Bark For Life of Hummelstown Hershey

. Gift Type:

Defines ifthis 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 sfill be visible.)
[T] 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 option selection.)
) Cash
@ Check

Payment Status:

Determines if payment has been received (thatis, you have the cash or check in-hand)
@ Confirmed

© Unconfirmed

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

123

Cancel

To Another Event

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

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.

% 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:

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 necessary information:

a. Do Not Display Amount: Check the box beside “Do not display the gift amount” 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 appearance in
the Honor Roll.

Customer Service > Manage Participants > Manage Participant > Amy_TEST Delozier

!mW_: 1.
2 Configure Gift
'

Gift Amount:

|5200. 00

2.

Gift Category:

Identifies the type of gift received

o A

For & One tims gift, enter the amount of the doner's gift. For a Returring gift

Relay For Life of Hope City

enter the amount of each payment to be collected for this gift

. Do Not Display Amount:

Determines if the amount of a 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
|In memory of Stuart Scott]

he donor requests not to display their name, enter the word Anonymous in this field

1

o

. Batch ID:

Groups & st of offine gifts being processed at the same time

. Payment Method:

Click the radio button of the appropriate method by which the gift will be paid or recurring payments will be collected. If you select an option other than

cash, additional fiekds wil display for you to complete the payment method.

® Cash
Check

cancel

Move the Credit of a Donation to another Participant or Team

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

2. Under Related Actions, select Search for Gifts.

to perform the search.

& Event Center

B Event Emails

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

1.

Gift Search

Customer Service > Search For Gifts

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 ¥

Jan v ||12 v ||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 Confirmed (Cash) Gift 11072014 $25.00

Change Soft Credit

5. ldentify who will receive credit for the donation. You can adjust 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. SelectT
=LA * 1. New Soft Credit Recipient

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

eamRaiser Event

2. Selégt Recipient:

Displayk ither 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 through the list provided or through a search. Click Select next to the person
or team to whom you are reassigning credit for the donation.

Participant List

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

1)

= N i - H A | By =
Mamez w | Achion Ernail w | TeamRaiser Name

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

Event Emails &% Customer Sen

Relay For Life of Hope City

If you 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 1-13 of 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 RunReport  RFLCY12NCR 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  RFLCY18NCR 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 2 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: Click Run Report to begin running the report.

See Appendix F for a Comprehensive Reports Guide

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

2. Alist of 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 & Description

4»

. e Y —— e
Category w | Type | Last Achivity >

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 description to help
you identify the results before clicking Next
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.

¢. Review Criteria
Summary

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: Click the disc icon to download the report in any of the following three formats:
i.  CSV-—comma separated values format. This is the best format to use. El %
ii. PDF — Adobe Acrobat portable document format
iii. HTML — hypertext markup language format
b. Print: Click the printer icon to print the report results to your printer.

Note: There will be times that 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 Report Results 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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#* Customer Servici

# Event Center Event Emails

Report Resulis Relay For Life of Hope City

Results for reports you ran in the last 200 hours. Tggflew results for a specific repart online, click its View action. To view the results s a file on your computer, click the

Download action. To print the results on your lg#l printer, click the Print action and follow the prompts.

Report Results

Records 1-10f1  First | Previous | Next | La:

Reports

[ || Search || Show All Page1of1 [ |
To Page
o - . A N N . ——
Marne & Dascription - | Acdons Status « | Subrnitted By Shared By « | Data Current As OF «

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

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

Y F - . _—
Subrnitted By Shared By « | Data Current A5 OF «

4p
)]
=
w
-
=
I
4»

Harme & Descriplion

Accessing Past Event Manager Centers and Reports

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

€9 Reports

&

Event Center

Event Emails

#* Customer Service

Related Actions

. _ Welcome to Your Event Management Center
* Edit Event Options

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

2. Use the search function 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 -

A1l My Categories -
Records 1-30f3  First | Previous | Next | Last

[training || Search || Show Al Page 1af1[ |

TeamRaiser Name % Actions

2011 Relay For Life Training Registration

4. You will be directed to 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 to their event website.

Staff should follow the following process:

1. Loginto Society Source

2. Under Quick Links, click on 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’ to launch 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.

