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Online Registration Overview

Online fundraising begins with participation. Through its participants, the Arthritis Foundation can extend the reach of its supporters and build awareness for our cause. Each registrant automatically receives a personal Web site page where he or she can solicit for charitable contributions from friends and family or enter donations of their own. 
Registration Options

Individual Participants

If you choose the Join as an Individual option, you are registering to help raise money on your own without the help of team members. Each participant has the opportunity to see how they rank against participants in fundraising using the real-time competition statistics on the homepage.
Team Captains

When you start a team, you are designated as the Team Captain. When you register you will get to choose a name for your Team. You now have the opportunity as Team Captain to not only email your friends and family to meet your personal fundraising goal, but also actively encourage team members who will join your efforts to raise money for the prevention, control and cure of arthritis. You will see how your team ranks against other teams in fundraising with real-time competition statistics on the homepage. 

If your team members do not have an Internet connection, you can register for them. If you don’t have their email address, you may use yours. Otherwise, please use as much of their information as possible. You will receive their email notifications, but other correspondence from the organization will not be duplicated even though your email is entered multiple times.

Team Members

When you join a team, you are joining a team that was already formed by a Team Captain. You will be asked to search for and select the team by the team name. You may want to contact the Team Captain for the team name if needed.   

Step 1 - Start Your Registration

Registering from a Personal Page

If you have received an email from your team captain or a team member and you are on his or her personal page

· Click on Join My Team at the top of the page. You will automatically be joining your friend's team.

· You will be directed to the registration form to complete your personal information.

OR 
Registering from the Home Page

If you are on the home page of the event

· The web site will have a prominent registration action button. Either click on the Register Here button on the top of the home page or click on the registration link below Visitors on the main navigation. 

· You will be prompted to read and accept the conditions of the participant waiver. Please read the conditions, and click I Agree. If you cannot accept the conditions, click I Disagree. You will not be able to register online if you click I Disagree.

OR 
Registering from a Recruitment Group Page

If you are on a group pyramid page (i.e., company page), you can create a new team and become a Team Captain anywhere within the group pyramid page. Either:

· Click Create New Team above the team listing to create a new team directly under the main group.  

OR

· Click on any Create New Team link within the team listing (under the Action column) to create a new team within the group structure.
OR

· You can also join a team within the group pyramid structure by clicking on any Join Team link within the team listing (under the Action column).

Step 2 - How to Participate

To continue the registration process you will need to choose what kind of participant you will be:

You will now be asked whether you would like to start a team, join a team, or participate as an individual. Click on the radio button next to your choice:
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Note: If you are a company or group leader, and your event includes the Group pyramid structure, you must contact the organization to add your company.

As a Team Captain

· You will need to name your new team and supply a team fundraising goal and team member recruitment goals.

· Click Continue to go to Step 3
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As a Team Member

If you select to join a team, you will need to find your team that you want to join.

· You can now click on the drop down box labeled "Please Select a Team" and find your team in the list.

· Click Continue to go to Step 3.

Note: If you cannot find your team, then go back and join as an individual since you can always join your team after you have registered.

As an Individual Participant

After you click on the button you will be taken to Step 3.

Step 3 - Registration Form

Note: If you are a past participant of an Arthritis Foundation event, you can save time in completing the registration process by clicking on click here to autofill the form at the top of the form. Just enter your old username and password, and the system will retrieve your information.

Registration Information

· Enter your information in all of the fields shown in the form.

· You may be asked additional event-specific information. If so, these fields will show up at the bottom of the page.

Create Username and Password

· Each new participant selects a username and password that will be used to provide secured access to the various tools available in your Personal Headquarters. In this headquarters, participants can customize the personal page to match their own unique taste.

· You will also be asked to choose a "security question" from the drop down box. By choosing a question and filling in the answer in the text box, you will allow us to provide you with your username and password in the event you forget it in the future. This is just one way in which your privacy and the security is protected. 
Donation

· Use this box to enter a donation in addition to any fees associated with registration. 

· This is optional, but a great way to get started. After you enter a donation amount and complete the rest of the registration form you will be taken to another secure page to enter your credit card information.

Fundraising Goal

· Enter your personal fundraising goal. 

· You don not have to use our suggested minimum goal; it is supplied as an example. 
· When you are done entering your goal, click Continue to go to Step 4.

Note: You can change your fundraising goal at any time by logging in to your Personal Headquarters.

Step 4 - Billing Information (Optional) 
If you have chosen to give money during your registration either through registration fees or an additional donation, you will be redirected to a billing page. Otherwise you will be automatically directed to Step 6 - Confirmation Page.

