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Part A: Getting Started

Start to create your own fundraising page by
visiting the http://bit.ly/2bJ2elf to register in the
system, and select either English or French from
the top right corner.

Click on the “REGISTRATION” drop-down and
then select the host country for your placement
from the drop down list.
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Sponsor a Volunteer

Search on 2 word orlefters in the First Name or Last Name,
Fis

Last Name.
Sort By: FistName  + Results/Page: (10

Search

Click on Fundraising Page Registration and hit the
CONTINUE button

it )

Register now to create your Uniterra
Fundraising Page!

Uniterra Volunteer Registration

here to create your own personal fundraising page
draising Page Registration
or here to creale your own volunteer fundraising page with Uniterra.

Continue |

Complete the Registration form.

 Note that * indicates a required field.
 Please be sure to indicate an “alternate email

address” if you have one, so we can always
have a way of getting in touch.

* Please be sure to enter your fundraising goal
-$1500 or $2000 - that way you will be able to
track your progress!

Create your username and password for the
Participant Centre. Please be sure to note this
down, or email it to yourself so you don’t lose

it (a copy will also be emailed to you once you
have completed the registration process). The
Participant Centre is the space where you will be
able to track progress, send emails to potential
sponsors, send thank you letters, connect via
social media etc.

Participant Centre Access Information

Create a username and password to access the Participant Centre.
An e-mail will be sent to you with your login information

Username:* mgodwaldt

G

- 20 characters)

Password:® | eeeees

S

- 12 characters)

Repeat Password* | seseen

Previous

6 - 12 characters)

‘ Continue

The next page will ask you if you would like to
make a donation to your own campaign. This page
comes standard within the Raisin Fundraising
System, so we were unable to remove it. It is not
mandatory to make a donation in order to register,
soyou can click “Continue” to proceed with
registration process if you do not wish to make a
donation at this time.

Register - Individual

Donation
Donations of $20.00 CAD or greater will automatically receive an electronic tax receipt
s
I'd like to make a donation in the amount of (CAD): ‘g

(This amount will be applied towards your fundraising goal)

Previous | Continue I
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Confirm that your information is correct, and click
CONTINUE. If it is not correct, you can choose to
EDIT to revise it.

When your registration is complete, you will

see a screen like below indicating that you have
successfully registered. You will also receive a
confirmation email from the Program Officer
(Volunteer Relations & Communications), which
will include your username and password for the
Participant Centre.

CHECK YOUR SPAM FOLDERIF YOU DON’T
RECEIVE IT.

Click on START FUNDRAISING NOW and you

will be taken to the Participant Centre to begin to
design your page. Or, you can exit and complete
the page at a later stage. You will be able to

log back in by going to the confirmation email
from the Program Officer (Volunteer Relations
and Communications) and then clicking on
“Participant Login” in the email. Note that you can
only login with Facebook once you have set up that
feature in the Participant Centre.
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Registration Complete
You have registered successfully. Thank you for your commitment to the Uniterra
program.

(f|wc-| + 0

I Start Fundraising Now I

Congratulations on creating
your Fundraising Page - Now
let’s put it to some good use!!
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Part B: The Participant Centre

The Participant Centre is essentially your Fundraising
Dashboard. It is the place where you can:

« Design and set up your fundraising page
* Manage your fundraising efforts

» Email contacts to request for sponsors

+ Send personal thank you letters

+ Enter off-line pledges
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e
........... # [E I ut

\Welcome to the Participant Centre

Hera ara valuabla 100l to halp you spread the ward and managa your fundraising effors

I
o Launch Your Fundraising Campaign

1. Customize your Par=onal
wr contact list
3 E-mail family and frian
4. Embed your Fundraising B
link for Fundraising Bad

sy A 5 Book
licit donations using the E
dge into your blog or extemal sites by copying the

Manage Your Fundraising and Enter Offline Pledges

1. Moniter individual responses, send e-mails and thank donors using Follow Ups
2 Track donations using Donal History

3 Entar and pay To 1

Meed Help?

1. Use Online Halp to assist you each stop of the way
2 Contextusl {§) Help is also available throughout the site

Before going any further, be sure to record your
fundraising page URL, so you can share it outside
of Raisin. At the top of the Participant Centre page,
click on Edit Profile/Personalized URL. Scroll to the

bottom of your profile and it will give you the option
to copy or even personalize your URL to reflect your
own name. You can even shorten your URL by using
bit.ly to make it more convenient for sharing.