**|f you 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 chair volunteers should follow the following process:
1. Gotothe Volunteer Learning Center https://volunteerlearning.cancer.org/
2. Loginif you are a returning volunteer, or register to create a new account
3. Click on Find Courses
4

Find the webinar you want to listen to 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 can listen 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 wu

**|f you 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!

: Event Manager Center. Event Site Management
8! g

Piease click the link below to download or print the Event Ste Management Guide
@ Event Site Ma ragement Guide

Piease click the link below to complete and submit 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) can be utilized to add 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 codes to Sponsor Name 5. Do not delete any of the existing content that may appear in
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 aloum ID to Sponsor name (5)

a) Create an account 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) Navigate to your Photostream and copy and paste the URL (https://www.flickr.com/photos/username/)
d) Then, Go to http://idgettr.com/ to get your Flickr ID Number.
e) Your ID should look like : 127335874@N04
f) Copy and paste your ID into Sponsor line 5

12.Sponsor name (5):

127335874@N04

Live Stream:
1. Use the 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):

fbVideo=https:/ fwww.facebook.com/RelayForlife/videos/66437895

2. Click here for detailed instructions to add a live stream to your 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. Use the following coding to add your Instagram account URL:
a. iglcon=your-channel-link-here FOLLOW EVENT
f B
PETER RABBIT
12. Sponsor name (5): prshbiz@sampleemallcom

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

12. 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 anImage to the Library

Access Event Library
Before adding the photos or documents onto your event emails, you must first upload them to your 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 W Ev

Event Center ) )
A Event Emails P stomer Semnice €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 [1;ETsCHNE
Edit Affiliate Events
L

Marne w | Achons Filz Marms Dscription Data

[[] show Archived Documents in List

Upload a Document to the Library

1. From the Documents List tab, click Upload New Document.

ﬁ Event Emails

Ewvent 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 Dscription Dtz Uploadad

[[] Show Archived Documents in List

If you have any questions, please open a Salesforce Case.
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2. Browse to find the document on your computer.

Q B Event Emails tomer Senvice €0 Re

Event Center > Relay For Life of Hope City: Manage Event Library > Upload New Document

1. Upload File

1. Document to Upload:
2. Identify Document Details Specifies the file to save in the Event Document Library

No file selected.

Saves your file in the Event Document Library

Organize »  New Fokder s O @
. e [ o [
X Favoes B e r = e
ol 18 Downlosds Mazilla Firefox Quest Password Self Senvice
L Recent Pl - Shetot
n =i 104 KB A | 202k
9 Dropbex :
Snagt 11 J adlelozied (pant1E)
=3 Libraries 9 10 KB [, 153 KB
L Documernts ol eRevenue Operations - Holidays 2] Event Managers Report - 111014
of! Music 1255 | pro 204 L2 | Mcrasoft Excel Worksheat
¥ ] Pictures = I¥ ft Excel Worksheet 4 | 975 ke
B videos = Fundraising Flyer i) FY10 - CYI5 RFL Events with FRDs
Adobe Acrobat Document — t Excel Worksheet
L E . l 21
W Cnenouter = = =
File name: | - |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

No file selected.

Saves your file in the Event Document Library

Upload File
This is the file currently uploaded.

[Fundraising Flyer.pdf

m or cancel

4. Provide information about your document by specifying the i * 1. Document Title:
following: Identifies the document file in the Event Library

. . . . . [Fundraiser Flyer |
a. Document Title — The title will help you identify the
document file in the Event Library. )
Describes the purpose and content of the document file

2. Description:

b. Description — Describe the purpose and content of the Flyer For our upcoming bake sale Fundraiser
document file.
c. Keywords — Keywords will help you locate the document

when searching the library. When choosing keywords, use

. . . 4 3. Keywords:
words that will make it easy to find document in the future Helps locate this document for peaple who search for it
if you cannot remember the name of the document. [Bake Sale] |
. . . . . Finish 1
5. Click Finish and the document will be added to your library. o fance

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

|| search || Show

Page10f1|:|

Fs .
Marmz w [ ACH 5

Records 1-10of1  First | Previous | Next | Last

Filz Marnz

Dascripbion ‘ Date Uploadsad =

Edit: Change the document title, description, and keywords.

