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Creating a New Society Account
Logging in to Your Existing Society Account
Managing your Society Account
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Creating a New Society Account
(For first-time American Cancer Society online event participants)

If you have never participated in an American Cancer Society event online (Relay For Life, Making Strides Against Breast
Cancer, Bark For Life, DetermiNation, etc.) you can create a brand new Society Account which you can use for any future
ACS online activity!

1. Visit your event website. You can find your event at relayforlife.org.

2. Click on the Sign In link in the upper right-hand corner.

T e
v
-

PR Ly JOIN THIS RELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING

Relay For Life of

Hope City

3. Click the blue Create an Account button.

If you have any questions, please open a support ticket at helpme.cancer.org


http://relay.acsevents.org/site/PageServer?pagename=relay

»
Log In ‘ LR R RS s LRl CREATE AN ACCOURT ’

Log in with yow sotisl nccount » Or, log in with yoor smail of wsermamn

Emtal of Lharmasnn

n Logn R‘ Eosge Y vaon

Panyword

Neod holp? Pesse dst out FAQ

4. You can choose to create your new account using our social login feature OR using your emailaddress.

a.

Note: If you choose to create an account with your email address, it must be a unique email address, not used by
another other ACS online event participant. Enter the required information, and click Create an Account.

If you need additional assistance creating your new Society Account, please call our web site support desk at
877-957-7848.

Create My Society Account AT2 you 3 FEtumIg paicipant?

Welcomal! Craating 8 oew account is guck, sample and sacure. You'll get 2 haad stant on ragistenng for svent and have
seamings access 1o American Cancar Sociaty sites liks Relay For Lits, Making Strides Against Bewast Cancer and

othars

By ciesting an account, you agree to the Terms and Condtons st Prmacy Polcy

L
g L/ -
Croate an accoumt with your social logln: ru:, croate an accoum with your email address: N

Fust name

Bine | S omm

Last name

Email

Corfrm Enal

Password

Confrm Pgssword

CREATE AN ACCOUNT

leod help? Pleasa wait our FAQ
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Logging in to Your Existing Society Account
(For returning American Cancer Society online event participants)

If you have previously participated in an American Cancer Society event online (Relay For Life, Making Strides Against
Breast Cancer, Bark For Life, DetermiNation, etc.) you can login using the most recent email address with which you
registered.

1. Visit your event website. You can find your event at relayforlife.org.

2. Click on the Sign In link in the upper right-hand corner.

)

.
LAy
FOR Livy

Relay For Life of

Hope City

3. Use one of the Log In options to access your account.
a. If you need additional assistance accessing your Society Account, feel free to call our web site support desk at
877-957-7848. We're always ready to assist you with any question you might have.

Log In EURTTR RN el CREATE AN ACCOUNT

Log in with yow sotisl nccount » O, log in with yoor smail ot wsermsamn

Emtanl o Lhamisnn

n Logn R‘ Google Y YO

Panywurd

Femga gusiwont?

Need holp? Phessy st out FAQ



http://relay.acsevents.org/site/PageServer?pagename=relay

Manage Your Society Account
1. Log into your Society Account

2. Click on the My Account link.

MY AZCOUNTY > |

LEARN ABOUTY RELAY GET INVOLVED FUNDRAISING 4 SN OUY

Update Your Basic Information

1. Click the blue Edit link to make changes to your biographical and contact information. Click Update to save your
changes.

My Society Account

Hella, Amy

Thank you for doeng your part to help the Amenoan Cancar Sopety Snioh the Aght aganet Cances

My Profile My Events

2 My Basic Information

Fust Name Amy
Lasl Hame Disfozist
Phcos

Adkess

Update Your Login Preferences

1. Scroll down to the Login Preferences section.

& My Login Preferences

Loge Emas arny Seia2ise 16pgmad co

Soced Logn

n Accoutt nol Lmked wih Facebook

& Accourt not Linksd with Google

If you have any questions, please open a support ticket at helpme.cancer.org



2. Click the appropriate blue links to make changes to your login email and/or
password. Make sure you always click Save / Update once you’ve made the
desired changes.

a. Note: If you want to simultaneously update your contact email, so you
also receive emails at your new email address, check the box before
saving.

Login Email: amy.delozier+1@gmail.com  #*

Hate my contact email with this email as well.
SAVE

Cancel

3. You can also choose to link your Society Account to your Facebook or Google, which will allow for easier login in the

future.

Update your Email Preferences

1. Scroll down to the My Contact Preferences section.

2. Click the blue Edit link to make changes to your contact preferences. Click Update to save yourchanges.

a. You can change your contact email address
b. Optin/out of receiving emails

c. Select HTML or Plain Text as your preferred email format. HTML is recommended, as that allows you to get the

full Relay For Life experience from each email, with photos and links.

