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Welcome to Convio Online Marketing & Fundraising 140:
TeamRaiser Workshop!

The next day will be an intense learning experience; however, we will provide plenty of breaks. Please feel free to
help yourself to complimentary soda and snacks. This training class is a wonderful opportunity to network with
other nonprofit organizations.

Convio Online 140: TeamRaiser Workshop will provide a strong foundation for your use of the TeamRaiser
application. Convio offers additional resources for developing a deeper understanding of the applications and
modules. Please visit the Convio Customer Center (http://customer.convio.com) for links to recorded and live
online and classroom trainings.

You will complete an in-class evaluation the last day of class, and Convio Education Services will also send you a
post-evaluation 6 weeks after the class. Your candid feedback on each evaluation helps us continuously improve
our training program as well as our product.

Again, welcome to Convio Training!

Sincerely,

Convio Education Services
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Overview

The Event Management Center is a tool for event managers to create and manage their TeamRaiser events
online without having to access the Administrator side of a Convio site. The tool is easy to access, easy to use,
and allows an Administrator to set various levels of permissions.

Welcome and Introductions

Welcome & Introductions

= Your Name

= Your Organization

m TeamRaiser Event Name

= Is This Your First Convio TeamRaiser Event?
m Other Convio Products You are Using

m Your Experience Level with Convio

: &/ convio’
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Welcome and Review

Housekeeping

Housekeeping
= Lunch

» On your own; computers are bookmarked

s Drinks and Snacks
» Help yourself to complimentary refreshments

m Breaks
» We typically take a break every 1.5 hours
» Feel free to break individually as needed

©2008 Canvo, I 4 &g CONVIO’
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Agenda

Agenda
9:00 Conc:a:)ttr: Z:Ztig:eriew
9:15 TeamRaiser Configuration
12:00 LUNCH
1:00 Account Manager Presentation
1:30 TeamRaiser Management
3:30 Event Management Center
4:30 Wrap-up and Evaluation

©2008 Convio, Inc.
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Welcome and Review

Additional Resources

After this TeamRaiser Workshop...

Convio Customer Center

Convio Community
|

» Convio Online Marketing Benchmark Study
» Wired Wealthy Report

* Use same login information for both

©2008 Canvo, I 6 &g CONVIO’
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Phased Priorities

Internet Strategy - Phased Priorities Example

Walk Jog Run
Outreach: = Promotion and mReciprocal linking and | mRegional and/or program
Reach new optimization of email banner ads specific viral campaigns
constituents subscription and action = Search engine = Affiliate programs and

= Organization credibility optimization list chaperoning

components = General viral

= Tiered content access campaign(s)

Motivation: nAction base membership J§ | sMembers services FAQ | mExpanded “action

Build relationships

engagement
meGreeting cards

& submission forms

u Profile & contact info
collection - surveys

membership” benefits

Action: = Optimize donation = Designated online = Volunteer fundraising
Drive membership promotion and flow giving = Sustained giving
and loyalty = Content & merchandise v = Event based micro = Major gifts and planned
offerings campaigns giving content and
= Integrated acquisition, = Upgrade and migration mentions
renewal and add gift campaigns
appeals
Loyalty: =Loyal clients begin the cycle by reaching out to friends
; <&/ convio

Because TeamRaiser can be complex in its use, we will use the same phased priorities discussed during the
Convio Essentials training. Start off slow in the Walk phase, and each year strive to optimize your events based
on what you have learned and your desired goals. This workshop is designed to get you started in the Walk

phase.
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Overview

TeamRaiser Configuration will walk you through the participant’s experience to give you a better idea of the
options available when creating the TeamRaiser from the administrator side. ldentifying common configuration
options and critical content areas will keep you focused amid the many options available. TeamRaiser events can
be as simple or as complicated as you make them, but here, we will start with a foundation, upon which you can
add functionality based on your event’s needs.

Objectives

Objectives

In this section, you will:

Q

Q

O

Identify the participant and donor experiences
Identify common configuration options

Create an event from scratch based on common configuration
options

Identify and edit critical content areas
U Autoresponders
O Suggested Messages
0 TeamRaiser Pages

Customize the event URL, test and publish the event

Copy an event and associate with previous year

© 2008 Convio, Inc. 2 \“ ConV|0’
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TeamRaiser Configuration

Overview

What is TeamRaiser?

= An event management/marketing/fundraising tool
that empowers participants to raise money for
your organization with convenient and effective
tools

©2008 Convio, Inc. 3 \q CO n V I 0'

How It Works

sEEi

® »
| |

John

Admin

ﬂ E R ®

Mary Billy

. &Jconvior

The Administrator creates and publishes the TeamRaiser event. John signs up to participate and, using the tools,
creates his own web page and sends emails to his friends, family and co-workers asking for donations. John’s
friends, Mary and Billy, make donations to help him reach his goal. Mary and Billy become constituents and
decide to participate in next year’s event.

v. 5.4 Rev 01/09 9



Basic Participant Experience Flow

Greeting
Page
Start a A Participate
T Join a Team as an
eam R
Individual

\J«/

Participation
Options

|

Registration

and Billing ——> Thank You

Info

Participant
Center

&g CONvIoO

The participant begins on the Greeting Page, decides if they are starting or joining a team, or participating as an
individual. They select their Participation Option, enter registration and billing information and end up on the
Thank You page. From there they can access their tools in the Participant Center.

10
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TeamRaiser Configuration

Constituent360 Review

C360 Review: The “Registered User”

m Registered User = anyone who has a contact
record in your Constituent360 database

3 &/ CONVIO

An important term to understand is the Registered User. You may think of event registration when you hear this
term, but for the purposes of managing your Convio database, “registered user” simply means a contact record in
your Constituent360 database. That contact record may indeed have been added to the database as part of
event registration, but there are several other possible methods of registration as well.

In addition to “registered user” you may also hear the terms “contact record,” or “member of your house file,”
which mean the same thing.

v. 5.4 Rev 01/09 11



The Participant Experience

The Participant Experience

Step Towards Recovery 2008

Step Toward Recovery SK Run/Walk brings the Central Texas community
together in a fun and safe event for all ages and abilities, and helps raise
money to support AHS's mission of equal healthcare rights for all. Join us
for the fifth annual Step Toward Recovery!

Time: 8:004M start, packet pickup begins at 6:30AM
Place: Canyon Vista Middle School, Austin, TX

Join as & team or an individual We welcome your support
First ime? » Volunteer

» Startateam

» _lninataam » Sponsor a walk participant
» Participate as an individual » Make a general gift

Already registered? Login

Important Registration Dates
Absolutely all ages and abilities are welcome to participate in Step Toward
Recovery

Early Bird (before Sept 1) $15.00
General Registration (after Sept 1)  $20.00
Last Day Registration (Sept 15) $20.00

Step Toward
Recovery Campaign
Progress

Goal
$450,000.00

Achieved:
$2,130.00

ke 3 gift!

Top Teams

Team Alex

§240.00

For the Folks

$1,100.00

Convip Star Team
5690.00

[Stop] [Start]
1

For the Folks - §1,100.00

Greeting

©2008 Convio, Inc. 7
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The participant experience begins on the Greeting Page. This page should contain the name, location, and date
of your event, as well as any other pertinent information, such as registration fees, discounts, restrictions, etc.
However, the most prominent actions on this page should be “Donate” and “Participate.” This page can also
display fundraising stats such as a donation thermometer, top team and fundraiser honor rolls, and recent donors

to name a few.