Personalize Your URL

Customizing your URL (Web link} will allow your family, friends and associates to quickly
and easily access your Personal Fundraising page:

hitps:/fwusc.akaraisin.com/uniterraen/8bad 1f6a09454312a589c52 19ef54a60
Edit

hitps:/lwusc.akaraisin.com/uniterraen/| 8ba41f6a09454312a589¢c¢

(example: hitps:fwusc.akaraisin.com/uniterraen/YourMame)

Save || Cancel

Design your fundraising page! Click on the
PERSONAL PAGE icon to start to design your
fundraising page. You will immediately notice
some editable fields including:

* Your fundraising title page
* Your personal photo

* Your fundraising homepage text —we have
included some template text - feel free to
modify it as much or as little as you wish. You
can change fonts, colours etc. If you know
HTML, you can even get more creative. Be
sure to click UPDATE once you have finished
editing your text. Have fun with your page -
make it engaging and educational.
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Hallo Melizsa Godwaldt #lE

Weléome 16 Melissa Godwaldt's page

Donate Now

acHEvED
& 50.00
@] eo1T mangEs viDEOS $1,500,00

|
£ |w]c:|=] +

 torT TEXT
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Click on the ADDRESS BOOK icon to add
contacts to your personal address book so you
can email your contacts and ask them to view
your fundraising page and sponsor you! Using the
Address Book icon, you can manually add contacts
to your list or import entire lists from your email
applications. Unless you want to import all the
contacts from your email provider, the best way

is to select “Quickly Add Contacts” and select the
contacts that you would like to include in your
fundraising requests.

From the ADDRESS BOOK, you can also edit your
contacts and even link to the EMAIL CENTRE,
which is also the next icon in the PARTICIPANT
Centre.
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Hello Melizea Godwaldt #*

Manage Contacts in Your Address Book @

Creats a maling list 1o ask for sup;
addrass book is private and anly 2

Responses will be tracked in Fallow-ups. Your
sible by you

Quickly Add Contacts  [liManually Add Contacts  Manually Impoert Contacts
s i Contnctn 3 Tmpoct Contacts

T our Addrass Book From Your E-mail

Application

Search Contacts

Name ! E-mail ResultsiPags 15 «|| Search

Edit Contacis [0 contacts]

Legend: D Donor T Teammata

Hame E-mail Phone Type  Action

Start to send messages about your fundraiser by
clicking on the EMAIL CENTRE icon. Here you
can draft letters to your contacts and ask them
to support your fundrasing efforts. In the email
centre you will find that we have designed some
sample letters that you can modify and send

to your contacts. Click on one of the Sample
Fundraising Emails to see sample text we have
drafted for you. Modify the letters - and get
personal! Share details about your upcoming or
current mandate and discuss details about your
mandate and expereinces so far.

Whenver you see something like

[%ContactFirstName%], it indicates a MERGE
FIELD, which will be populated once you send
the letter. Merge fields are helpful when you are
sending a bulk amount of emails because they
will populate the letter with things like people’s
first names, your fundraising goal, how much you
have raised so far, etc. Monitor merge fields closely
before sending your email message. You can also
send follow-up messages, thank you messages

or design our own message from scratch. Always
send yourself a test message first — to make sure
everything is set up the way you want it!
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Hello Melizzsa Godwaldt #
Send Emails to Your Contacts & Fielp
Select one of the sample e-mails below or use the Blank e-mail 1o create your cwn

message Messages can be saved for flure use

Your Saved E-maills

Curently, there ara no saved Messages

Sample Fundraising E-mails

Ol can ol be sant 10 Sonors

Sample Invitations E-mails

Personalize your email signature with your
Fundraising Badge! Your FUNDRAISING BADGE
is a neat feature that allows you to communicate
your fundraising progress graphically. Your badge
contains your goal, how much you achieved thus
far and a percentage achieved. Your customized
FUNDRAISING badge will appear at the bottom
of an email if you select “Include my fundraising
badge”. Here is a sample of what it will look like:

iterra

ra*m‘r WILL HELP ME REACH MY GOAL.
| PLEASE DONATE GENEROUSLY.
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Follow-ups are key in fundraising!! The FOLLOW-
UP Icon is essentially a dashboard of your outreach
efforts. From here, you will be able to see every
contact you imported into your fundraiser, as

well as how many emails you have sent them and
whether those emails were openned with a click, if
they visited your fundrasing page and if they chose
to donate. It is a very effective tool for managing
the outreach part of your fundrasising efforts.

\ } | &= )
i_‘ ‘ el | @ ‘3;4- @
FERSONAL PAIG MOUSHION AL CENTRE AT AN RE
ot e
Hello Menssa Goowala, . .. ... .
Follow-Up on Your Emails & Thank o
el
Donars
Fullaw-Ups helps you frack and manitor your campaign's email & donation activites
=0 you can targel your communication for best fundraising resulis!
Filter / Search Contacts
Filter Contacts By: All Contacts Bl
Name | Exmail | e ETS
Follow-Up Status |3 contacts 1 P Heln
Legend:  3=nd a Thank You E-mail ¢ Send a Follow-Up E-mail D Donor T Teammate
E-mails Sent  E-mails Open  Page Visits Donations
5 To Amount
~  Name & E mall Do Tyoa # Laet ki Last * Last (CAD) Last
Cecile Robert %
| crobert@wuse ca i
Mslmsa Godursk
| ey oo I 1| 2016-07-04 1 2016-07-04 1 2016-07-04 I 000
Olivia Yahaut
oyahaut@wusc ca ]
| E-mall Selecled Conlacts | | EmailFillered Contagts | Export List

Best Practice

Follow-Ups are critical! Sometimes an
email will arrive at a time when a poten-
tial donor is busy, and then it just gets
lost in their inbox. A follow-up email a

few weeks later might mean the differ-
ence between a great donation or noth-
ing at all. This fundraising platform allows
you to carefully track every message you
send! Use it!