& My Contact Preferences

Preferred Contact email: amy.delozier+1@gmail.com
Please email me the event-related information so | can participate successfully.

Preferred format: HTML

at 800-227-2345.

All communications and any notifications you register to receive will be sent to the contact email below.

To deactivate your account and/or cancel your event registration, please call our website support desk

10




Chapter 2: Sign Up |

Start a New Relay Online Team

Bring Back a Returning Relay Online Team

Join a Relay Online Team

Register as a Survivor / Walk the Survivor Lap

Start a New Relay Online Team

1. Visit your event website. You can find your event at relayforlife.org.

2. Click on the Join this Relay link.

3. You will be asked to create / log in to your Society Account (see previous section for more info on Society Account)

* ‘-'

LEARN ABOUT RELAY GET INVOLVED FURDRAISING -:L_- SIGN M

- g /j

Relay For Life of

Hope City

4. Once you have logged into the website, click the Start a New Team button.

5.

Enter information about the team you are creating
before clicking Next:

Relay For Life of

Hope City

START A NEW TEAM

What would yau like to name yous team?

Name yOUr team Would you itke to associate your tosm with a company?

Select if your team is affiliated with a company
or organization No Company Affitiation

< PREVOUS

(nptizved

If you have any questions, please open a support ticket at helpme.cancer.org

11


http://relay.acsevents.org/site/PageServer?pagename=relay

10.

Would you like to kickstart your fundraising by making a donation? (optional

$50 I 5100 ” $200 ” OTHER “ Novnlomnowl

What is your relationship to cancer?

[omven |[omrower J[_sres ][ ermerorrorer ]

Pt sevedt of Sat seuds

WAL I yous T-shirt size?

20| N I [ | | |
EEEE=

Are you under the age of 187

T | ——

DO You agrew te the walvar?

Enter Malling Address:

Pay by Credit Card o B

20 % BILLING ADBRETE 18 THE SABE AS MY MAILING AJOWESE

6. If you would like to make a donation to kick start your
fundraising, select a gift value or enter a different amount. If
you would prefer not to make a donation during your
registration, select Not right now

7. Complete the Registration Form with your personal
information.

If you are a returning participant, this information should be
completed for you. Please be sure to check that all fields are
updated for the current year.

8. If your registration includes a fee, or if you chose to
make an additional donation, you will be asked for billing

information.

9. Once finished, click Complete.

LEARN ABOUT RELAY

GO FUNDRAISE

Lt
.
LAY .
(:o;u‘ MY ACCOUNT &
FUNDRAISING 4 SI6N OUY

GEY INVOLVED

MY EVENTY MY TEAM

Thank you for joining Relay For Life.

Welcome to your dashboard

procesesd. Confirmamen has bees srmwied 1

Quick Start Guide

Step 1

Artyarer » bow e 118 510 2ot 1y ko v

I COMFLETE YOUR PROFILE

12



Bring Back a Returning Relay Online Team

New this year, any returning team member can be the first to register, making it easy to get your team up and running

for the next Relay season.

1. Visit your event website. You can find your event at relayforlife.org.

2. Click on the Join this Relay link.

LEARN ABOUT RELAY

'3

¥t
(m” ( )
L ]
GET INVOLVED FURDRAISING (1) SGN W

Relay For Life of

Hope City

3. You will be asked to create / log in to your Society Account (see previous section for more info on Society Account)

4. Once you have logged into the website, click the Start a New Team button.

START A NEW TEAM

5. The system will recognize if you were a
member of a team last year and ask if you
want to bring it back!

6. Identify whether you would like to lead
the team as captain, or join the team as a
member. Either selection will bring the
team back!

a. If you choose to join the team as a
team member, each team member
who registers will be asked to lead or
join until someone selects to lead the
team.

Relay For Life of

Hope City

Your Team Last Year:

Caped Crusaders

Would you like to lead the teamn as captain or join the team?

( LEAD THIS TEAM JOIN THIS TEAM )
)
VO LA LTRSS yOUT Do e A AL ARS YUl Laaim inatnbseey | Nty

13
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11.

Would you like to kickstart your fundraising by making a donation? (optional

$50 I 5100 ” $200 ” OTHER “ Novnlomnowl

What is your relationship to cancer?

[omven |[omrower J[_sres ][ ermerorrorer ]

Pt sevedt of Sat seuds

WAL I yous T-shirt size?

20| N I [ | | |
EEEE=

Are you under the age of 187

T | ——

DO You agrew te the walvar?