12
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TeamRaiser Configuration

Choosing a Participation Option

formateam 2, Seloct partcipation oplions 3 Provee contact nformation 4 Agresloferms £ Silleg mfermaton 8 Confrm iransacts

Select a Participation Type

&K Run $20.00

© 1 Mie Fun Run'Walk $20.00
Walk with tamily, friends, pets and Kids in SUpDSN of ASMM and the Campaign 1o end aboohal and drsg abuse
© Virtual Walker Ho Fee

[+

Participation

Would vou like to make an additional gift along with your registration fee’

Options

it of my donation publicly

2008 Convi, 5 &g CONVIO’

The Participation Options page contains the different Participation Types set up by the administrator. This page is
not considered a critical content page since the content is generated from other parts of the configuration process.

Returning User or Not

cipation cptiens 3. Provide contact information 4. Agrectoterms 5. Biling information €. Confirm transaction
»

Returning Participant or User Login
I you have a user login to our site, select Returning User and then log in (or, request your login information). You will have a login if you have interacted with our site - for
example, participated in an event before or made a donation. This will keep your contact information in one location and avoid having to enter it again.

Select the appropriate option below

Are you a new or returning user?

@ New User

D nrioaliin Returning Participant Login

provious step | _liextsten | (Cancel |

©2008 Convio, Inc. 9 y CO n V I O!
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The Returning Participant page was designed to help reduce the number of duplicates in your system by asking
returning users to first login before completing their registration. Once logged in, the registration fields will be pre-

populated with the current contact information for this participant.

Entering Registration Info

1. Joinorformateam 2. Select participation options 3.

»

Contact Information

* City/State/iZIP ad
Couniry
* Phone Mumber

Emplayer:

Emergency Contact
Remember me. What's this?
| would like to be emaile

when a gift is made on my behalf

Provide contact information 4. Agreeto

* = Required Fie
Titie fidd L
* Mame L~ |
* Email
* Street1
Street 2
State z

§. Biling information €. Confirm transaction

- Registration Info

&g CONVIO

The Registration Information page can be customized for each patrticipation type. The name and email fields are

locked and cannot be changed, but additional fields can be requested or required as determined.

14
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TeamRaiser Configuration

Agreeing to the Waiver

Joinor forma team 2. Select parficipation options 3. Provide contact nformation 4. Agreetoterms 5. Biling information 6. Confirm iransaction
4
Please check this box to proceed
Printable Version (Opens new window|
I understand that my consent to these is given in ofthe of this and for being in this event.

Ausiin Road Runners Ciu

othars whather sama ha caused hy falle: contact with othar paricipants ar nthars: the effacts of tha waalh

of the course, negligence or fault of the Releasees; or otherwise.

It 1 do not fallow all of the rules of this event, | understand that | may be removed from the competition.

or other of me that are made during the course of this event without remuneralion to me.

| am a voluntary participant in this event, and in good physical condition. | know that this event is a potentially hazardous activity and | hereby assume full and complete

responsibility for any injury or accident which may occur during my participation in this event or while on the premises of this event, and | hereby release and hold harmless

and covenant not to file suit against the American Health Society, its local Affiliates and any affiliated individuals, the Step Towards Recovery Race and any affiliated

individuals, any Race sponsors and their agents and employees, and all other persons of entities associated with this event (the “Releasees”), including, but not limited to
n ily of Ausiin, Depariment of Farks & Recreaiion, and USATF irom any i0ss, iiadiiily, Gamage or

claims of anj kind, present or future, known or unknown, | may have arising out of my parficipation in this event, including personal injury of damage suffered yme
her, including haat andinr humidity, fraffic ool

| give my full permission to the American Health Society and its local Affiliates and Races and their sponsors, corporate partners and each of the Releasees to use any

[ | agree with the terms and conditions above

You may publish my photo on the website
o vP yP | 77 T S

_ Previous Step |  MNext Step

Cancel

©2008 Convio, Inc.

&/ CONVIO

The Waiver page is also not considered a critical content page since the waiver text is created when setting up
participation types. You can determine whether or not a waiver will be required for a participation type.

Reviewing the Registration

terms 5. Billing information 6. Confirm transaction

»

1. Joinorformateam 2 Select

Registration Summary

You have configured 1 registration. The current total cost is $20.00
Contact Information Item Information
Participation Type: 5K Run $20.00

Yada Hooey
Extra Gift $0.00

1234 Main

Austin, TX 78757
bbradford+yh@comvio.com
Edit

R = t t =
Would you like to register another family member? g

First Name

ummary

e Ropbtor, Faanity Mermb

Price
$20.00

Total: $20.00

©2008 Convio, Inc.

&g CONVIO

If you have selected to allow the participant to register other participants, the option will show to the participant on

the Registration Summary page. Doing so will take the participant to the Secondary Registration page.

v. 5.4 Rev 01/09
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Entering Billing Info

1. Joinorformateam 2. Seiect participation opions 3. Provide contact information 4. Agreetoterms 5. Billing information 6. Confirm transaction

»

Billing Information

"= Requirsd Fislas

Title: [~]
*First Name: Yada 0
Middle Name:
Hooe: vemirrs
oy
bbradford+yh@convio. ABOUT $SL CERTIFICATES

s & safe to use my 1

Billing Address
*Billing Address 1: [1234 Main

Billing Address 2

* City Austin
* State / Province: | TX [~
*ZIP | Pastal Code: 78757
Country Choose a Country [~
* Credit Card: o)
=
® & 6

= .
*Card Number. B I I I | n l n 0
*Verification Code: VWhat is this? g

*Expiration month: | 02 &3
*Expiration year. | 2009 4

©2008 Convio, Inc 13 \u convio'

Confirming Registration

»

To proceed with your payment, please verify the following information. To make any corrections, click the Previous Step buiton

First Name: Yada
Last Name: Hooey
Email Address: bbradford +yh@convio.com
ZIP Code: 78757
Credit Card Number: ******=*1111
Payment Amount: $40.00

>

1. Joinorformateam 2. Select participation options 3. Provide contact information 4. Agreetoterms 5. Biing information 6. Confirm transaction

O
O
-
=
-

3

O

. Previous Step |  Process |

© 2008 Convio, Inc 14 v Con V IO‘
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TeamRaiser Configuration

Accessing the Participant Center

Dear Yada

Thank you for registering for the Step Towards Recovery Race For the past six years, more than $1.000 000 has been raised because of your efforts
Please help us make this Race the largest and most successful race ever. and exceed our goal of $500 000 in funds.

In the past 20 years medical science has made great strides in leaming about substance use and the nature of addiction. Addiction is a chronic, relapsing
iliness that involves a number of brain chemistry disorders. Treatment for addiction is as effective as treatments for other chronic medical conditions. such as
diabetes and high blood pressure

Access your Participant Center now!

Raising funds to increase awareness and provide treatment for alcohol and drug addiction is now easier than ever! You now have access to a
password-protected Participant Center where you can create your own personalized donation page. send cut recruiting and fundraising e-mails, record
gifts you receive offline and view a record of all gifts that you've received online. Additionally, as a Team Captain, you will receive special notices and have the
ability to post notices to your team using the Participant Center. To access the paiticipant Canter, simply click
you will want to come back often!

B siirs to bookmak it wate surs that
Be sure to bookmark it weTs sure that

If at any point you need further assistance. please do not hesitate to call our Teams Coordinator, Jane Smith at (512) 555-1212

Sincerely

AL A

Gene Austin
2001 Teams Chair

008 Comnio, Ic s &g CONVIO’

The participants lands on the Thank You Page, completing the registration process. It is here we will thank them
for registering, and carefully guide them through the process of using the Participant Center tools. A well-placed
and prominent link to the Participant Center should be included on the Thank You Page.

v. 5.4 Rev 01/09 17



The Participant Center

The Participant Center

Personal Page Ad

What should | do next? The first thing you should do i customize your persanal page. Edit vour personal page
Help me get started

Weicome To Your Participant Center, Yada!
Here are the steps to follow to get started on your online fundraising success:

' update the picture on your page.

easiest way to import addresses from your personal e-mail account. You can also manually enter in

addresses of use our g

recruiting team memberS ™ aing for donations, and thanking donors and new team members!