Manage: Upload and activate a new version of your document. You can also view prior versions of the
document and make those versions active if needed. The versioning allows for easy replacement of documents

when small changes are made without having to edit any links within your webpage.
Download: Download a file in the library to your computer.

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.

Records 1-20f2 First[P

Page 1 of 1 |:|

s .
Mamea -« | ACTONS

Relay Photo  preview

Filz Marmz

. s
S@s -

RFL_Greeting_rotating_imag.jpg Active

Datz Uploaded = Sponsorship Logo 3‘ Sponsorship URL

Aug 29, 2014 11:58 PM Yes

Records 1-2of 2 First | Previous | Next | Last

Show Archived Images in List

3. Toidentify your image, specify the following:
Image Title: 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.
Browse to find the image on your computer.

a.

C.

If you have any questions, please open a Salesforce Case.
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&y B Event Emails g% Customer Service 0 Reports

Event Center > Relay For Life of Hope City: Images > Upload New Image Relay For Life of Hope City

1. Upload Image P
o “ i * 1. Image Title:

Identifies the image file in the Event Library

[Survivor photo |

2. Alternate Text:

Helps identify the content or purpose of | @ File Upload ==
Survivor Photo @v‘- Desktop » [ 43| [ Search Deskep 2]
Organize *  New folder £~ 0O @
Rorteut Rorteat

I Favorites 104 KB 202KB
3. Sponsorship Logo:

B Desitop Snagit 11 adelozieS (pantd1h)
Sponsorship logos can be displyed on ev) B Doverloais @ T L Shortcut

Yes, this image is a spo| ) Recent Places 110k 153K
) &1 Dropbiox 5 D eRevenue Operations - Holidays <7 1 Event Managers Report - 111014
i 4. sponsor URL: xﬁ PTO 2014 xﬁ Microsoft Excel Worksheet
Users who click on the image will be take l| Microsoft Excel Worksheet Rl
Libr
f & Litraries = Fundraising Flyer 77 FYI0 - CVIS REL Events vith FR 1D
%) Documents | Adobe Acrobat Document Microsoft Excel Worksheet L
5. New Image: &) Music EIBN 650 ke 212 MB 3
Determines the location of the imad} | = Pictures herlogin - Shortcut _ 3 survivars
H Videos Shorteut m JPEG image
- 191 kB 159 kB -

[(Browse. | Mo file selected.
Saves an image to File name: ~ |l Files -
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 an image is uploaded there are a few options available for the management of your image such as:

Documents List RGEEERRE

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

| |’ Search ” Show Al ] Page 1 0f1|:|

Fe .
Marmz - ‘ Actons

Filz Marm= Sponsorshio URL

FY Fs . Fe
Status ‘ Datz Uploaded « | Sponsorship Logo

RFL_Greeting_rotating_img.jpg Active Sep 4, 2014 10:05 AM  Yes

Records 1-3of 3 T rrevious | Mext | Last

Edit: Change the image title, 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 campaign includes:
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 messages directed to registered 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:
o Emails sent from the website are 100% compliant with American Cancer Society privacy policy, US CAN SPAM
Laws, spam filters, participant “do not mail” preferences.
e Once an email is sent from the Event Management Center, the Online Chair can track how many people open,
read, click, register and donate through your emails.
e |t's easytostay in touch 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 search for 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’ privacy and allows individuals to restrict internal and 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.

NoOubsh WN R

For more information on how to inform the American Cancer Society of any desired restrictions, please click on 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 taken to
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 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 may include newsletter subscriptions or email communication by asking a

question using “Contact Us.”

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

101


https://www.societysource.org/Resource_Center/How%20to%20Log%20an%20Event%20Support%20Request%20Case%20QRG.pdf#search=salesforce%20cases
http://www.cancer.org/docroot/SU/content/SU_1_4_Opt_Out_Form.asp

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 advertised in spam if they violate the law, and gives consumers the right to ask emailers to stop spamming them.

The law, which became effective January 1, 2004, covers email whose primary purpose 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 may sue 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 to that email address; those requests must be honored. A "menu" of choices may be created to 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, even in 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.

o Include a link to the homepage so participants can visit 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 than send
a message with just date/activity info).

e Use the email campaign to award and recognize great fundraising or other accomplishments.

e When the event is over, update your webpage with a new photo and results. Send a thank you email to all of
your supporters, which will include a link to your updated page. Thank those who gave and tell those who didn’t
give that it is not too late.