Enter Malling Address:

Pay by Credit Card o B

20 % BILLING ADBRETE 18 THE SABE AS MY MAILING AJOWESE

Your Relay registration is complete. Welcome to you

7. If you would like to make a donation to kick start your
fundraising, select a gift value or enter a different amount. If
you would prefer not to make a donation during your
registration, select Not right now

8. Complete the Registration Form with your personal
information.

If you are a returning participant, this information should be
completed for you. Please be sure to check that all fields are
updated for the current year.

9. If your registration includes a fee, or if you chose to
make an additional donation, you will be asked for billing

information.

10. Once finished, click Complete.

rdashboard!

LEARN ABOUT RELAY

GO FUNDRAISE

Attyaeer # bow e 1"

€

GET INVOLVED

Thank you for joining Relay For Life.

Welcome to your dashboard

Quick Start Guide

Step 1

;
Illilh’. MY ACCOUNT »
FUNDRAISING A" SION OUY
MY EVENTY MY TEAM

ot rvamen bt bessy s bed 40

“Pgmil com

20t iy ko

[ COMPLETE

YOUR PROFILE ]
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Join a Relay Online Team

1. Visit your event website. You can find your event at relayforlife.org.

2. Click on the Join this Relay link.

* .a'

LEARN ABOUT RELAY GET INVOLVED FURDRAISING -;L_- SIGN M

Relay For Life of

Hope City

3. You will be asked to create / log in to your Society Account (see previous section for more info on Society Account)

4. Once you have logged into the website, click the Join a Team button.

JOIN A TEAM

5. To find the team you wish to join, start
typing the team name. All the teams that Relay For Lite of
have registered on the website will '
appear in a list. Select the team you wish Hope Clty

to join. Then click Next. o

Which team would you like to join?

SEARCH

If you have any questions, please open a support ticket at helpme.cancer.org


http://relay.acsevents.org/site/PageServer?pagename=relay

6. If you would like to make a donation to kick start your
fundraising, select a gift value or enter a different amount. If
550 I e ” = ” SR “ ST i I you would prefer not to make a donation during your
registration, select Not right now

Would you like to kickstart your fundraising by making a donation? (optional

What is your relationship to cancer?

7. Complete the Registration Form with your personal

[Fomvor | [eameomer | [ Frmmsorvom | information.

Wt yous Tanirt sz If you are a returning participant, this information should be

CIEEGCICEE completed for you. Please be sure to check that all fields are
FFEE ] updated for the current year.

8. If you chose to make an additional donation, you will be
asked for billing information.

Are you under the age of 187

[ ] [ 7 1

9. Once finished, click Complete.

Do vou agres to the walver?

Enter Malling Address:

Pay by Credit Card o B

J) W% BILLING ADBRETE IF THE SAKE AS MY WAILINE ADORESS

- |
.
“iav -
(‘O‘U‘ s ol

JOMM ANOTHER BELAY

LEARN ABOUT RELAY GET INVOLVED FUNDRAISING A" SION OUY

GO FUNDRAISE MY EVENT MY TEAM

Thank you for joining Relay For Life.

Welcome to your dashboard

f 50 s ber

1 procesesd. Confirmamon hat bees smwied &

“Pgmil com
Quick Start Guide

Step 1

COMFLETE YOUR PROFILE




Register as a Survivor / Walk the Survivor Lap
Thank you for joining Relay For Life as a cancer survivor.

Please use the following instructions to help you register online for your Relay event’s survivor lap only. If you are a
team captain or team member, please use the instructions to start or join a team to guide your online registration. You
will still have the opportunity to identify your relationship to cancer.

1. Visit your event website. You can find your event at relayforlife.org.

2. Click on the Join this Relay link.

" . y
oL ( ’
LEARN ABOUT RELAY GET INVOLVED FURDRAISING ‘;‘,' SXGN M

Relay For Life of

Hope City

3. You will be asked to create / log in to your Society Account (see previous section for more info on Society Account)

4. Once you have logged into the website, select the Walk the Survivor Lap option.

Relay For Life of
Hope City

How would you like to participate?

START A NEW TEAN JOIN AS AN INDIVIDUAL

11 you're @ cancef SUrvIvr you can sign up to walk the Survivor
Lap and participate in our speciat events for cancer survivors,

If you have any questions, please open a support ticket at helpme.cancer.org


http://relay.acsevents.org/site/PageServer?pagename=relay

15.

Would you like to kickstart your fundraising by making a donation? (optional

$50 I 5100 ” $200 ” OTHER “ Novnlomnowl

What is your relationship to cancer?

[omven |[omrower J[_sres ][ ermerorrorer ]

Pt sevedt of Sat seuds

WAL I yous T-shirt size?