3 The follow-up tool will help you follovcisthyrour donors, team members, and friends and family. Once

" your fundraising is underway, you can come b3® w.participant center to clbckousfun p
progress and your team's fundraising progress e

Participants can see
communications from
the organization

©2008 Convio, Inc.

Fundraising Goal: $300.00
New goal: [$300.00
4 First, edit your personal page. You can update your personal page with your personal Reason to Relay and

Update Goal

2. Second, update your email address book and email your family and friends. Our online import tool is the Undale personalURLa

&/ CONVIO

The Participant Center contains the tools that participants will use to fundraise for the event. This page is called
Home Page in the list of TeamRaiser pages and can be used to communicate important information to
participants and should not be overlooked. A best practice is to explain and guide participants through setting up
and using the Participant Center. Use conditionals to create a dynamic experience.

18
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TeamRaiser Configuration

Editing the Personal Page

e 2

1. Design the kook of this page.

2. BN e CONBNT of is page.

Save my changes Rakash praviaw [ Ratum to Pasticipant Cantae ]

Welcome to my Personal Page

Support Yadat

Yada Mooey

© 2008 Convio, Inc. 17

Participants can
customize their
personal page
& CONVIO®

The participant can create their own web page, or Personal Page, on your event site. You, as the admin, can
determine how customizable the page will be, but allowing participants the most flexibility to express themselves
is a good idea. The participant can upload picture(s) and tell their story, which will be seen by potential donors.
Enabling the blogging feature gives participants another outlet to express themselves.

v. 5.4 Rev 01/09
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Uploading Address Book

‘Where do you keep your contacts?

Participant Center

What should | do next?
Help me gat started

Address Book

ANABCDERGHIIOUMNOAQRS TS Eirst| Previous | Next| Last
Name = % Email
Hooey, Yada bbradford+yh@convio.com

First | Previous | Ned | Last

Records 1-10f4

Import Contacts | Add Contacts.

©2008 Convio, Inc.

ip Mparen ”» o -;,-_mg.m-
© ¥xrHoO! Grail
Other }
(&) plaro
[ Wet |}
plaxo
= = Action
Online Import is an
easy way for
participants to upload
their personal address
books
& CONVIO®

The Address Book allows participants to easily upload their personal address books. The information
participants upload on this page is private and available only to the participant. It will not be used to send

unsolicited email and will not be sold to a 3rd party.

Selecting a Suggested Message
@ J il
’f‘_._’“‘_“"” Use Suggested Messages
s as a starting point for
Other solicitation emails
©2008 Convio, Inc. 19 \yconVKy

You should provide Suggested Messages that will give novice fundraisers ideas for sending solicitation emails to

friends, family and co-workers.

20
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TeamRaiser Configuration

Sending Emails

“ompose Your Email Message Below,

Your Address Book

2. Chek e Add s BUBIGN B place
contacts inio thy 2 il

“« Add e

wmaz . Select adresses from the
.| Address Book

we in my recovery

Suppert

=Te=Tm il e
be participating in the &th Annual Step Tewards Res
v hife. 1lost 5 years of my

BI7A-E-FEA|

&/ CONVIO

On Sunday, Septembar 16th, 1 wi
ke, adcohol and dneg addction has had 3 dreat mpact on

20

© 2008 Convio, Inc.

After selecting a Suggested Message, participants can choose contacts from their address book to send a
message. You can determine stationery, and to what degree the Subject and Body are editable. Optionally,

allow participants to create and send HTML or plain text emails.

Following-Up

Wihat should | 80 next?

.« Ability to filter your

| contact list based on
certain actions or
attributes

Contacts List

Contacts List

Chest T D Flag

&g convior

©2008 Convio, Inc.

The Follow-ups page allows participants to see which of their emails sent have yielded a donation. Flags appear
next to contacts based on donation history, and the contact list itself can be filtered based on certain actions or

attributes.

v. 5.4 Rev 01/09



Tracking Progress

@ O @ B o \
Vhat ahould | do nextT ad names L] 3 £ B RRY
Gift Summary g
Coling Qs Tod,
Your Number of Gifts:
R Participants can manually ! )
enter offline gifts
My Progress
10
Coal a
$200.00 —
— 4
¥ . i =0
Nov 2008 Dec 2008 Jan 2009
2008 C 22 s.‘JCOﬂVlO'

Finally, the My Progress page gives participants a view of all their donations, a donation progress chart, and a
thermometer showing the participant’s goal vs. achieved. It is a good idea to enable the Enter Gifts Received
Offline feature, as doing so provides participants with an instant gratification of seeing their progress meter rise.

22
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The Donor Experience

TeamRaiser Configuration

The Donor Experience

Step Towards Recovery 2008

Step Toward Recovery SK Run/Walk brings the Central Texas community

together in a fun and safe event for all ages and abilities, and helps raise
money to support AHS's mission of equal healthcare rights for all. Join us
for the fifth annual Step Toward Recavery!

Time: 8:00AM start, packet pickup begins at 5:30AM
Place: Canyon Vista Middle School, Austin, TX

Join 8s & team or an individual We welcome your support
First ime? * Voluntear

» Starta team —

» loin a team » Sponsor a walk participant | |
» Participate as an individual > TS T

Already registered? Login

Important Registration Dates
Absolutely all ages and abiliies are welcome to participate in Step Toward
Recovery

Early Bird (before Sept 1) $15.00
General Registration (after Sept 1) $20.00
Last Day Registration (Sept 15) $20.00

Step Toward
Recovery Campaign
Progress

(AN RN

Goal
$450.000.00

S

Achieved:

§2,130.00
Make 3 qiff!

Top Teams

Team Alex
$240.00

Eor the Foks
§1,100.00

Convio Star Team
$690.00

[Stop] [Start]

Top Teams by Division
Corporate

1. Forthe Foks - $1,100.00

©2008 Convio, Inc. 23
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Make sure you have provided donors with a clear path to finding and donating to a participant.

Finding a Participant

To perform a search, enter your criteria below.

® Search for a participant
O Search for ateam

FirstName: |vada

Last Name:

Records 1-1of1 First| Previous | MaggBect

Name ~ Team ~ Team Company

Records 1-10f1  First| Previous | Next |

Search by participant or team

Home State = Select participant

Select one of the participants below or click her=* __ airectly.

_Find a Participant

~ Team Division

© 2008 Convio, Inc. 24

&g CONVIO!

Donors may search for a participant or team by using the provided search fields. Clicking on the name will take
the donor to the Personal Page of the participant or Team Page of the team, depending on the search.

v. 5.4 Rev 01/09
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Making a Gift

Welcoeme to my Personal Page

Yada!
Suppork¥ads |Why I Run

Yada Hooey | On Sunday, September 16th, | will be
| participating in the 6th Annual Step Towards
| Recovery. As you may know, alcohol and drug
facdlctlon has had a great impact on my life. |
! lost 5 years of my life and almost died from my
| addiction. The road to recovery is long and will
| never end, butthanks to the AHS, | have a

chance, now, to lead a healthy and happy life.
| AHS gives honestfacts and educates people

| aboutthe nature of this sickness. ithelps to

. know what alcoholism, chemical dependancy
and co-dependancy are and what can be done
| aboutit By running in the Step Towards

| Recovery, | am doing something to reinforce my
| personal committment, but also in the hopes

| that | can help others take that first stan,

TR R

Goal: $200.00
Achieved: $0.00

help bring us one step closer to recovery.