Subject Lines
o Keepit Simple! Use 5 words or less. The subject line should not exceed 35 characters.

If you have any questions, please open a Salesforce Case.
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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 CAPITAL LETTERS makes your message looks like “spam.”
Be concise and have a clear call to action (i.e., Register your team, Join as a survivor, Spread the word,
Volunteer, Donate, Sponsor, etc.). Tell them exactly what you want them to do. If you are asking them to
register, say that in the Subject Line. If you need them to donate, put that in the subject line. Industry studies
indicate that putting a directive in the subject line will raise the return you were looking for.

Body Content

Keep it short and sweet. Remember people don’t read long and detailed emails. Put those details on your More
Details page, and link to it in your email.

Limit body copy to 250 words, maximum.

Use the recipient’s first name. Personalization increases response rates.

Do not use ALL CAPS. It is considered rude and is the equivalent of “shouting” on the Internet.

Grab the readers’ attention so they will want to click the link to your Web page.

Ask one thing at a time and then let them know what they can do next — this should be part of each email. For
example, there is not always an ask for 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.

The tone of the email should be emotional and factual. Tell a clear ACS Story in small chunk. Share a little part of
the story each time in the emails.

Make the Call to Action urgent! Make it personal from a Volunteer Committee member (in the signature line).
Use the email templates that are already in 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.

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.

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!

Use coaching emails to communicate the research and patient programs and services offered by the American
Cancer Society.

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

Check spelling and grammar. You want your message to appear thoughtful and reasoned.

Always, always, always preview your message.

Send areview email to your event chair, staff partner, English teacher, copy writer, newspaper editor, friend, or
loved one. Another pair of eyes is critical.

Remember, you can’t take back an email once it’s sent. Be sure the links work and there are no errors in dates or
typos.

Scheduling

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 same time.

Send emails between Tuesday and Thursday to 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!

If you have any questions, please open a Salesforce Case.
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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 than those that are part of the stationery).

Do not use excessive HTML formatting in the 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 these files inan e-
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 on file, and then purchased a list of e-mail addresses from an outside source, then
compared the two lists 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 participated in the previous event or
not.

2. Online/Offline Registration: Filter the==""
recipients of the email based on how they
registered — online or offline.

3. Select Registration Filters
4. SelectTeam Filters

5. Review Delivery Details

1. Select Delivery Type

1. Previous Event Participation Filter:
Select the appropriate option te determine which participants. currently registered for this event should be sent this email message.
@ All current i

of previous
@ Current participants who also participated in the previous event
© Current participants who did not participate in the previous event

2. Online/Offline Registration Filter:

Related Actions Select the appropriate option to determine which participants currently registered for this event should be sent this email message based on how they
Mmgmreu for the event.
w2 131 @ All current participants regardless of their online or offline registration method

© Current participants who registered online
© Current participants who registered offlin

3. Date Range:
a ] Send to current participants registered during the following dates

Start Date:

3. Date Range: Filter the recipients of the ==
email based on the date they registered.

End Date:

LA o Cancel

Click NEXT to apply your filters.

Looking to further refine your email audience? Click Configure Additional Filters under Related Actions.

4. Select m Filters

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 whether a
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).

Registration Filters

1. Se

lect Delivery Type

)

t Participation Types

N

elect Registration Filters
a. Donations Received
b. Participant Emails
c. Unconfirmed Gifts

4. Select Team Filters

wm

Review Delivery Details

Select Delivery Type

. Minimum Number of Donations:

Select Participation Types Enter the number of donations that a participant must have received in order o be sent this email message.

Select Registration Filters
a. Denations Received

b. Participant Emails

~

Maximum Number of Donations:
Enter the number of donations that a participant must have received in order to be excluded from this mailng.

¢ Unconfirmed Gifts
Select Team Filters

Review Delivery Details

w

Minimum Donation Amount:
Enter the monetary amount that a participant must have raised in order to be sent this email message.

