Instructions for Getting the Most Out of Your Friends Asking Friends Fundraising Site

—indicates a menu item that you must click

Editing your personal fundraising page and team page:
o To start off, first >go to the orange "My Webpage" tab at the top of your HQ to edit your Personal Page.
This 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.
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Upload your own photo by clicking = “upload”. NOTE: Your image mustbe maximum 100kb.
You can upload 2 photos, but they mustbe under 50kb each.

You can also edit the welcome message and other text on your page by typing in the text
boxes.

If you are a team captain you will be able to make these changes on your team page as well.
—>Click “Edit Team Page” on the top blue bar and follow the instructions listed above.

Using your Fundraising Site Email Feature:

e Start your email campaign to solicit friends and family for donations 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.
o Emailing your friends, family, and colleagues has been made easy! You have several available email
templates for multiple emails. = Select the orange Email Tab and choose one of the email templates. You
can personalize the emails by typing into the text box.

Join Me- asks your friends, family, and colleagues to sign up, join your team, or donate. This is a
good first email.

Support Me with a Donation- describes the effort and asks for others to support your team with a
donation.

Getting Close to My Goal-Send this email when you get close to your goal. It shows potential
supporters that you've already been working hard to get donations and need their help to meet
yourgoal.

Thank You for Your Donation-Send this to anyone who has sponsored you or your team.




e Using your Fundraising Site Email Feature(Continued):

o Enter email addresses manually by filling the “Greeting” and “Recipient Email” fields or Import your contact
lists to send emails:
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Use your personal/work email address book to send emails from your Sleep Out fundraising
headquarters. - Select “Address Book Import” from the blue menu
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Select your >email provider. You will then get a prompt to log in to your Gmail, Hotmail, or Y ahoo

account. The Friends Asking Friends site will access your address book and you will be able
import your contacts by selecting them from the window prompt.

Post a status update with a link to your page on Facebook or Twitter

o —>Under the “Email” tab >select “Facebook” or “Twitter”. You will be asked to login and give permission

for the site to access your facebook. An automatic status update will appear with a direct link to your site.
You can edit the text box to include a personal message.




Managing Donations

o Print a Donation Form for those unable to make an online contribution-—> Under the orange “tools” tab -
—>select the “Print Donation Form” on the top blue menu. A pdf will appear in window and you will be able
to make multiple copies of this form. Please return donations and these forms to the address listed on the
form.

o Entering Pledges: Has someone made a donation via the printable donation form or pledged to sponsor
youorgiven you a personal check toward the cause? Make sure that your online donation page reflects
these donations by entering them as a pledge. Under the >orange “tools” tab - select “Enter Pledge” on
the top blue menu. Once you enter the pledge, it will alert our treasurer to be on the lookout for that pledge
in the mail. Once the check is received, the treasurer will approve the donation and it will be added to your
overall goal.
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= - enter more donations on the next page.
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o View your fundraising progress: See how far you and your team are in meeting your goal. View your
donation reports by clicking on the >orange “Reports” tab. From here you can —>select “Donation
Report’ and “Team Donation Report” (if you are captain)

o See who has made a donation: View individuals who have made donations by viewing your donation
reports by clicking on the >orange “Reports” tab. From here you can —>select “Donation Report” and
“Team Donation Report’ (if you are captain)