Donors SEIeCt the :Flesse consider giving to this great cause! To learmn more
Make a gift! link [PH:

Make a gift! p
| You can join me in the fight against drug and alcohol addi
ndraising | or donation on my behalf. Your pledge will help fund impo)
nor Roll | provide substance abuse treatment, prevention and educ

e e

©2008 Convio, Inc. 25

&/ CONVIO

Once on the Personal Page, the donor will click the Make a gift! link which will take them to the donation form set

up for this event.

24
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TeamRaiser Configuration

EXERCISE 1.1: The Participant and Donor Experiences

Register as an Individual

From the AHS home page, click the Find out how you can get involved link at the bottom of the page
Find and click the Participate as an Individual link

Select a Participation Type, add an additional gift, and set a different fundraising goal

Click Next Step

Fill out all required (*) fields with your information and record your username and password in the
provided fields below

6. Click Next Step

7. Accept the Waiver then click Next Step

8. Click Complete Registration

9. For payment, choose Visa, and enter [4111 1111 1111 1111] for the credit card number

10. Enter [111] for the Verification Code and leave the Expiration as is

11. Click Next Step

12. Click Process

13. Click Access your Participant Center Now!

agrON =

User Name:

Password:

Donate to a Participant

1. Make sure you are logged out by clicking the Log Out link in the left navigation

2. From the AHS home page, click the Find out how you can get involved link at the bottom of the page

3. Click the Sponsor a walk participant link

4. Input a fellow classmates name in a search field and click the Search button

5. Select their from the list

6. Click the Make a gift! Link beneath the thermometer

7. Select an amount and fill in the required fields using a different name and email, including using the credit
card number from steps 9 & 10 above

8. Click Next then click Process

Donor Name:

Donor Email:
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View the Gift in the Participant Center

26

1.
2.

3.

Make sure you are logged out by clicking the Log Out link in the left navigation

Click the Log In link in the left navigation, login using the information from the first exercise, then click the

Participant Center link near the bottom of the page
Click on the My Progress icon and note the donation
Click on the Follow-ups icon and note the donation
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TeamRaiser Configuration

EXERCISE 1.2: Fill Out Common Configuration Options Questionnaire

PROCESS
NAVIGATOR

CONFIGURATION OPTION

1. EVENT NAME AND DATE 1

2. PREVIOUS EVENT ASSOCIATION 1

Is this your second plus year for this Convio TeamRaiser event? If yes, then link to previous year’s event.

Yes / No

3. FUNDRAISING GOAL (THERMOMETER GOAL) 2
What is your event fundraising goal?

4. ADDITIONAL QUESTIONS (EVENT AND/OR PARTICIPATION TYPE) 3 (Related
Is there additional information you’d like to capture from your participants? (t-shirt size, etc.) Actions) / 6
5. SHOW PARTICIPANTS UNCONFIRMED GIFTS 3

Do you want unconfirmed gifts to show in the Gift History list in the Particpant Center?

Yes / No

6. PARTICIPANT FUNDRAISING GOAL 3
Do you want to allow participants to enter a fundraising goal?

Yes / No
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7. SUGGESTED PARTICIPANT FUNDRAISING GOAL 3

What suggested goal will you present to registering participants?

8. PARTICIPANT PERSONAL PAGE

a. Do you want participants to be able to customize their Personal Page? Yes / No 3
b. Do you want participants to have the ability to change the page layout? Yes / No 3b
c Do you want participants to be able to change the color of the page layout? Yes / No 3b
d Do you want participants to be able to change status indicators? Yes / No 3b
e Do you want participants to be able to use HTML to format their Personal Page? Yes / No 3c
9. OFFLINE DONATIONS 3a

Will you allow offline donations (such as personal checks) to be entered by participants? This allows a user to
type in and acknowledge offline checks on their personal page. High-performing participants really like this
option.

Yes / No

10. PARTICIPANTS ENTER CREDIT CARD DONATION IN PARTICIPANT CENTER 3a
Would you like participants to be able to charge credit cards for others within their participant center?

Yes / No

11. REGISTRATION FEES COUNT TOWARD GOAL 3a
For the minimum amount fundraised for participants, does their registration amount if applicable count towards
their goal?

Yes / No

12. OBJECTIONABLE CONTENT EMAIL 3b
Please enter an email address for receiving notifications if the content of participant’s personal pages are
considered objectionable by site visitors:
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TeamRaiser Configuration

13. BLOGGING 3b
Would you like to enable blogs on participant’s personal pages?

Yes / No

14. TEAM FORMATION 4

Do you want participants to be able to form teams?

Yes / No

15. TEAM DIVISIONS 4
Do you have team categories/divisions defined? If so, please list them all below.

16. COMPANY TEAMS 4
Do you want Team Captains to be able to associate the team they are forming with a company?

Yes / No

17. PARTICIPATION TYPES AND FEES 6
Please list your different participation types and fees:
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Identifying Common Configuration Options

Previous Event Association

Process Navigator

1. Identify TeamRaiser|
2. SelectFundraising

Options

6. Previous Event Association:

Links this event to a previous event to provide retuming participants with access to their Personal Page and donation history
{Mote that this will provide additional report data as well)

No Event Selected &

©2008 Convio, Inc.

Fendrsising
Nunar Rell

. &Jconvio

By linking your current event to the previous year’s event, you allow the participant access to their address book,
donor history, and personal page from the previous year. (Note: Screenshots with large border indicates what the

participant will see.)

30
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TeamRaiser Configuration

Participants Customize Personal Page

2. SelectFundraising 1. Personal Page Customization:
Options
o Datermines who can customize the Personal Page, which is available Lo sach registered participant regardiess of
3. Select Event Options algo avadable to sach secondary registrant if multiple registrations ane allowad)
4. Select Team Options @ Pai ints can design and customize their own Personal Page

Participants on teams will use the default Persanal Page customized by the Team Captain

© Participants will use the defoult Personal Page customized by an Event Manager or administrator

3. Select Event Options 10. Paricipants Can Change Personal Page Layout

a. Define Fundraising
e € layout i Per P

Options Determines if participants can change the layout of their Personal Page

b. Define Event Options [# Yes. allow participants to change the layout of their Personal Page
¢. Define Misc Options

11. Participant Personal Page Style Sheets:

Determines if participants can change the style sheet that controls colors and fonts on their Personal Page
[¥] Yes. allow participants to change the style sheet that controls their Personal Page colors and lonts
12. Pamicipants Can Select the Parsonal Page Status Indicatars:
Determines if participants can select the status indicators to display on thew Personal Page

[ Yes, allow participants to select the status indicators that display on their Personal Page

3. SelectEvent Options

» g;{:;s;uncralsmg Determines if the Rich Text Editor is available for entering and formatting content on the Personal

10. Rich Text Editor Availability on Appropriate Pages:

b. Define Event Options Yes, enable the Rich Text Editor on the appropriate pages
c. Define Misc Options

&/ convior

Allowing participants the ability to “customize” their personal page, which includes changing the color scheme,
changing the position and number of photos, changing status indicators, and HTML formatting, gives participants
a feeling of ownership and allows them to be creative on their personal page.

Participants Customize Personal Page

Support Telly:

Telly Test

1. Design the look of this page.

Selecta

Single Photo/Status left edge

<]

Select a styie to change your fon

Forest &

87 ]A-[Z-

- Font family -- [ -- Font size -- 5

Fundraising
Honor Roll

‘Why | am taking the step...

Alcoholism and drug addiction had turned our family into a confused, wounded, hateful and hopele
bunch of people. AHS gave us some honest facts and education about the nature of this sickness.

