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Participant Center Overview

Once you have registered for a Team CF event you can access your
Participant Center. Tools in the Participant Center include tracking your
fundraising progress, sending emails to family and friends and editing your
personal page.

Home Tab

The Home Tab allows you to track the amount you have raised or change
your fundraising goal. You can also view the percentage of donations
received towards your goal and the number of days left to raise additional
funds.
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Download our Team CF Mobile App
today!

Raised: $0.00 | My Goal: $200.00 changel Percent: 0% | Days Left- 80

What to do next?

Customize your Personal Page with a story about why you are raising funds for this cause

Stay Connected to Team CF!
Text STRIDES to 80077 to receive
Steps to Success informative monthly text messages.

To View Your Fundraising Progress:

1. Log into your Team CF website.
2. Click the Home tab.
3. View the amount you have raised towards your fundraising goal.
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Send Emails Tab

Use the email tools in your participant center to spread the word about your
participation in the Team CF event by emailing friends and family. You can
also upload your email contacts from other email providers.
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To Send Emails:

Log in to the Team CF website and click the My Events button
Click the Send Email tab.

In the To line, enter the email addresses of your recipients.

Enter a subject for your email.

There are multiple email templates you can use and each template
includes a default message that you can customize to best fit your
needs.
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6. Check the Include personalized greeting box to personalize the
greeting of your message.
7. Once you have finished with your email, you can save it, preview it, or
save it as a template.
a. When you save it as a template, you can use it for other emails
messages in the future.

To Upload Contacts:
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Asking friends and family to make a denation to your Team CF fundraising campaign is one of the most Draft

effective ways to raise money [
« CIlick “Your Centacts” on the rignt to uplead your contact list. Sent
« Start writing your letter. If you need help finding the right words, click the “use a template” button to view

sample emails and thank-you messages. Choose the letter you want to send and personalize it with your
story and stationery style.
= When you're finished, send your email. You can also:

= Save the email as a draft that you can send later

o Preview your email before sending it.

< Save your email as a template. This allows you to send the same email to others at a later date o 4—
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Quick Tip: Be sure to save your email drafts frequently to prevent losing your work. The system will
time out from inactivity.
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Log in to the Team CF website and click the My Events button
Click the Send Email tab.
Click Contacts from the menu on the right.
You can Import Contacts or Add a Single Contact.
To Import Contacts, choose that option below the Contacts button.
o You can upload directly from Gmail or Yahoo or download
contacts from other email providers into a CSV file.
o Choose how you want to upload your contacts and click Next.
o If you choose to upload from Gmail or Yahoo you will need to
enter your username and password.
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o If you choose to upload a CSV file of contacts from another
email provider you will be prompted with instructions.

o You can choose to upload all contacts or select ones.

o Once you have followed all the prompts you will see your list of
uploaded contacts in the Contacts section of the Send Emails
tab.

6. If you want to Add a Single Contact, click Add A Single Contact
below the Contacts button.

o Enter the first and last name and email address of your contact.

o Click Add.

o You will now see the contact you added in your list of
Contacts.

Progress Tab

After you send your email message, you can review your personal
fundraising report on the Progress Tab. The information available includes
a graph of your donations, a list of your donors, the amount they donated,
and the date they made the donation.
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To View Your Fundraising Progress:

Log into the Team CF website and click on the My Events button
Click on the Progress tab.

View the information in the Progress Report.

If you want to receive notifications when someone donates, verify Gift
Notifications is set to On.

5. You can also view the messages that people send you when they
make a gift in your Donation History.
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