All fields marked with a red asterisk "*" are required fields. 

Amount Due

· Verify the amount that you will pay at the top of the screen.

Credit Card Information

· Enter the Card Holder Name, Credit Card Number, Credit Card Type, and Credit Card Expiration.

Billing Information

· Enter the billing address and information for the credit card.

· If the billing information is the same as the registration information you have already entered, then check the box. If not please fill out the information in the table.

· Click Continue. You will be redirected to Step 5. 

Step 5 - Credit Card Processing (Optional)
We process all credit card donations and registrations immediately after completing the form. After you enter your credit card information you will be directed to a processing page and the message Please wait, your transaction is being processed will appear.
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Note: Do not hit the refresh button if your page is taking too long this will cause the system to charge your card twice. 

Note: Credit card processing should take up to a few minutes only. If you processing page has been stuck, then close out the window and attempt your donation again. 

· When your transaction has been processed you will automatically be redirected to Step 6. 

Step 6 - Confirmation Page

The online registration process sends an automatic personalized note/confirmation via E-mail to supporters to show appreciation, tax information, or other event instructions..

A copy of this confirmation will also be sent to your email address on record.

Personal Pages

An individual personal page is given to each individual registrant, regardless of team affiliation and it tracks fundraising efforts for that participant. 

Searching for a Personal Page

1. Go to the Home page for the event Web site by clicking on the Home link (located on the left-hand side of the Web site navigation at the top).

2. Click on the >> Search link within the Top Fundraisers Box located in the right hand side. The box will be near the top. OR

3. Each Web site will have a prominent search action button. Either click on the Sponsor Participant button on the top of the home page or click on the search link below Visitors on the main navigation.

4. Enter the first and/or last name of the participant.

5. Click the Search button.

6. The page will refresh showing a table of possible matches.

7. Click on the participants name to access the personal page.

Personal Page Set up

The individual personal page has the following attributes:

· Photo – Personalized by the registrant using photos provided by the organization or unique photos from the registrant.

· Text – Personalized by the registrant using a message provided by the organization or their own motivational text to friends and family.

· Honor Roll – Each person who donates to the participant has the option of being highlighted on the honor roll.

· Goal and Statistics – Each participant can set the personal fundraising goal and track real-time progress.

· Donations – Visitors have the option to quickly enter a donation and help support the registrants fundraising effort. 

· Join the team – Visitors have the option to quickly register and join the participant’s team (if any) to help support that team’s fundraising effort.
Team Pages

Each team automatically receives its own team page and has a team fundraising and recruitment goal that is set by the team captain. This page is setup and managed by each team captain and is used to track and display fundraising efforts for all participants who have joined that team.

Searching for a Team Page

1. Go to the Home page for the event Web site by clicking on the Home link (located on the left-hand side of the Web site navigation at the top).

2. Click on the >> more link within the competition box (Team Ranking) located in the right hand side. The box will be the bottom box.

3. Scroll down and find the team name. 

4. Click on the team's name to access the team page.

Team Page Set up

The team page has the following attributes:

· Photo – Personalized by the registrant using photos provided by the organization or unique photos from the registrant.

· Text – Personalized by the registrant using a message provided by the organization or their own motivational text to friends and family.

· Honor Roll – Each person who donates to the participant has the option of being highlighted on the honor roll.

· Goal and Statistics – Each participant can set the personal fundraising goal and track real-time progress.

· Donations – Visitors have the option to quickly enter a donation and help support the registrants fundraising effort. 

· Join the team – Visitors have the option to quickly register and join the participant’s team (if any) to help support that team’s fundraising effort.

Personal Headquarters Overview

The Personal Event Headquarters is where participants use a suite of online tools to spread the word and motivate friends and family to help the cause. Each new registrant can use his or her username and password to access the protected personal headquarters section of the Web site. This protected area provides participants a suite of on-line tools to utilize the Friends Asking Friends™ technology. 

Personal Headquarters Tools

· My Webpage – You can customize your own personal page with "point and click" artwork and photos before spreading the word.

· Edit Personal Page - Make edits to your personal page including images and text.

· View Personal Page - View your personal page with the scrolling honor roll and your latest editing changes.

· Edit Team Page - Make edits to your team page including images and text (team captains only).

· View Team Page - View your team page with your latest editing changes (team captains only).

· View Corporate Page - View your corporation page (group leaders only).