©2008 Convio, Inc. 26 \u CO n V I 0'
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3. SelectEvent Options

Offline Donation Recording

a, Define Fundraising | 1-  Offline Gift Recording by Participants:

Options: Determines if participants can enter offline gifts that donors give te them and if they

b. Define Event Option: display in the funds raised amounts depending on the setting for the "Fundraising Tt

c._Define Misc Options Yes, allow participants to record offline gifts that donors give them

2 e a2 923

7 | 1l

Little link, big
results

e G
by Progress
10
- .
oo _
sone = .
P =
= s
; . gt
WoeIoBt  DecEed  pmioos
i .
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It is a good idea to enable the Enter Gifts Received Offline feature, as doing so provides participants with an
instant gratification of seeing their progress meter rise. This link helps to fuel a healthy competition among

fundraisers.

Team Formation

3. SelectEvent Options

4. Select Team Options
2. Team Formation:

5. Associale Upsells

Note: This option must be enabled to use the other team options below,

D ines if a registering participant can form a team for this event and become the Team Captain

Yes, allow a participant to form a team to register and then assign that participant as the Captain

* Team Name

Team Company @ |Choose an existing value 3

@)

Team Division Corporate (3

Fundraising Goal.

©2008 Convio, Inc. *
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Allowing participants to form teams increases participation. This is called TeamRaiser, right?

32

v. 5.4 Rev 01/09



TeamRaiser Configuration

Creating a TeamRaiser From Scratch

Creating a TeamRaiser from Scratch

Advoc

Donation Management
Transactions
eCommerce
TeamRaiser | Personal Fundraising

TeamRaiser List

TeamRager List

Create a TeamRaiser

T list of TeamBseer®ents created for your ste. Use the Edit action to work with configuration settings, pages, sutoresponders, and email messages for @
work vath parlicipants. leanrs. companies. glts. and wanl managens imohed in @ TeamPasi as well @s crale and send emands 1o coach people who hine varnous
action ta remove a TeamPaiser fram view in this list. and use the Show Archived TeamRaisers in List checkbax to view all archived TeamPiaisers in the list again T
Create a TeamRaiger of Copy to model it from an existing TeamRaiger

~TosmRaivers - |

Records 1-3013 Frel | Breviogs | les | Last

Search | | Show All
"

Ststus s Tves e
Closed

Publishea Date: January 19, 2009

Urpublished Date. January 19. 2009

Step Towards Recovery 2007

Step Towards Recovery 2008 Closed
Fublshed Date: January 19, 2009

Unpublished Date: January 18. 2008

. &/ convio

TeamRaiser can be found under the Fundraising drop-down menu. To begin creating a TeamRaiser event from
scratch, select the Create a TeamRaiser button.

Creating a TeamRaiser

: o W %1 public Name
Identifies they TeamFiaeser to S48 Visiors and paricipants
St Towdos Recoue,
2. Security Cowgory:

Conbiols who in your GraanEation had pemissann 1 coeate and st weisions of this TeamRaiser and which group of users
30 ragisler Tor the svent

Gangesl [~

# = 3. Event Date:

Sats when the event occurs or when registration cleses for vrtual svnts

1212000 [
# * 4. ToamRaid #f 5. Donation Form Association:
'“""":’ 1 Determines if this TeamRaiser will be associated with an exdsting donation form of if 2 new one should be created now
e g . - . . .
Dpcnan] ¢ Assign an existing donation form to this TeamRaiser

@& Create a new donation form for this TeamRaiser

W *  Donation Form Merchant Account:

Mentifies the merchant account 1o use for the donation form being created now for this TeamRaiser (for depositing all maney
collected for this TeamRaiser)

Datault Marchant Account [

Wt~ 5. initial Participation Type:

a way that peopbe can panticipate in this TeamRaiser, which enables cenain fundraising options intemally (can be
ater)

'“‘ 7. Initial Participation Type Registration Fea:
Defines the regestration fee 10 chage this participant (can be edited later)

R </ CONVIO’
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The first step in creating a TeamRaiser event is to identify the Public Name, Event Date, and Initial
Participation Type to name a few. Leave the TeamRaiser in the Unpublished status until you are ready to
display it to the public. You may also select an existing donation form, or ask the system to create one for you.
Doing so will create a Donation Campaign and a Donation Form within it with the name of your event. You may
edit the created form by going into the Donation Management module later on. Once you have identified your

TeamRaiser, click Finish.

Editing the Event

- TeamRaisers -

Records 1-3 0f3 First | Previous | Next | Last
TeamRaiser Name * Action
Step Towards Recovery 2007 E

Step Towards Recovery 2008

Step Towards Recovery 2009

Records 1-30f3  Eirst | Previous | Next | Last

Copy
Archive

Wanage

Edit
Copy
Archive
Manage

Copy
Archive
Manage

Status s

Closed
Published Date: January 19, 2009
Unpublished Date: January 19, 2009

Closed
Published Date: January 19, 2009
Unpublished Date: January 19, 2009

Unpublished
Published Date: NiA
Unpublished Date: N/A

©2008 Convio, Inc.
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Once you have completed the Identify step, you will be taken back to the TeamRaiser list page. To begin
configuring your event, click Edit next to the event.
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TeamRaiser Configuration

Identifying TeamRaiser

. Administrative Name:

Identify TeamRaiser
Uniquely identifies this TeamRaiser in the TeamRaiser list

2. Select Fundraising Options
Step Towards Recovery 2008
3. Select Event Options
4. Select Team Opticns # * 2. Public Name:
5. Associate Upsells Identifies this TeamRaiser to site visitors and participants

Step Towards Recovery

Manage Participation Types

7. Manage Discounts 3. Security Category:

8 Manage Stationery Controls who in your organization has permission to create and edit versions of this TeamRaiser and which group of users
can register for the event

9 Manage Autoresponders
General

10. Customize Suggested

Messages W 4. EventDate:

11. Customize Pages Sets when the event oceurs (or, for virtual events, when registrati On year tWO'

12. Customize Event URL nov B[z 5 [2000 0 make sure to link

Hi st one 5. Fiscal Year: to year One

14. Publish

Restricts the availability of this Regional Team to a specific accoung
2009 2

@

. Previous Event Association:

Links this event to a previous event tagf%.ide retuming participants with access to their Personal Page and donation history
(Note that this will provide addi#'€ial report data as well)

Mo Event Selected 0

&/ convior

For the most part, this step simply confirms selections from the initial step, and allows you a few more options. If
this is your second or more year with Convio TeamRaiser, be sure to link to the previous year.

Selecting Fundraising Options

#® ™ 1. Donation Form:
Deternmunes the donalson form Lo display 10 donors who make online gfls 1o thes TeamRarser
Step Towards Recovery 2008 Donation Campaign - Step Towards Recovery 2009 Donation Form
2 Fundraising Goal:

Determines f this TeamRarser will have its own goal that wall be used on all progress maters for this event and sets the
monetary amount of the gesl. Lesve unselected to use goals assccisted with the denation campaign

[¥] Yes, this TeamHaiser will have a goal that is different from any goals specified for the donation campaign

=

. TeamRaiser Goal:

Defines the monstary smount that event organizers hope o ase for. |f d€Sired, enable
multiple registrations
# 4. addiional Donation with Registrati here

the Additional Gift field on 1

particapant regish s

[2] Yes, display the Additional Gift fisld ap”_aificipant registration farms

E 3
o

. Multiple Registrations:

Determines if a person can register additional participants and gather all fees into one payment (each person registered has
cess to thewr own Personal Page)

Yes, allow a participant to register additional participants in one registration payment

-

. Tax 1D:
Sets a specibic tax identiication number for the TeamRaiser (leave blank to use the site-vade Tax ID)

m Bave | or Cancel

©2008 Convio, Inc. 39 q Con V Io!