Get Social!!! The GET SOCIAL icon allows you to
connect your Uniterra Fundraising Page with your
social media. One of the first things you can do is
link your fundraising page with Facebook.

HOome ADOUT UNITema ADOUT WU SU & CECI comacius

8 | &2 17 = 9 @

. i S
| b | Sk |
FTASOMAL PAGE ADJRESS MODK ML CONTRE BET S2ciAL LLOW-UPS BORATION TNTTR
el L

ohaNg L

Hello Melissa Godwaldt, . .. ... ... . ... # [ Edit Profile / Personalized URL [ Logout ]

Get Social!

Share your fundraizing efors using Tacebook auto-posts. Tha post will halp incraasa
awarenass and raise funds!

| {1 d i through faceb

A postwith a link to your fundraising page will be published to Faceboak an your behalf
each ime you receive a donation — the Donor name will not appear. See =wample

-clk:lt Connect and then check Auto-Fost:

Create your auta-pasts and Increase donations
DOonation Recewed
25% Fundralsing Goal
50% Fundraising Goal

T5% Fundraising Goal

‘Goal Reachad

If you are using the computer that you normally
use for Facebook, click on the FCONNECT button
and it should bring up your Facebook account. If
not, you will just have to enter your Facebook login
and password.

Once you are connected through Facebook, you
can use Facebook as your login protocol and you
can also create automatic Facebook posts when
you receive a donation, or when you reach certain
targets in your fundraiser. You can also use the
icons at the bottom to share your Fundraising Page
through Facbeook, Twitter or other social media
mechanisms.
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Track your progress! The DONATION HISTORY
icon provides you with a clean snapshot of your
fundraising progress thus far. It allows you to see
your goal, number of donations, total funds raised
to-date, change your fundraising target, re-issue
tax receipts and much more.

B @ & B 7

Hello Melissa Godwaldt # [Logout]
From Event | Linitema Voluntaer Fundraising (Cumenty «

Donation History @ e Personal Progress

Walch your campaign grow! Summary
Your Funara sing 603l (GAD 1500 00
s S e Total Kumber of Conations: q
Total Amount Raisad (CAD): 0.00
Upasia
Search Conlacts
Name / E-mail ResultsPage. 25 v Saarch |

Donations [0 recordiz]
o donztions nava bean made y=1

| E-mail Al Gontacis |

The Uniterra Raisin fundraising platform enables
you to enter OFFLINE PLEDGES. Which means,

if you get a donation from a donor in the form

of a cheque or cash, you can still enter it into

your fundraising page and it will reflect in your
fundraising total, and count toward your goal! You
can enter all of the donor information and the
donation amount and then mail their cheque (or a
cheque from you if it is cash) to WUSC or CECI and
we will confirm the donation on your fundraising
page once the cheque has been processed.

2 | e ] & 7 :
Hello Melis sa Godwaldt # |Logout)
Enter Offline Pledges B Hep

Add cash o chegue donations b vo
applicable) and you will help sav

1 will receive their e-tax raceipt i1
or thi avent.

Add/Edit Donors

User Type: * = Individual

Organizetion Reprasentatve
First Name. * |
Last Nams:*
E-mail:*

Crganization Name:

Courtry:* Canada
Adoress:

ity

Pravince | State: * Select..

Pastal Code j ZIP:

Phone.

Donatian Amount (CAD}:*

Payment Type: * Selact

Honour Roll Oplions: Show My Marne and Amount

(Saleclion will appaar onYour © 5 Iy Mame Qnly

Parsenal Page) 5 Iy Narie as Angnymous @amount will show)
Sther (Custan)

Add Danor

Be sure to fill in all of the fields marked with an *,
or else it will not let you add the donor.
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Part C: Need Help®

The ONLINE HELP might already have the answer for you! The ONLINE HELP icon provides an overview for
each section of the Participant Centre (Personal Page, Address Book, Email Centre, Get Social, Follow-ups,
Donation History, Enter Offline Pledges). You can click on “Address Book” for example and it will bring up
several dozen Frequently Asked Questions that might address your question.

Email or call WUSC or CECI for help. If you tried the online help and you can’t find the answers you are
looking for - take a screen shot that illustrates the problem you have encountered and send a detailed mes-
sage to WUSC or CECI using the contact info below:

WUSC CECI
volunteerfundraising@wusc.ca donsweb@ceci.ca
1-800-267-8699 1-877-875-2324
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