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HOW-TO create a PWA online personal fundraising event pledge page

Thank you for your interest in fundraising for the Toronto People With AIDS Foundation! This is a tool to assist
you in raising funds for PWA using an online personal pledge page. It’s easy for you to personalize your own
online event and it’s convenient for family, friends and colleagues to make secure online donations using their
credit card or Pay Pal account.

If you have questions about this tool or how to set up a personal pledge page online, please contact PWA at
donate@pwatoronto.org or by calling 416-506-1400 ext. 239.

To create a new personal fundraising event pledge page, follow this link or copy and paste it into your
browser: http://tinyurl.com/PWAhowto

Click on ‘Sign Up’ under New Registrants.

1. Read the Waiver and if you accept the terms, tick the circle next to ‘l Accept’. Then click ‘Continue’.
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On the ‘Provide Your Contact Information’ page, complete every field in the form and create a username
unique to your event and a password (Keep in mind that if your donors go online to pledge your event there

are options to search by your name or the event name. So choose an event name that is simple and
memorable). Then click ‘Continue >’.

Plezseprovide your contactinformation anc creste 2 usal gssword in order te set-up yoursccount

Parsonal Infarmation
 First Name: HOW
“Last Name: |Te

@ Home Clork

© Address

'EsrrpleSt.
~ City: SamplaTown
* Province:s Ontaric L |
* Postal Code: [vBaz= |
* Country : ¥
*PhoneNumber: ¢ [416 | [S06-1200
“Email Address:  [donat=@pv storonta.omg
Account Information
‘Youraccountussrname and password will sllowyou ta legin following registratic
" Username: I
" Password:

* Retype Password:

s —

Cancel

3. On the ‘Please Answer These Questions’ page, you are able to make an initial donation towards your
fundraising goal. You are asked to confirm or edit your entered contact information. As well you have the
option to indicate that you are interested in receiving emails and mail from PWA about how your donations
make a +positive difference for people living with HIV/AIDS. Then click ‘Continue>’.

swer the fo

1400
watoronto,org

Donation

Iwould slso like to make a donatior

Dionstion &mount [, oo

[ 1 want to receive emails from PWA about their important work!

11 give PWA permissian to send me mail about how my donations help!

Continue > |Cance| Back




On the ‘My Event’ page, you fill in the details of your event. Fill in the name of your event (keeping in mind this
will be searchable by people interested in sponsoring/pledging you) and a short description of your event
(sample event descriptions below).

Set a goal for your fundraising. Challenge your expectations as to how much you can raise! Setting a goal will
motivate your donors to help you reach it.

Check the box for ‘Find my event!’ so that people can find you to make a donation towards your goal.

Check the box ‘Advertise Event’ so that your event is active and searchable.

Sample text for the event description:

Party — | am holding a party and, in lieu of gifts, | would appreciate it if you could direct donations to a charity |
care about, the Toronto People With AIDS Foundation (PWA). PWA provides practical, direct, support services
for people living with HIV/AIDS like food programs and income support. Thank you in advance for your
support.

In-Memory - In lieu of flowers the family wishes that donations be directed to the Toronto People With AIDS
Foundation (PWA).



On the ‘My Event’ page if you wish to send invites and you’ve checked the ‘I would like to send invites’ box,
you must fill in all the field marked with a red *.

e To help you reach your fundraising goal, provide a suggested donation amount, $10, $50 or $100 that you
think your friends and family would be willing to give.
e Then click ‘Continue>’

Invite peopleto my event!

[#] 1 would like to send invites to people about my event and tracktheir responses

Tell us more about your event

EDate : Jan v. .5 v:.-;CLl v.. g

* Time from: 2 V'UU ¥) To: @M EM 5 Iv|00 "- (o] ®
* Location : ;:Sample Location

Address:

City : T Province:

Country : [canaDa v

* Postal Code : |M54 2E8

1= there a minimum suggested amount you would like to ask each invitee to donate in orderto attend your event?
If not, simply leave it blank.
Suggested Donation: l&25

artéz. | |C0nli||ue > | | Cancel ‘ Back
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5. Onthe ‘My Event Page’ you can add up to two images or videos for your personalized event pledge page. PWA
encourages you to load a picture of yourself. If you wish to add a picture, click the circle next to ‘Photo’. Your
picture must be no larger than 200kb.