20| N I [ | | |
EEEE=

Are you under the age of 187

T | ——

DO You agrew te the walvar?

Enter Malling Address:

Pay by Credit Card o B

20 % BILLING ADBRETE 18 THE SABE AS MY MAILING AJOWESE

11. If you would like to make a donation to kick start your
fundraising, select a gift value or enter a different amount. If
you would prefer not to make a donation during your
registration, select Not right now

12. Complete the Registration Form with your personal
information.

If you are a returning participant, this information should be
completed for you. Please be sure to check that all fields are
updated for the current year.

13. If your registration includes a fee, or if you chose to
make an additional donation, you will be asked for billing

information.

14. Once finished, click Complete.

LEARN ABOUT RELAY

GO FUNDRAISE

L .

.
“_av
oR e

GEY INVOLVED

NY ACCOUNT »

FTUNDRAISING A SION OUY

MY EVENTY MY TEAM

Thank you for joining Relay For Life.

Welcome to your dashboard

procesesd. Confirmamen has bees srmwied 1

Quick Start Guide

Step 1

Artyarer » bow e 118 510 2ot 1y ko v

I COMFLETE YOUR PROFILE

18



 Chapter 3: Quick Start Guide |

=

Access Your Quick Start Guide
Complete Your Profile
Personalize Your Page
Update Your Goal

Make a Donation

=

=

=

=

Access Your Quick Start Guide
1. Loginto your Relay Dashboard.

2. If the Quick Start Guide is not displaying, click Show Quickstart Checklist in the upper right-hand corner.

Y
v
DONATE -y MY ACCOUNT »
o JOIN ANODTHER RELAY
LEARN ABOUT RELAY GET INVOLVED FUNDRAISING (1) SIGN OUT

GO FUNDRAISE MY EVENT

Shaw Quickstart Checldist g

MY DASHBOARD

Show Quickstart Checklist .

Thank you for joining Relay For Life.
Welcome to your dashboard

Quick Start Guide

Step 1.

Arswnr 4 fow questions so we can gt to know you bettar

COMPLETE YOUR PROFILE

3. Complete each of the steps in the Quick Start Guide to get your personal fundraising page ready forsuccess.



Complete Your Profile

Complete Your Profile

Answer a few questions 0 we can get to know you better,

Participation Information

What is your team affiliation?
i

Does your employer offer matching gifts?

Yes No

LN NN N ST \./\,/\/v“\.-”—“\/"‘—~\.__/

Are you interested in advocating for legisiation to make cancer a top national priority
through our partner organization ACS CAN?

Yes No

Are you interested in becoming more Involved with the American Cancer Society?

Yes No

SAVE CHANGES

Personalize Your Page

1. From the Quick Start Checklist, click “Complete
Your Profile”

2. Tell us more about yourself! Answer only the
guestions you want.

3. Click Save Changes once finished.

1. From the Quick Start Checklist, click
“Personalize Page”

2. Add personal photos and/or a video.

3. Click Save Changes once finished

Quick Start Guide

Step 2

l.n-_o-u FMOTD AND/ON v.uu]

| SAVE CHANGES

P e L

Upload Photos and/or Video

You can personalize your fundraisng page with up 10 2 photes and a video

’i N iy dNE

Phartis )

20



Update Your Goal

1. From the Quick Start Checklist, click “Update Your Goal”

Quick Start Guide

Step 3

I UPDATE GOAL l

Update Your Fundraising Goal

Enter Goal:

l 500

( SAVE CHANGES '

2. Enter your new goal.

3. Click Save Changes once finished

Make a Donation

1. From the Quick Start Checklist, click “Make a Donation.”

Quick Start Guide

Step i

I MAKE A BONATION J

How much would you lika to donata?

$50 $100 $200 OTHER | DONATE

2. Select amount, or enter another amount and click Donate.

3. You will be taken to the donation form to complete the personal donation process.

If you have any questions, please open a support ticket at helpme.cancer.org




 Chapter 4: Participant Dashboard;

Ask your friends
and family for
donations, share
your personal
page, and invite
friends to join
you at Relay For
Life using one of
our pre-written
messages,
Facebook or
Twitter.

Add Photos &
Video to
Personal Page

Update your
personal story

you Relay!

N o]
\ @

and share why \\ §

MY ACCOUNT »
TOIN ANOTHER HELAY
LEARN ADOUTY RELAY

GEY INVOLVED TUNDRAISING

A SloMouY

VIEW MY PUBLIC PAGE »

PERSONAL PAGE URL

WHY | RELAY ~

Vitw monte

If you have any questions, please open a support ticket at helpme.cancer.org

MY DASHBOARD
-
ninr: Relay ife of Hope City /
| |

(%) ~+ ren)

) -1 k )

5L ("] 24 Y/

DONATE TOWARD MY
ASK FOR DONATIONS SHARE MY PAGE INVITE FRIENDS GOAL
MY PROFILE

Make a personal
donation
towards your

Create a personal
page URL

Update
personal
fundraising goal

22



See all available
fundraising,
activity and
status badges,
including the
ones you have
already earned!