· E-mail – You can use this comprehensive E-mail tool to spread the word and send E-mails to friends and family. Send your E-mail campaign to friends and family encouraging them to participate and support your efforts. Use our template letters or customize your own.

· Send Email - Use the E-mail center to compose, preview and send you E-mail to your friends and family.

· Address Book Import - Import your address book from your Microsoft Outlook, Yahoo!, or other E-mail system.

· Email History Log - Review the success from your past E-mails and track how your friends and family are reacting. 

· Reports – You can use the online reporting feature to track individual or team fundraising progress. These reports provide detailed donor history, and allow registrants to quickly send personal thank you E-mails to donors.

· Donation Report - View all of the donors and donations made during your fundraising efforts

· Team Report - Review all of your team members (team captains only).

· Tools – You can enter cash/checks received using a simple secure donation form to keep up-to-date fundraising data. You can also edit their information, such as name and address to make sure that contact information is always accurate.

· Pledge Entry Form - Enter your offline check and cash pledges.

· Pledge Summary History - Review the history of electronic pledge sheets that you have sent to the organization.

· Print out donation form - Print out a hard copy of a donation form to help your fundraising.

· Team Registration - As a team captain, you can register your own team members online.

· Edit Profile - Make updates and changes to your profile including team affiliation and goals.

· Edit Login - Change your username and password information.

· Manage Company Pyramid - As a team or company captain, create new teams, participants, and co-leaders beneath you. Only available for events with a Company Pyramid Structure.

· Community - You can send messages of encouragement and personal experience to other participants of the event (not available for all events).

· Important Dates - Review important meeting dates and training sessions for the event set up by the organization.

· Bulletin Board - Post messages to a central online bulletin board for all participants to see. 

How to Use Your Personal Webpage to Fundraise and Increase Awareness

Step 1 - Build/Edit my Webpage

When you register online you will automatically be directed to your personal headquarters. One of the first things you are encouraged to do is edit your personal Web page. Your personal Web page is the page your donors will see; so give it your own touch by adding a picture and information about you and your reasons for participating in the event. A personal page has automatically been set up for when your register. 

You can edit the following attributes for your personal page 

Custom Image - Change your personal/team page image. 
1. Login to your personal headquarters. 
2. Click on Edit Personal Page underneath My Webpage on the headquarters menu. 
3. You may use the default image or select (see step 4) an image from the library or upload your own.

4. To select one of the images from the library, click select.
5. Search through the image library by clicking on the Prev and Next links.
6. Click on the image thumbnail to view a full-sized version.
7. When you find the image that you want to use, click the radio button next to the image.
8.  Click the Assign button.
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9. To upload your own image, click upload.
10. Click the Browse button.
11. You will be directed to a pop-up window where you can browse for your image from your desktop (or any folder or drive accessible from your desktop).
12. Find your image and click Open.
13. Click the Submit button to submit your image.

14. You can now edit your personal page further by adding custom text.

Note: Images must be "*.jpg" or "*.gif" file types and no more than 50KB in file size. We recommend that your images are less than 300 X 234 pixels. For more information on capturing and editing personal images, we have included a simple set of instructions on Image Editing.

Note: Some organizations will not allow you to upload your own image. If so, the Browse button will not be displayed.
Custom Text and Theme - Edit the text and theme of your personal page 
1. Login to your personal headquarters. 

2. Click on Edit Personal Page underneath My Webpage on the headquarters menu. 

3. You can also add a little fun by changing the theme of your page. Choose from the options in the drop down box labeled "Standard".

4. Check out your new theme, by clicking on the Preview button. Go back and select a new theme until you are pleased with your choice.

5. Type your personalize text in the text box labeled Caption under image. You can also type in personalized text in the text box labeled Edit the text. This text will be displayed on your personal page below your image.
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0. Once you are done setting up your page, you can click the Preview button. Your new personal page will pop-up in a new window. Click Close Window to go back to make more edits.

1. Once you are satisfied with your personal page, click Submit. Your changes will be made immediately and your updated page will be live for your friends and family.

You can also edit your team page as well (for Team Captains only) 

Step 2 - Send Email

Now that you have your personal page set up, you can start your E-mail campaign to invite friends and family to contribute and to build your team. The email message will automatically include a direct link back to your personal page to make it as easy as possible for them to make a donation or join your team. Each registered user has access to a suite of easy-to-use email tools. 

Your E-mail tools include

1. Address Book Import - Import your Outlook, Yahoo! or other address book to get things going quickly. Show me how. Note that your friend's and family's privacy are protected by restrictions on the use of those E-mail addresses you have uploaded.
· If you use an address book from many popular email systems, such as Outlook, Yahoo, and MSN, you can import those addresses into your E-mail center to help your fundraising.

