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My Participant Center Tools

From the homepage at www.challengewalkMSmaryland.org , click My Account on the
left side navigation bar.
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STEP 1: Enter your username and password to access the Participant Center.
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In order to access your paficipant center you'll need to Log In by typing your Username and Password in the grey box
below and select the "Logle” button directly below the Password field. Once you're logged in, you'll be able to access
YOUT aCCOUniiais g cred for,

ser Name:
Password:

Forgot your USerns orare Llick here for help. You will go to the user login page where you can request your
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Please note that if you have forgotten your username or password, you can use the Click
here for help hyperlink at the bottom of the screen to have that information emailed to
you.



STEP 2: Click on the link for the event you are registered for.
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Welcome back, Tom! Logout

MDM - 2011 Challenge Walk Event
June 11, 2011

® 2010 National Multiple Sclerosis Society. All Rights Reserved.
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STEP 3: The Participant Center allows you to do many things:

Set up your personal webpage

Upload your email address book

Send emails to solicit donations and to thank those who have donated
Track emails sent and actions taken

Track your fundraising progress

Connect your fundraising account to your facebook page

Access your team information (only team captains have this icon)
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Welcome to your Participant Center! Fundraising Goal: $300.00
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What should | do next? Update Goal

1. Update you Personal Page. Simply click on the Personal Page symbol above and

follow the directions. You can change the layout of the page, write you own personal ‘Your donation form is
appeal, upload a photo or one of the ones we supply. If you have any questions on currently marked as public.
how to update your personal page, email us at shelbi.bernstein@nmss.org. This means that your name

will appear in the participant
search list and anyone
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The fundraise with facebook icon allows you to connect your Challenge Walk MS
fundraising page with your facebook account to reach even more people and spread the
word about all your successes. When you click on the fundraise with facebook icon, it
will prompt you to login to your faceboook account. Facebook will then walk you
through the steps on how to make a tab on your profile or make a bookmark on your
profile page.



Setting Up Your Personal Webpage

STEP 1: From the Participant Center, select the Personal Page button.
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Your personal ot eb page where your friends and family can read about why you are supporting this
= o W @ donations. Follow the steps below to personalize your page.

Single Photo/Status left edge

or scheme:

2. Edit the content of this page.

Click here to open this page for editing

g your changes.

Refresh Preview | Return to Participant Center

Donate to Tom! Why We Fight MS
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here, you can customize your personal webpage using these easy tools.
1gn the look of this page.

a. change the template

b. edit the font and color scheme.

c. upload pictures

Open the page for editing. Be sure to save your changes before you log out!

STEP 3: Once you open the page for editing you can customize your page by adding
your personal story and photos. All photos must be JPEG and smaller than 4 Mb



STEP 4: To edit the text on the Personal Page, click on the text box and begin typing.
After you have made your changes, please make sure to click save!
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3. Save your changes.

Your changes have not yet been saved. You must click Save before gffiting.

Save My Changes | Preview this Page |

uit Without Saving |
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STEP 5: To pick a photo from your picture library, click on the Browse button to begin

your search. After you have selected your photo, click on the Upload Image button to
complete the selection.



Blogging on your Personal Webpage

Keep your Personal Page fresh by adding a web log (blog) on your personal webpage.
Update your personal blog frequently with your training or fundraising progress.
Encourage your friends to bookmark it and check frequently to see you latest updates.

STEP 1: The blogging feature is automatically enabled when you register for Challenge
Walk MS. To customize the name of your blog or turn this feature off, open the personal
page for editing and scroll to the bottom of the page. Don’t forget to save your changes!
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Keep a Personal Blog: ¥ es, Id like to sdd a Blog to my Personal Page

Title for Your Blog: ﬁy Challenge Walk M5 Journey

{~ Show Photos on the Personal Page

{" Show Video on the Personal Page
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| want to find the video on YouTube

URL for Video Flash File: I

Play Video |

Video Preview:

Video preview




STEP 2: To post a new entry to your blog, scroll down to the bottom of your Personal
Page and click Post a New Topic under My Challenge Walk MS Blog
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Why You Should Sponsor Me

