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My Participant Center Tools
STEP 1:  From the Walk MS Homepage select My Participant Center Log In. Enter Username and password to access My Participant Center.
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Your personal page is a web page where your friends and family can read about why you are
supporting this cause and sponsor you by making an online donation. Follow the steps below
to personalize your page.
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STEP 2:  At your participant center you can:

· Set up your personal webpage

· Upload your email address book

· Send emails to solicit donations and to thank your donors

· Track emails sent and actions taken

· Track your fundraising progress 
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Access your team information 
(only team captains have this icon)
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Setting up your personal webpage

STEP 1:  From My Participant Center select the Personal Page button. 
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STEP 2:  Utilize this page to change the template or edit the font and color scheme.  To upload photos and change the text for your personal page select #2 and open the page for editing.  Be sure to save your changes for 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 photo images must be JPEG files and smaller than 200KB.  
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STEP 4: To edit the text on your personal page, click in the text box and begin typing.  After you have made your changes, please be sure to save your changes.  

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 or just with your daily thoughts. Encourage your friends to bookmark it and check frequently to see your latest updates.
STEP 1:  With the personal page still open for editing, scroll to the bottom of the page to the “Personal Web Log (Blog)” section.  Click the check box to indicate that “Yes”, you would like to add a blog and enter a title for your blog entry.   




STEP 2:  Before you “Post a New Topic”, scroll to the top of the page and save all of your changes.  After saving changes, click “Post a New Topic”.  
STEP 3: After choosing to “Post a New Topic”, a new screen will appear with a preview of your personal webpage.  The blog screen will appear at the bottom of this page. 


STEP 4: Once you have entered your information, click “Post your topic” to submit your blog.  This will now appear on personal page.   
Uploading your address book
STEP 1:  From My Participant Center select the Address Book button.  You can add contacts or upload your address book from Outlook, Yahoo, AOL or a generic CSV file.  Simply click on the “Import Contacts” link to upload your address book.






STEP 2: When you upload your address book, search for the file you want to add by selecting the browse button. Once you have selected the file, click the “Upload Now” button.



Sending emails
STEP 1:  From My Participant Center select the Email button.  You can use the template emails or draft your own personal message.  

      




STEP 2: From this section you can send emails to potential donors to solicit donations and send thank emails to those that have donated.  You can also send emails to teammates.  
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. 





STEP 2: The To-Do column lets you know if you need to send any reminders, solicitations or thank-you emails to your contacts. 
Tracking your progress
STEP 1:  From My Participant Center select the My Progress button. This section helps you keep track of all your donations.





STEP 2: This section automatically keeps track of your online donations and you can post any donations you receive offline. The Gift Summary shows your total fundraising to date. To post offline donations, click the Enter Gifts Received Offline link. 
TEAM CAPTAINS 
(Only Available to Team Captains)
STEP 1:  From My Participant Center select the My Team button.  From this section of the participant center, you can 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.   





Step 2: Utilize this page to edit text and upload pictures to your Team Webpage.    All photo images must be JPEG files and smaller than 200KB.  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 you log out.  
Step 3: Below the Team Summary section, the Gift Summary and the Team Progress sections provides detailed information and charts regarding your team’s fundraising efforts.  





Step 4: The Team Roster allows you to maintain a detailed listing of registered team members and their fundraising efforts.  From this section you can print your team roster, download the team roster to an outside source, and email individuals or the entire team.  
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