My Communications

My Donors Manage Contacts
—
T
barte
NAME ANOUNT RECEIVED ACTYON
Michael Scott 535 152016 m
Ronakd McDonald S50 962010
Soe Smitey 10 62016
viEw 5 v
MY BADGES
-
\E2V/
Hope Clva Persanaized
Page Badge
Recwived
Damations
FUNDRAISING RESOURCES
s
(=
e .
MOBILE APP FUNDRMSE WITH FACEROOK RELAY NATION
EVENT CONTACT
PARKER LEWIS

parker@emmple.com

$12 459 2222 o1 visw online help

View and thank
your donors,

L and manage
your email
contacts

Access
additional
fundraising
resources from
p . . .
directly within
your dashboard!

If you have any questions, please open a support ticket at helpme.cancer.org

23



Chapter 5: Team Captain Dashboard;

Invite your
friends and
family to join
your team, email
team members,
or promote your
team using one N
of our pre-
written
messages,
Facebook or
Twitter.

.
DONATE Y MY ACCOUNT »
LEARNK ABOUY RELAY GEY INVOLVED TUNDRAISING A SGxouT

GO FUNDRAISE MY EVENT

MY TEAM

Relay For Life of Hope City

woe Amy's Amiables

MY TEAN

Add Photos &
Video to Team
Page

N

Update your
team story and ~N
share why you
Relay!

N+ ~\5) ]
PEN ] [
» &
i e,
INVITE FRIENDS EMAIL MY TEAM PRONOTE MY TEAM

TEAM PROFILE

VIEW PUBLIC TEAM PAGE »

TEAM PAGE URL

HOW WE RELAY

[ )

VIEW MORE

P

{‘.\ S'/}

DONATE TO MY TEAM

UPn o

51,0007

25§

l ENTER CASMAHECK DORATION l

Edit your team
" hame

Make a personal
donation
towards your

" team goal!

Create a team
g page URL

Update team
p L
fundraising goal

24



View and email
your team
members, and
download a
team roster

Access additional
fundraising
resources from
directly within
your dashboard!

TEAM COMMUNICATIONS
Be the first to donate!

[ ] [oe] e ] [omen] [omne ] g
[ ruancai
TEAM ROSTER
[ |

....m et s P
- - T
oo T
OUR BADGES
N
FUNDRAISING RESOURCES
EVENT CONTACT

If you have any questions, please open a support ticket at helpme.cancer.org

View and thank
your team
donors, and
download a
donor list

See a complete
list of team
fundraising
badges,
including the
ones your team
has already
earned!
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Chapter 6: Manage Your Personal/Team Page |

Edit Your Personal/Team Page
o Add Photos and Video
o Edit Your Relay Story
Update Your Personal/Team Goal

Edit Your Personal/Team Page

MY PROFILE

1. Loginto your personal or team Relay Dashboard

2. Scroll down to the Profile section of the dashboard.

3. Your profile management tools will appear nee

)

Add Photos and Video

1. Add Photo(s)

a. Personal Photo — Insert up to two images to display on your
personal page by uploading a file that contains a digital
photograph. You may upload photos up to 4MB.

b. Team Photo — Insert one images to display on your personal
page by uploading a file that contains a digital photograph.
You may upload photos up to 4MB.

i Browse — Click the Select Photo button to
find a photo located on your computer and
upload to your personal page.

ii.  Caption — Enter a caption for the photo(s)
you uploaded to your personal page.

Upload Photos and/or Video

You can personalize your fundrassing page with up to 2 photos and a video

iii. Save Changes — Click to see your new Photo vhi
image(s) reflected on the personal page. pt tion SELECT PHOTO
2. Add Video (personal page only) — Insert a video to ' ‘ ' : T

display on your personal page by uploading a URL link

that contains the video clip.

a. Enter the URL to a video to see the clip embedded
on your personal page and >

b. Click Save Changes to see your new video

reflected on the personal page.
R R ——————

Edit Your Relay Story

YouTube s

1. Use the text editing tools to edit your Relay story and share why you/your team participate in Relay For Life

2. Click Save to make your changes appear
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Update Your Personal/Team Goal
1. Loginto your personal or team Relay Dashboard
2. Scroll down to the Profile section of the dashboard.