Goal: $300.00 This event is a challenge - and an opportunity - for everyone involved,
Achieved: $0.00 participants and donors alike. With commitment to this cause, we can all be
part of a historic undertaking. The funds raised from the Chesapeake Challenge
will not only support research for a cure. but also provide programs which
Fundraising Honor Roll address the needs of hundreds of thousands of people living with MS right now.
Because we choose to walk for those who sometimes can't. Because we
choose to donate to the Challenge Walk MS Chesapeake Challenge, we are
getting ever closer to the hour when no one will have to hear the words, "You
have MS."
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pressed by third parties placing matenal on this page are not necessanly representafive of
the views of the National MS Society. If you feel this page confains objectionable content, or you have a
technical concemn, please contact the system administrator of this chapter. Be sure to include as much
information as possible.
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Be sure to enter your message and click on Post New Topic to add it to your blog.



When your Personal Page is open for editing, you can also upload videos to share with
friends and family.
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Uploading your Address Book

STEP 1: From Address Book, there are three different ways to add contact to your
address book.

® You can upload your address book from Outlook, Gmail, Yahoo, AOL or
Plaxo.
® You can import a generic CSV file

® You can manually type in your contacts one at a time.
[

To import an address book, click Import Other Address Book.
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To manually enter your contacts one at a time, click Add Contacts and type in the email
addresses of your friends and family.

STEP 2: Click on Add From My Address Book
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STEP#" From the pop up, select the source of your address book.

STEP 4: Follow through the prompts of the pop up to select your contacts, click NEXT.
Don’t forget to click Save when the pop up closes.



Sending Emails

STEP 1: From the Participant Center, select the Email button. You can use the
template emails or draft your own personal message.
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STEP 2: From this section, you can send emails to potential donors to solicit donations
and to send thank you emails to those who have already donated. Team captains can also
send email to fellow team members.



Following up on Your Communications

STEP 1: From the Participant Center, select the Follow-Ups button. This section
keeps track of all your communication with your contacts.
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The Contacts List shows all people now listed in your Address Book (either entered directly by you or added when you

sent them a message from the Participant Center Email area). You can keep track of the number of messages you
DOWNLOAD CENTER have sent each contact, visited your Personal Page, and made a denation,

OUR MISSION

CONTACT US Ared flag is automatically added to the To Do’ column of each contact who makes a donation to remind you to send a
personal thank you message. To remove the flag, select the recipient and a “Send Email’ button to access the
Suggested Messages list where you can use an existing appeal message or create a new one; or, use the ‘Clear To
Do Flag button to remove the flag manually.

To easily send follow up appeals, click ‘have not donated on your behalf for this event from the “Show contacts who ..
drop-down list and click the ‘Send Email to Al button to access the ‘Suggested Messages’ list where you can use an
existing appeal message or Creale e

are in this Contacts List {all contacts)

Send Email to Selected | Send Email to All | Clear To Do Flag

Clear To Do Flag
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STEP 2: The To Do column lets you know if you need to send any reminders,
solicitations, or thank you emails to your contacts.

There are color coded flags next to your contacts’ names to inform you of the type of
follow up needed.



Tracking Your Progress

STEP 1: From the Participant Center, select the My Progress button. This selection
helps to keep track of all your donations.
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STEP 2: This section automatically keeps track of your online donations and also allows
you to enter offline donations (these are cash and checks that you receive and will send
into the National MS Society.) The gift summary shows your fundraising total to date.
To post offline donations, click the Enter Gifts Received Offline link. Please feel free
to refer to the included Offline Gift Guidelines.



Team Captains (only available to team captains)

STEP 1: From the Participant Center, select the My Team button. This feature will
allow you to set up your team’s webpage, track your team’s progress, update your team’s
fundraising goal, review and maintain your team roster and email your team members.
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STEP 2: Utilize this page to edit text and upload pictures to your team webpage. All
photo images must be JPEG files smaller than 4Mb. To pick a photo from your picture
library, click on the Browse button to begin your search. After you have selected your
photo, click on the Upload Image button to complete the selection. Be sure to save your
changes before logging out.



STEP 3: Below the Team Summary section, the Gift Summary and the Team
Progress sections provide detailed information and charts regarding your team’s
fundraising efforts.
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STEP 4: The Team Roster allows you to maintain a detailed listing of registered team
members and their current fundraising successes. From this section, you can print your
team roster, download the team roster to an outside source and email individual team
members or the entire team.