The TeamRaiser goal will display on the thermometer on the Greeting Page. Also, it is up to you whether or not
to allow participants to register additional people at the time of their registration.
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Selecting Event Options

Allow participants to
customize their

1. Identify TeamRaiser

Select Event Options

Bow N

Select Team Options

o

Associate Upsells

~ @

Manage Discounts

Manage Stationery

© @

Manage Autoresponders

10. Customize Suggested
Messages

Customize Pages
12. Customize Event URL

13. Test Drive

B

Publish

Related Actions
- Edit Fuant.Quastions

Edit Advanced Options

* |dentity Locarian Ustails

Select Fundraising Options

Manage Participation Types

i

~

w

-

@

[ Next (RS

. Personal Page Customization:

. Participant Center Gift Status:

. Participant Fundraising Goal:

. Suggested Participant Fundraising Goal:

. Interest Categories:

Personal Page

Determines who can customize thes®ersonal Page, which is available to each registered participant regardless of whol
also available to each secondary registrant if multiple registrations are allowed)

@ Participants can design and customize their own Personal Page
(© Participants on teams will use the default Personal Page customized by the Team Captain

© Participants will use the default Personal Page customized by an Event Manager or administrator

If this checkbox is checked, the gift histary list in the Participant Center will indicate which gifts are unconfirmed

Yes, inform participants about which gifts are unconfirmed in the participant gift history list.

Allows participants to enter a Fundraising Goal when registering

Yes, allow participants to enter a personal fundraising goal

Defines the suggested goal that will display to r
200

goals are enabled for th

Defines interest categories to associate with this TeamRaiser event.

& Expand All = Collapze All
Name

No items found

© 2008 Convio, Inc.
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Click the Edit Advanced Options link in the Related Actions column to configure additional event options.
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TeamRaiser Configuration

Defining Fundraising Options

Offtine G Recarding by Participams: |

Datpmunes ¢ paticgants can
4 1head o

#star ofing gy Shat donors gm B3 herm and  thay can v She g they snter Dicty The e of
Saglay i L

D avd amrts xgenin v e Allow offline gifts to
[ Yes. allow paricipants v record offlies gits that Sonois give them

ot e A

e v ofmcomdmes ik shok e chodsdn P Tk s Tis s s oy e w1 -oad P ACtiCIipANtS

arts” cptien

E Yo, inchue the vabes of sncenlimed gils i fundeaising tetals
3. Offiis Payment Types that Participants Can Enmr |
Meriben 1he amant 14 fcau

hack CMSE LBU TRIE PARCIEMS 00 B0LH shin bcoimiag ofng RS ThE deners i |
T P — A v

Do not include
F— registration fees in

Dacwemnes # Tha ol it of B rcormng g Seaplays in he Rorvdeaesang totals of the Banicpant o £ the ke of wach ncres,

pocemed status indicators —

] Yo, credit the full vakoe of racurriesg gits imm 5 Offline Gift Payment Recording by Admin

Cetermenes ¢ admaresiraices can ences S vtormatior 1 SEENE 1 TUTERSI B0 S ey BF GAly

. O Gt Payment Crodit Cand Processheg

E Yos. allow adminisiras ian as well as
Dutpemned # Focigiets Can gt chet Cand ko

7] Yo, allow paricipants b inpat credit card ink

tatus Indicators exchude the Monetary Vokee Feer

Determines f registration fees shosukd be included in the amount raised by paticipants and teams in all states indicatons and fists
[ Yes. include the vatee of registration fees in the status indicators

Top Gits Status Inicator Displays Amounts:

Dstarrers 4 tha 54 aresurs

o in the Tep (e Staees Insieater

B Yo, display the amount of aach git in the Top Gifts Saatus Indicater

. Tep Participant Status Indicater Displays Amounts:

Dutaranes d tha amount raesed should be dagliyed 0 the Top Patcipants Situs Indestar
You can allow ) Yon dplay the amount raieed in the Top Paricipaen St Indicator
participants to enter Top Team Seanes Indicator Displays Amounts
i n C red It C ard S fo r Dutermenes 4 amounts should be daplayed n the Top Teams Status indcator

. . [ Yos. display the amount raised in the Top Teams Sutes Indicator
offline gifts

Status Indicator Count Descr

Dot the Label ued in status indeaiors whan the number of donstions is desplayed instead of the monetary amount of lands collected
denatons

- &/ CONVIO'

It is a good idea to allow participants to enter offline gifts in their Participant Centers. Also, it is a good idea to not
include registration fees in your online fundraising totals. This can have an effect on reporting as the registration
fee will show up as a donation in the thermometer, but will be separated out in actual reports.

Defining Event Options

tiwat St Saction Displays O AN Pages in the Parsicipant Cester
Dutermines 4 1ha Hiast Stag saction should diplay en wvery page i the Particigast Cantie. or en the Panicial
) Was. display the Nesa Stap section on every page i the Pamicipant Center

2. Panicipant Parssnsl Page Modified Notfication: To whom will
ot eyl 1 a5 g s s e | objectionable content

aagcnn com

emails be sent?

3. Paricip g0 Aeailability aher

Determines # tha rame of # paicipant i included in public eanches beko thei ST approed

L) Vo, the Porscnsl Page Status should be set 1o Privase snrllIUES s approved

4 Panicipa 5o Objocti c

i addresses of the adme
en #ach addowss bt

at 3 participant Personal
b content bk 1 requned

< Blogging

11, Panicipast Parssnal Page Style Shasts

Dtermmines f EATACIEanS C2n Changs the Sryle Sheet Ihar controly Coiors and farcs on e Pasosal Fage

Cunpemungs d the patiopants can Sl =] Yes, alow pariicipsats 1o change S siyle sheet Sat conrols thelr Persanal Page colors sad fosts
[ Yes, aliow panticipans 1o rack o) ftics.

Panicipsrss Can Sekect the Persons] Page States Indicassr:
7. Panicipast Perssnal Page Blogs Dotrrorsts 4 patcspints o dabect tha\ Nt ibeanans 12 Saplay o0 tha Porsonsl Page
Ditesmanaes # Fatipanes can enabie e Cradee 3 B o thes Personsl Pags

(2] Yes. allow panicipaes to selecthy N indicatsrs that daplay om theis Personal Page
B Yo, allow participanss 1o snable a Blog on theis Parsonal Page
11, Regimation Guesan Respsnses Reauiry
4. Parscipast Pevscnst Page Nodhication Aspromal Detormins ¥ Bamsammmers musl provcs i S AR SATINY when (LI B EMOPRN

Evspemings # admimiptrators mutt appeeve Personal Pages beoes Shay become visbls

(2] Yo, administrators st onm 1o, uesons whan regissering a partcipant
[ You, an adminhiraios must apgreve changes thal participants make 1o their Perianal Page

Aegration Usee lams Passmos
3. Denos Addeeses Displayed in Addvess Dosk

o . » oumens s ssssl PErSonal Page editing  fesssmcess
a’;:"'\‘;::"y:.("o\:ﬂ;::‘u o onbr donory Wil lps be SEpl e the Addeens Dook of the partga ] Yus, stmindsrators may sas
[ Yeu, dinplay donce addeeasen in the Addrewm Book of participants

-

. Panicipans Search2

o, Parsicipasis Can Changs Peronal Page Layeut W Particigant Finder page vhould mearch for paicigants

Cperinas # partspants can change S ayout o e Parsanal Fage © Paople can search for parscipants reghtered for all TeamRaisers

) Yo, allow participants 1o change the kayout of thelr Personal Page | % Paople can oy search for paniciparts registersd for this Teamitahar

3 Paople can search for participants registered for the cumest Tesmitalser nd other Teamfaisns of the sams type

©2008 Convio, Inc. 42 \y Con V Io.