4. You can update the goal amount to reflect the your personal/team fundraisinggoal.

MY PROFILE

VIEW NY PUBLIC OAGE »

{ N
NG
0
P
< ? 51007
5%
ot o
N J

WHY | RELAY /

Vitw woar

M MAKE MY FERIONAL PALE PHIVATE

5. Click Save Changes once finished.

If you have any questions, please open a support ticket at helpme.cancer.org



Chapter 7: Emailing From Your Dashboard |

Compose a New Message
Thank Your Donors

Compose a New Message
1. Loginto your Relay Dashboard.

2. Select whether you want to ask for donations, share your page, or invite friends, then select the Emailicon

MY DASHBOARD

« Relay For Life of Hope City

DONATE TOWARD MY
ASK FOR DONATIONS SHARE MY PAGE IMVITE FRIENDS “OAL

How would you like to invite friends to join you?

3. The email tool will open below:
a. Begin typing the names of those you wish to email into the To: field. If email addresses are already in the
Address Book, they will begin to auto-populate.

b. Click to Select Contact(s) or Select Group(s) if you would like to see more options of individuals you may
send the message to.

4. If you need help deciding what to write in your email, choose one of the template messages.
a. Click on the Select a template drop down menu to see the suggested messages available (i.e. Thank aDonor)
b. Once you select the template of your choice, the email will appear for you to personalize or send asiis.

f ¥

Compose Saved Drafts sent Emails
—

3 Cok 3 Rk e B

LINCLUDE PEHSONALIZED GRETTING [WHAT'S TMIST|




5. Once your email appears the way you wish, there are a few options available:
a. Save As New Template if this is a message you plan to send multipletimes
b. Save As Draft if you want to send the email at a later time
c. Preview to see what the email will look like to recipients
d. Send to deliver this message to everyone you have added as a recipient of this email. A confirmation will appear
letting you know the message has been sent and giving you an opportunity to continue sending emails.

Compose Saved Drafts

f ¥

Sent Emails

sue smiley@gmail.com, mscott@duncermiflincom

I'd be honored o you'd join me at Relay For Life

DI'“LI‘(ZI PERSONALIZED GREETING (WHAT'S Twes?)

(l SAVE AS NEIW \'KNFIA’(J LSAVI AR DRATT ] l:uvu- ] u)

CANCEL »

Thank Your Donors
1. Loginto your Relay Dashboard.

2. Scroll down to My Communications to see a
complete list of your donors

3. You can choose to thank your donors all at once
by clicking Thank All or thank them individually
by selecting Thank next to the appropriate
donor’s name(s).

4. Select the desired template or create your own
and Send!

My Donors

DOWNLOAD 1i5Y

NAME
Michael Scott
Ronald McDonald

Sue Smiley

My Communications

Past Donors Manage Contacts

DATE
AMOUNT RECEIVED
315 9.6.20](
S150 9.6.2016
10 ).6.201¢
view 5 v

ACTION

5. Once a Thank You message is sent, the “Thank”
prompt will disappear from the donor’s name.



Manage Your Address Book

Create an Email Group

Chapter 8: Manage Your Contacts;

Note: The contact information in your address book is strictly for your use. Neither the American Cancer Society nor web
system will send unsolicited email (spam) to your contacts in your address book, or sell the information to a third party.

Manage Your Address Book

3. Loginto your Relay Dashboard.

4. Scroll down to My Communications section of the dashboard, and click Manage Contacts

5. Your address book will appear and contain any contacts you added, or previously emailed.

If you registered as a returning participant, all contacts that you previously added or emailed from your

6. Within your address book, you can:

=== Add new contacts

== Delete selected contact records

=== Edit existing contacts
e Add address/phone information
e Update email address
e Add to/remove from email groups

a.
Relay Dashboard will automatically be in your current Address Book.
My Communications
My Donors Past Donors
<«
[ saccan | o [ onin
SELECT NAME EMAIL EDY
O Kathy Yorks w
) Michele Yohe m
O Brant Woodward m
O Aaron Wood m
(] Beth Wolt Kl
ViEw

Create an Email Group

Creating groups for your email contacts is a great way to organize your contacts and communication through the Relay

Dashboard.

1. Loginto your Relay Dashboard.

2. Scroll down to My Communications section of the dashboard, and click Manage Contacts

3. Select the contacts you want to add to a group, and click Add to Group
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My Communications

My Donors Past Donors Manage Contacts
SELECT NAME EMAIL . EDIT
o Kathy Yorks (PP S | eon |
o Michele Yohe AR, S | oo |
M Brant Woodward Srert “e
Add to Group
O Aaron Wood P
O Beth Wolf St tratd o Prgprrast e
Add to Group: The selected contacts will be
VIEW | 5~ added to these groups
Select a Group * SAVE
Co-Workers % remove
Create a Group:
Co-Workers SAVE

SAVE CHANGES

Add to an existing group, or create a new group, then click Save.