Note: Some mail clients (i.e., AOL, Hotmail) do not support an export function for their address books.  To import contacts housed within these proprietary systems, it is still necessary to get that information into a CSV file (comma separated value).  The easiest way to do this is to manually drop these names and addresses into an Excel File, and save the file as type *.csv.

1. Login to your personal headquarters. 
2. Click on Address Book Import underneath Email on the headquarters menu. 
3. Select the type of address file you will be importing from the drop down list. You will need to have created your address book export file before your finish the next step. [image: image8.jpg]Where is the data coming from? [[





0. Click the Next button.

1. Browse your computer and choose the file that you wish to import.

a. Click the Browse button. 

b. You will be directed to a pop-up window where you can browse for your file from your desktop (or any folder or drive accessible from your desktop).
c. Find your file and click Open.

0. Click the Next button.
1. If you chose the "Other" address book type, you will label your fields as first name, last name and E-mail address. Otherwise, you can skip to step 7 below.

. Each pull down menu has a list of the fields that you imported. Choose the appropriate field from the pull down menu next to the E-mail field that should be associated with it.

a. Click the Next button.
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0. You will be taken to a confirmation page showing the number of successful addresses you have imported.

1. Click on Send Email to start your E-mail.

Note: The system will ignore any duplicate E-mail addresses you may be trying to import. This will cause you to see fewer records in the confirmation page than expected.  

2. Address Book - Once you have imported addresses into your address book, you can use the address book to select your friend's E-mail addresses. 

3. Simple Address Entry - If you don't want to use the address book, you can send out quick E-mails to your friends using a simple address entry tool. 
4. Create an Email Messages or use a Template - Choose from one of the pre-created rmail templates from the organization or create your own message.  
Once you have chosen your E-mail recipients by either Using Your Address Book or Using Simple Address Entry, you can now write your email message.

To use an common template from the organization

· The organization has already created sample templates for you to use. If you want to use one of these templates, choose the template name from the Template drop down. Common templates are labeled with "(c)".

· The subject line and the E-mail message for that template will automatically be populated in those fields.
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· You can make edits to template as you need by typing in the subject and message boxes.

To save a private message

· Create your message and subject line in the text boxes. You can start with a common template and make edits if you wish (see above).

· Click the Save As... link.

· A pop-up window will appear showing the open spots for your private E-mail templates. You can save up to six messages.

· Click the radio button next to the first unused template.

· Type the name for your new E-mail template.

· Click the Submit button.
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To use a private template

· You will need to first create a private E-mail template (see above).  If you want to use one of these templates, choose the template name from the Template drop down. Private templates are labeled with "(p)".

· The subject line and the E-mail message for that template will automatically be populated in those fields.

To start a new message from scratch

· Choose the Blank template from the Template drop down.

· Type in the subject line and the E-mail message for that message.
5. Send Your Email - Direct recipients to your personal Web page. 
Your outgoing E-mails to your friends and family will have a click here link automatically appended to the bottom of your outgoing E-mails that will take them to your personal donation page.

To preview your completed E-mail

· Click the Preview Email button at the bottom of the E-mail center page.

· A pop-up box will appear showing a sample E-mail with your message and the automated link.

· When you are finished previewing the message, click the Close button.

To send your completed E-mail

· Click the Send Email button at the bottom of the E-mail center page.

· You will be redirected to an E-mail confirmation page.

6. Email History Logs - Keep track of your "sent" emails and know who has donated, registered and visited your personal Web page.  
Step 3 - View/Enter Offline Donations

Now that you have set up your personal page and sent emails out to your friends and family, you can start using your personal headquarters to enter your offline donations for checks and cash received.  This function is only available for certain events.

You can enter your check and cash pledges 

· Pledge Entry Form - Enter your "offline" check and cash pledges that you have received from your supporters. 

· Pledge Sheet History - As you enter your offline donations, you will be creating an online pledge sheet. When you are ready to send your donations to the organization, you will send the online pledge sheet as well. This tool will list the archived pledge sheets. 

· Waiting for Your Confirmation - While online credit card donations are immediately applied to your fundraising goal, your offline donations must be first verified by the organization. Step 4 - Check Donation Report

You can return to your reports area and check you progress on your donation and team reports.

· Donation Report - Track each individual donation and your overall fundraising efforts. 

· Team Report - View your team members and their fundraising progress (available for team captains only). 
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