On the Defining Event Options step is where you can determine who will get notified if someone clicks the

Objectionable Content link on a participants Personal Page, enable blogging, and allow the participant to
customize their Personal Page.
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Defining Misc Options

3. Select Event Options

a. Define Fundraising
Options

b. Define Event Options
c. Define Misc Options | Eyent Shortcut URL DNS Display Name:

©2008 Convio, Inc.

Defines the displayed DNS name of the event shortcut URL displa

"
2 eve UR ¥

8. Event Shortcut URL Prefix:

Defines the string to add as a prefix to the internal shortcut URL when Event Managers or Administrators
will net update the shortcut URL if it already exists.)

Enable HTML on
9. HTML Editor for Suggested Messages: Personal Pages if

nes if the HTML Edit osted 14

uggestes desired

Yes, enable the HTML Editor for Sw= suiiessages

10. Rich Text Editor Availability on Appropriate Pages:
Determines if the Rich Text Editor is available for entering and formatting centent on the Personal. Team

[ Yes, enable the Rich Text Editor on the appropriate pages

ved to Event Managers or Administratol

w &g CONVIO

On the Defining Miscellaneous Options step is where you can allow HTML rich formatting on Personal Pages.
You may also allow the HTML editor for Suggested Messages if desired.

Selecting Team Options

. Honorary Teams:
rina if panticipants will ba randomlly $58ignad 1o an Honorary Taam (ypecally for & sp
# LA U FaACIpants have

[ Yes, assign each participant to an Honorary Team by randomee N

Team Formation:

& and become the Team Cagtas
s below

2] Yos. allow a participant to form o team to reghster and then assign that panicipant as the Coptain

Team Size

Defings the maimum numbar of members sllowed on a team

-

. Password-Protected Toams:
Clotamings i 3 Team Cagtain can 233k 3 passward that othars must know in srdee to foin the team

[ Yos, allow Toam Captaing to assign passwords for admissien 10 theis teams

Compary Teams:
Datarmings i felds and selection lisss will daglay oa panicipant registration forms 5o Team Captaing can associate thair teams o

[£] Yos, allaw a Team Captain to assaciate the tam they are farming with a compary

L] Only display a selectable Fist of company names {without displaying a text input field for adding a company)

L

Team Divisi
Defings the namas of dnisions that Team Cags
registration forms.

5
18 £an 3alect when thay foem their taam (Note: Laave blank ta have no Detsicn i

. Teom Giftw:
Daterminas i donocs can make gits deectly ta teams instead of to specific pamcipants

[£] Yos, allaw denars to make gifts ta teams

Y sovs | o gancel

©2008 Convio, Inc.
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Allow team formation

The Selecting Team Options step allows you to determine if participants can form teams for your event. You
may also allow participants to associate a company with their team as well as create divisions that can be useful

for event prizes.

38

v. 5.4 Rev 01/09



TeamRaiser Configuration

Managing Participation Types

1. Identify TeamRaiser
Select Fundraising Options

Select Event Options

oW M

Select Team Options

o

Associate Upsells

@

Manage Participation Types
7 Manace Discoun s
7. Manage Discounts

Manage Stationery

Manage Autoresponders

NERT-IY

=

Cusiomize Suggested
Messages

Customize Pages

<

Customize Event URL

o

Test Drive

4. Publish

Create a New Participation Type

This is a list of the participation types that define how a person can participate in this TeamRaiser. Use the Edit action to modify the
attributes of an existing 1 type ( adding 1t record fields, Add QOptions for purchase/selection
Questions, and a banner image to the registration form). Use the Qrder column to determine the order in which these participation
types display on the registration form. To create a new participation type, click Create a New Participation Type or Copy to use an
existing participation type to use as a model

~ Participation Types -

Records 1-10f1  Fist| Erevious | Next| Last
Participation Type Actions Order Registration Fee Deductible Amount
SKRun Edit 0 520.00 §0.00

_

Deiste

Records 1-10f1 Fist| Previous | Next | Last

EEY sove o conc

©2008 Convio, Inc.

&/ convio

Participation Types determine how participants will participate. The initial Participation Type was created on the

initial Identify TeamRaiser step and should be edited before publishing. Click Edit next to the 5K Participation

Type. To create a new Participation Type, click the button near the top of the page.

ldentifying Type

#* 1 Hame

Identifies what the person will be doing for this paricipation ype (for example, 5K Runner or Course Yyalker,

= Describe this
Participation Type for
participants

= 2. Description:
Prons

s details to distinguish this padicipation type from cther available s

# 3. Registration Fee:
Dafines the monatary amount that registrans who sebect this panscipation Typs will ba charged
52000

M 4 Tax Deductitie Amount:
Defines the portion of the fee that these partscipants can deduct fiom thew s
" s
Raiser and have access 1o fundaising tos
display on registration fems. but any goal
[ Yes, this panicipation type involves raising money
" um Fundraising Goal:

rumtrun resgnelary amsun thal each parhicpant must agres 1o rnse for this evend (leave blank d 14

©2008 Convio, Inc.

&/ convio

The first step is to select options for this type including creating a description.

v. 5.4 Rev 01/09
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Selecting Type Options

Identify TeamRaiser

Select Fundraising Options

(R

Select Event Options

&~

Select Taam Options

o

Associate Upsells

@

Manage Participation Types
3. Identify Type
b. Select Type Options

a

Select Registration Info

a

Customize Waiver

Add Banner Image

Include Upsells

Include Questions

=

7. Manage Discounts
8. Manage Stationery
9. Manage Autoresponders

10. Customize Suggested
Messages

11. Customize Pages

12, Customize Event URL

13. Test Drive
14. Publish

-

1. Security Category:

Controls which registrants will have this participation type displayed on their registration forms (th
it on all registratien forms)

General &4

g

Promotion Code:

Defines a promaotion code (letters and/or numbers) to restrict registration for this participation type

3. Availability:
Determines if this participation type is available for selection on registration forms
& Active lavailable for registrants to select)

© Inactive (not yet available for registrants to select)

s

. Race Number Generation:

Determines if registrants of this participation type will be assigned race numbers: and if so. the st:
the assigned numbers should increase or decrease in value from the starting number

@ Do Not Generate Race Numbers
) Generate Increasing Numbers
© Generate Decreasing Numbers

Start Generating Numbers From:

o

. Notification List
List of email addresses to be notified when anyone registers with this participation type

© 2008 Convio,

Inc.

. &/ convio

You may hide this Participation Type until a later time, if desired, on the Availability step. You can also generate
race numbers or notify someone when this participation type is selected.

Selecting Registration Info

pe

i giatralion Ik
sgiatratics Info

M 1. Constien Information:

Defines the constituent information fields to display on the regestration form for

1o comphete (Mame and Email address are sbvays Determine WhICh

Primary  Primary  Secondary |Secondary
Requosted Required Requested Required

that registrants are negui

Participant Information

fields you would like

Titke 0 al a] 0 requested and/or
Firs Mome @ & o] B required

Widdio Name (] [m] (u]

Last Hame ] ] ] L

Sulfix o 0 1 0

Professional Suffix @] 0 0 o

Fmall & & = @

Addrs ] 2] (3] O

Phone Nurmber = O O O

Date of Birh (@] O O O

Gander O O (m] a

Employer Name (] 0 ] ]

v I o 3] 0 Secondary fields will
Emergency Contact 0 O

Honoree

Determines # the emad preference options drsplay on the registratson form ko
automatically b apted-a to recene ane of bath types of email

Mail Preferences Requested w;::rh’
Email OptIn = a
Postal Optin [

appear only if you are
allowing multiple
registrations

©2008 Convio, Inc.