When finished, click Save Changes.

If you have any questions, please open a support ticket at helpme.cancer.org



| Chapter 9: Donate Online|

Make an Online Donation

Make an Online Donation

1. Visit your event website. You can find your event at relayforlife.org.

2. Click on the Donate button.

{ - o
.
( ) (‘“‘Tﬂ il aia

LEARN ABDUT RELAY GET INVOLVED TUNDRAISING I;'! 6K ™

Relay For Life of

Hope City
=)

APRIL 1, 2017 WRIGLEY FIELD FOLLOW EVENT
SATURDAY
fw
el msenices
MORE DETAILS * MAP |1~ “257“ a2

(e e

FIND ANOTHEN RELAY »

3. You will be taken directly to the donation form.

4. Complete the donation form

If you have any questions, please open a support ticket at helpme.cancer.org
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http://relay.acsevents.org/site/PageServer?pagename=relay

Y YOUR GIFT
T e TN . o .
(. Select the gift amount or enter a specific donation amount.

Identify if the donation is a one-time gift or a monthly recurring
gift

Select where you would like to credit your gift: participant, team
or event

Donate Today

How would you [ike to direct your donation?  (epckeal|

TUTW ITRAEY st YO [fen 13 Gonare” |DO)M!I 10 PASITICIPAN T I DONATE TO TEAM |[ DONATE TO EVINT l

] Enter Pacticipant’s Name

sl Hame Lt N

What type of donetion b tan' sess

3 WOOK yT0) 8 TG FIECT YOT 0SNIT0NT  surmt \

[ mmememmer ][ sowes vo veam J[vovars vo serwr |

How would you like to direct your donation?  (eptunall

Enter Comact information -
o [oorwnoum(mu] | DONATE 10 TEAM I DONATE TO EVENT

ats Ertar Team Name

12099 L0 10 RALRA 1L LATRR MR S0 1 LA WA U 1 TR O CANLLY ML
EAR TR B R, P T PAEGALS VUL URTETE COwSRTUNTTEL ARE ETENTE AP e
I AL LA CA L S0OETY

)
.

= YOUR INFORMATION
Enter your Contact Information — if you are logged in at the time
of donation, your contact info will pull in automatically!

= Pay by Credit Card o W]
Srmmmmmmmmm—— Enter your Billing Information and credit card details.
: ! Click the Donate button to complete the transaction.

If you have any questions, please open a support ticket at helpme.cancer.org
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Appendix D: Online Email Campaign Best Practices

Email messaging for Relay For Life is an essential component of Relay Online and for a successful overall event. An email

campaign can foster great fundraising and team building plus community collaboration. This email campaign includes:

Recruitment messages: Recruitment messages are emails sent to past participants or community supporters
encouraging them to register for Relay For Life

Engagement messages: Engagement emails are messages directed to registered participants for various
purposes like encouraging their efforts, providing tips, and keeping them updated on event happenings.

Email “Rules”

Why event emails must be sent from the Relay Online Email Tool

All emails that are sent to support a local Relay For Life event must be sent from the Event Management Center for the
following reasons:
e Emails sent from the Relay website are 100% compliant with American Cancer Society privacy policy, US CAN
SPAM Laws, spam filters, participant “do not mail” preferences.
Once an email is sent from the Event Management Center, the Online Chaircan track how many people open,
read, click, register and donate through your emails.
e It's easy to stay in touch with everyone as the email tool automatically adds new participants to your website
email groups.
e Links to your home page are added to those emails sent from the Online Email Tool; donors and participants
don’t have to search for your event homepage or remember a web address.
Messages deliver current and consistent cancer information and missiondelivery.

ACS Privacy Policy

The American Cancer Society respects constituents’ privacy and allows individuals to restrict internal and external
sharing of personal information. The Society recognizes that a constituent may wish to limit the ways in which the
American Cancer Society and Relay For Life contact them and, therefore, offer the following options:

. Do not contact me by telephone.

. Do not contact me by postal mail.

. Do not contact me by email.

. Do not share my contact information with other non-profitorganizations.

. Do not contact me with fundraising requests supporting the American Cancer Society.
. Limit your fundraising appeals to semiannual solicitations only.

. Do not contact me or share my information with anyone.

No oo, WNBE

For more information on how to inform the American Cancer Society of any desired restrictions, please click on the
following opt out link: http://www.cancer.org/docroot/SU/content/SU 1 4 Opt Out Form.asp

If a constituent contacts the American Cancer Society with an opt-out request, all reasonable efforts will be taken to
ensure that the individual will not receive any of the selected communications in the future. Updating communication
preferences can be done at any time.