Ead

Maximum Donation Amount:
Enter the monetary amount that a participant must have raised in order to be exciuded from this mailing. (Note: Enter whole numbers only )

b4

Self Donor Status Filter:

Select the appropriate option below to determine which participants should be sent this. emai message based on if they made a donation to their own
fundraising effort

© ANl participants regardless of self donor status
© Self donor participants (who have made a donation to their own fundraising effort)
O Participants who have not made a donation to their own fundraising effort

m o Ganeel

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

. 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,

[RR T,

Select Registration Filters
a. Donations Received

b. Participant Emails

o

. 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

¢. Uncenfirmed Gifts

&

. Select Team Filters

o

Review Delivery Details

m o Gancel

¢. 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

wop o

Select Registration Filters
a Donations Received
b. Participant Emails

c. 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 o
C 1. Team Membership Filter:

1 . Tea m Members h ip Filter: F| |te|’ t he I f fi‘imP?nic\pa|\g\w e ::‘ngwgi‘;:ah:‘sgrfrunu.:aﬁ{sp;';ﬁ‘\:;ﬂﬁfxThg;.:h;i;:f;;m:‘i::ciz?xf)m email message. (Note: To exclude a group of team
recipients of the email by team ca ptains, & selectTeam Fitters g ITndividlmI pbarlicipamsnnlonateam
5. Review Delivery Details eam members
team members, or individual walkers. 1 Toam capiaina

[T Company coordinators of teams

Related Actions

2. Company Affiliation Filter:
Selectthe appropriate option to determine which participants. wil be sent this email message based on their association with a company.

2. Company Affiliation Filter: Filter the —
email list further by the participants’ © bartpane s it s canpary o
Corporate aff|||at|on @ Participants affiliated with the following company
Name of the Spedific Company:

Click NEXT to apply your filters.

Looking to further refine your email audience? Click Configure Additional Filters under Related Actions.

1. Select Delivery Type

N

elect Reolstration Filters Select Participation Types

Team Filters

w

Select Registration Filters

5. Review Delivery Details

4. Select Team Filters

a. Donations Received

b. Participant Emails

c. Unconfirmed Gifts

Review Delivery Details

If you have any questions, please open a Salesforce Case.
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Select Delivery Type

a. Donations Received: Filter the
recipients based on the number of
donations received or the amount the
participant has raised as of the email e ko e ot e Pt et kv o b i o el
delivery date.

i.  Youcan also filter on whether a
participant has made a self-
donation or not (participant must
have been logged in at the time e st s et b st o s, i i il s )
of making the self-donation in
order for them to filter correctly).

. Minimum Number of Donations:

Select Parficipation Types Enter the number of donations that a participant must have received in order to be sent this email message.

Select Registration Filters

BowoN

[

™

Review Delivery Details

w

Minimum Donation Amount:
Enter the monetary amount that & participant must have raised in order to be sent this email message.

IS

@

Self Donor Status Filter:

Select the appropriate option below to determine which participants should be sent fhis email message based on if they made a donation to their own
fundraising effort.

@ All 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 cancel

b. Participant Emails: Filter the recipients based on the number of emails they have sent from their dashboard!

1. Minimum Number of Emails Sent by Participant:
ipation Types Enter the number of emails that a participant must have sent from their Participant Center in order to be sent this email message.

tration Filters.
eam Filters

a. Donations Received
b, Participant Emails 2. Maximum Number of Emails Sent by Participant:

¢ Unconfirmed Gifts Enter the number of emails that a participant must have sent from their Participant Center in order to be excluded from this maiiing.

5. Review Delivery Details

Next or  Cancel

¢. Unconfirmed Gifts: Filter the recipients based on the number of outstanding unconfirmed gifts that the
participant has in their Gift History

Select Delivery Type

D 1. Minimum Number of Unconfirmed Gifts:
Select Participation Types 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 )

W

Select Registration Filters
4. Select Team Filters
a Donations Received

b. Participant Emails or  Cancel

¢. Unconfirmed Gifts

o

Review Delivery Details

Click FINISH to apply your filters.

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
based on program type.

01 Event Snap Shot Report
An event snapshot with overall event totals for online & offline confirmed gifts, registration fees, number of teams and
participants.
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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. (Intended to 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 based in 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

OLER Donation Report (Only shows offline donations for event)
OLER Upload - Event Gifts

OLER Upload - Participant List

OLER Uploads - Team List

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

108


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