Your Event Page is the web page where people are directed when you invite them to your event or ask them to
sponsor you

Would you like to take @ moment and customize your Event Page? You can add in text or photos or videos from a
library provided OR you can use your own.

Preview page Skip this step >

CUSTOMIZE YOUREVENT PAGE

Start customizing your page by selecting a Media Type (FPhoto, Video or Text) below. Feel free to select items
from the library we have provided for you OR upload your own COR reference itermns you have on Flickr, YouTube
GoogleVideo.

‘ Choose a photo, video or enter ina message O ehata
‘ Choose a photo, video orenterina message O Phaoto
4

Previewmy page Back

Continue > ‘ Cancel




You will then be asked to name your picture, select your picture (from the library, flickr or your hard drive) and
provide a description for the photo. To view your personalized page with your loaded pictures, click ‘Preview

my page’.

CUSTOMIZE YOUREVENT PAGE

Start custemizing your page by selecting = Mediz Type (Photo, Video ar Text) below Feel free to select items
from the library we have provided for you OR upload your own OR: reference items you have on Flickr, YouTube or
Googlavides

Choose a photo, video or enterin a message @ Photo
Step 1: Add Title

O Step 2: Choose from our Photo Library

Ff

J OR. Choose an image from your Flickr account

Instructions for adding in Flickr image:

1. Log ints your Flickr ccount

2. Wisit the Flickr page to select your photo

Click on "All 5i see the different options for including your photo

Chooseas g on the options { commend ‘medium’)

Copy the complete line of code from the & that zopears below It should start "2 href='
Return to this page and paste the code in below

[N )

Entar HTML (provided

 OR Upload =n image file from your computer
Path Browse...

Step 3: Add Description

6. After you preview your personal pledge page, you will be invited to send your first invitations to ask for
donations towards your fundraising! If you do not wish to send invitations at this stage you can scroll to the
bottom of the page and click on ’Skip This Step’. To send invitations to potential donors on the ‘Send
Invitations’ page, enter their email addresses and your appeal for support in the ‘Personal Introduction’ box.



Your registration is now complete and you can begin fundraising! You will receive an email thanking you. If
you do not see it in your inbox please check your ‘spam or junk’ folder. If the message does appear in this

folder then please add message@e2rm.com to your address book to ensure that you receive all future emails

in your Inbox).

The email will provide you with 2 links. The first url link will take you to a sign in page. When you sign in to
your event you can change your personalized page, send emails to invite people to pledge you and send thank
yous after they have. Click "Start Fundraising" to sign into your account. From your account you can send
emails to friends & family asking for their support. The second url link can be shared with your contacts. It
provides a direct link to your secure online giving page where your donors can pledge you and support the

Toronto People With AIDS Foundation.

Signed in as;
Kristen Lewrie
Sign Out

If you do not =es it in your inbox plesse check your 'spam orjunk’ folder. If the message does sppearin this
= book to =nsurs that you receive all futurs =mazils in

rm.cam to your sdd

folderthen plezse =

your Inbox)

Click "Start Fundraising” te sign inte your sccount. Fram your sccount you csn send smails to friends & family
=sking for their support. You can alss check your fundraising results snd enter sny cash and cheques donations you

receive.

Registrant Status

Name: Kristen Lawrie
Amount Raised: $0.00

Participant Status: Registerad
Registration Date: Jan 5, 2011 3:17 PM

Start Fundraising >

9. To send emails requesting support, follow up and thank those you have made a donation, sign into your

account and click on the ‘Fundraising’ tab in the top menu bar: Fundraising, Profile, Registration.
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10. When you have met your fundraising goal or you would like to close access to your event, you can do so by
signing in to your event under returning registrants. In the top menu bar select ‘Fundraising’ for the
fundraising menu. Select ‘Edit My Event Details’ in the left menu bar, uncheck the box ‘1 would like to make
my event public so that anyone can search for and sponsor me’ and click ‘Submit’ at the bottom of the page.
This will make your event unsearchable and complete your personal fundraising.

Should you wish to make your event annual you can sign in with the same information and change the event
dates. Remember to go back into ‘Edit My Event Details” and check the ‘I would like to make my event
public...” option.

A

Thank you for raising funds for the Toronto People With AIDS Foundation!

If you have any questions about this process or encounter problems setting up your personal pledge page,
try refreshing the page or contact PWA at donate@pwatoronto.org or by calling 416-506-1400 ext. 239.
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