If a constituent opts back into a specific service, s/he will receive communication in that manner, regardless of the
overall opt out selections. These services may include newsletter subscriptions or email communication by asking a
guestion using “Contact Us.”
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e Keep it Simple! Use 5 words or less. The subject line should not exceed 35 characters.

e Avoid words that prompt recipients to hit the delete key as soon as they read the subject line. Words like "free"
and "save,” using the Personalization option or ALL CAPITAL LETTERS makes your message looks like “spam.”

e Be concise and have a clear call to action (i.e., Register your team, Join as a survivor, Spread the word,
Volunteer, Donate, Sponsor, etc.). Tell them exactly what you want them to do. If you are asking them to
register, say that in the Subject Line. If you need them to donate, put that in the subject line. Industry studies
indicate that putting a directive in the subject line will raise the return you were looking for.

Body Content

e Keep it short and sweet. Remember people don’t read long and detailed emails. Put those details on your More
Event Information or Fundraisers & Activities page, and link to them in youremail.

e Limit body copy to 250 words, maximum.

e Use the recipient’s first name. Personalization increases response rates.

e Do not use ALL CAPS. It is considered rude and is the equivalent of “shouting” on the Internet.

e Grab the readers’ attention so they will want to click the link to your Web page.

e Ask one thing at a time and then let them know what they can do next — this should be part of each email. For
example, there is not always an ask for money but if your event is following the timeline then youmay want to
add things such as letting them know you are looking for day of eventvolunteers.

e The tone of the email should be emotional and factual. Tell a clear ACS Story in small chunk. Share a little part of
the story each time in the emails.

o Make the Call to Action urgent! Make it personal from a Volunteer Committee member (in the signature line).

e Use the email templates that are already in the Coaching Email section of your Event Management Center.
These are great messages that have been created for you with all of the above tips in mind.

Create content based on different audiences.
e Create different email messages for Youth audiences. Work with your youth volunteer to craft the email. They
can write a message that will appeal to college or high school students to help get them to respond.
o Develop messages for Survivors. This is your chance to inform survivors of other ACS volunteer activities
throughout the year. Inform your survivors of survivorship activities before and during the Relay

Highlight where the money goes!
e Use coaching emails to communicate the research and patient programs and services offered by the American
Cancer Society.
e The Publicity Chair and/or Online Promotional Chair can use data and information in combination with local
stories that highlights how the dollars raised by the event are making a difference in theircommunity

Proofreading
e Check spelling and grammar. You want your message to appear thoughtful and reasoned.
e Always, always, always preview your message.
e Send a review email to your event chair, staff partner, English teacher, copy writer, newspaper editor, friend, or
loved one. Another pair of eyes is critical.
e Remember, you can’t take back an email once it’s sent. Be sure the links work and there are no errors in datesor
typos.

Scheduling
e Use the Email Timeline to schedule your messages, make sure there are no pre-scheduled centralized emails or
National communications set to go at the same time.
e Send emails between Tuesday and Thursday to get the best results.
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Send follow-up emails. Don’t assume a person doesn’t want to give because they don’t act after your first email.
Everyone needs reminding!

Tips for Reducing Email Spam Risk
While there is no 100% guarantee that e-mail messages sent through the EMC will not be identified as spam, there are
some simple rules to follow to reduce the likelihood.

Avoid punctuation in the subject line. Question marks, exclamation points, quotation marks, and even

Avoid a subject line that would cause someone to not open the e-mail, but instead report as spam. (“You have
won a prize!”, “You could be a winner!”, “Good Luck”, “It’s a Party!” etc.)

Avoid mentioning body parts in the subject line. (Examples: Breast, Prostate, Skin, etc.)

Do not include images in the e-mail (other than those that are part of the stationery).

Do not use excessive HTML formatting in the body of your email (Example: Multiple text colors, fonts andsizes)
Link to newsletters, image files, etc. that are posted on your website, rather than embedding these files in an e-
mail.

Avoid email appending. (Example: If a staff partner pulled a list from Siebel or EMT of constituents who do not
have e-mail addresses on file, and then purchased a list of e-mail addresses from an outside source, then
compared the two lists and filled in the blanks, then that would constitute e-mail appending) This is widely
regarded as spamming by the email industry.

Send emails to those constituents have not “opted-out” and respect the request of those who have. Recipient
complaints are the single greatest cause of delivery barriers.

Provide an “opt-out” or “unsubscribe” option on each e-mail. This allows the recipient to control their
preferences and to be less likely to file a formal complaint.

Keep your e-mail lists clean by removing bad email addresses.
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