&/ CONVIO

By default, first name, last name, and email are required for registration. You may elect to request and/or require
additional fields. If you elected to allow multiple registrations on a previous step, you can also select which fields
are requested and/or required for the additional participants.
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TeamRaiser Configuration

Customizing the Waiver

= o @
=3

14. Publish

1 Identify TeamRaiser # 1. Participant Waiver:
2 Select Fundraising Options Determines if registrants will not be allowed to continue if they do not agree tol
3. Select Event Options Yes, participants must agree to a waiver for this participation type
4 Select Team Options 2. waiver Text:
5. Associate Upsells Defines the content of the waiver
| understand that my consent to these provisions is given  [J/
6. Manage Participation Types in consideration of the acceptance of this registration and i
a. ldentify Type for being permitted to participate in this event. i
entity 1y
b. Select Type Options | am 3 voluntary participant in this event,and in good
physical condition. | know that this event iya potentially
c. Select Registration Info hazardous aclivity and | hereby assume full’, % complete
. responsibility for any injury or accident which occur
SEEhstomize Weliv) during my participation i this event or while on '\
e. Add Banner Image premises of this event and | hereby release and | =
f Include Upsells
9. Include Questions W or Cancel

7. Manage Discounts
Manage Stationery
Manage Autoresponders

Customize Suggested
Messages

Enter waiver text if
required for this
participation type

11. Customize Pages
12. Customize Event URL
13. Test Drive

2008 Convio, Inc.

a &g CONVIO

If you have a waiver that participants must agree to for this Participation Type before participating, insert the text
here and make sure the box is checked.

Adding a Banner Image

B oW o

o

Identify TeamRaiser

Select Fundraising Options
Select Event Options
Select Team Options
Associate Upsells

Manage Participation Types

a. ldentify Type

o

Select Type Options

o

Select Registration Info

a

Customize Waiver

o

Add Banner Image

f Include Upsells

Include Questions

@

#i 1. Participation Type Image:
Adds a banner image to display with this participation type
You can use an image that was previously uploaded...

Search the Image Library

Images must be .gif, .jpg, or .png files. Files with a .jpg or .png type will be automatically resized to fitin a 500 x 400 pixel
space. The maximum acceptable file size is 2 Mb.

__Brm:se Your
Upload Image

©2008 Convio, Inc.

Image appears next to
the Participation Type

% &g CONVIO

If you choose to upload an image for the Participation Type, it will appear next to the Participation Type text
during the user registration process.

v. 5.4 Rev 01/09
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Including Upsells

Lo ot X This is the list of Upsells associated with this TeamRaiser. To include the Upsell as an option for this participation type. click its
1. identify TeamRaiser iickida chackbiox. i 4 = =
2 Select Fundraising Options
- Upsells -
3. Select Event Options | 1
4 Select Team Options Include © Name & Description * Display Type
" A Ma R
5. Associate Upselis ‘ T |
6. Manage Patticipation Types
a. Identify Type m Save | or Cancel
Sel Options
t Registration info
d
e. Add Banner Image
f. Include Upsells
Event upsells would
appear here for you to
select
.
©2008 Convio, Inc 51 \y convio

If you have created upsells for this event, they would appear in this list. Upsells could be things like jerseys, or
timing chips, that would be an additional charge that participants can select (or not) during the registration

process.

Including Questions

200 EHBCHDAX 10r #3CH QUISHON 10 e

Adedtional Questions

Quastions aActlons order uastion Typa update Constituant Raquirad Includa this Question

Ho Questions Axadatie

Save

©2008 Convio, Inc. 47 \y Conv |0’

If you would like to capture specific information from participants during the registration process, you may include
additional questions for the specific Participation Type, or you may add general event questions which are set up

42
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TeamRaiser Configuration

on Step 3 of the Process Navigator under Related Actions. Let’'s add a Participation Type-specific question. To
begin, click the Add a Question button.

Question Type

ﬁ' 1. Question Type:
Defines the type of responses to select or enter for a question (note that Captions have no responses associated with them)
YesMo 2

or Cancel

©2008 Convio, Inc. 48 q co n v I o’

Pulling directly from the Convio Survey module, determine a Question Type based on the information you’d like to
receive. In our example, we will ask a simple yes/no question.

Question Text

. Question Type:

Identifies the Question Type selected on the previous page

Yes/No

Order Number:

Defines where this question will display within the list of Additienal Questions on the registration ferm (can be changed ¢n the Questions list)
1

N

it * 3. Question Text:
Creates the question that displays to participants {limited to 1000 letters, numbers, and spaces, or 20 rows)
This is my firsttime to run the Step Towards Recavery
SK:
4. Answer Required:
Determines if registrants must provide a response to this question in order to complete their registration You m ay u pd ate a
[ Yes, require registrants to provide a response o this question if it displays on their regisial contact record field
5. Security Category: with the answer if
Controls which registrants are presented with this question {the General optional pregent desi red
General [v]
6. Contact Record Field Update:

Determines if the response to this ouss®Cllis recorded in the contact record of the registrant and the field in which it is recorded

[ Yes, update the constituent contact record with the response to this question

—Field Type— B [-rfeo-E

©2008 Convio, Inc. 54 q co n v I o'

Enter the question text and determine if an answer is required. You also have the option of updating a contact
record with the answer, if desired.
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Additional Questions

Add & Question

- Adanonal Questions -

Rtcords 1+ 4601 Feat| Brpuioes | et | Last

This is the kst of Addticnal Qusstices that can ba displayad en the regissration pages for this Participation Type. Tha Inchada Thia Qusstion chackbai for 8ach guistion 1o be
displayed on the registration form should contain a checkmark. Amange the display ceder of the questions using the Order column

Questions Actlons © Order © Question Type ~ Update Constituent = Required = Include this Quastion

This &5 my first 8ma o run T S3ep Towards Rec Yestio Ho No ol

Records 1- 1001 Eeal | B | et | Lant

mage (B Save | o Cance
de Upsel
g Include Questions
Additional questions
for this Participation
Type may be added
©2008 Convio, Inc 55 \u convio’

To add addition questions for this Participation Type, repeat the process.
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EXERCISE 1.3: Create an Event and Configure Common Options

Creating a TeamRaiser from Scratch

From the main TeamRaiser page, select the Create a TeamRaiser button

Fill in the Public Name, Date, Initial Participation Type and Fee from the questionnaire
Select to Create a new donation form for this TeamRaiser

Click Finish

prON~

Configuring Common Options

Using the filled-out questionnaire as a guide and the Process Navigator hints on the right side of those pages,
configure the event on your own. You can skip questions 2, 4 and 17 as we will discuss these later. If you get
stuck, ask the instructor for assistance.

1. To begin, select Edit next to your TeamRaiser event

v. 5.4 Rev 01/09
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Identifying and Editing Critical Content

Autoresponders

Managing Autoresponders

Identify TeamRaiser
Select Fundraising Options
Select Event Options

Select Team Options

O B W N o

Associate Upsells
Manage Parlicipation Types
Manage Discounts

Manage Stationery

w o ~ @

Manage Autoresponders

10. Customize Suggested
Messages

11. Customize Pages

12. Customize Event URL
13. Test Drive

14. Publish

©2008 Convio, Inc

m Autoresponders (Participant)
» Thank you for forming a team
Thank you for registering

>
» Someone made a donation on your behalf
>

Someone joined your team

s Autoresponders (Donor)
» Thank you for your gift
» Thank you for your offline gift

&g CONVIO

Here are the autoresponders that must be configured before your event goes live. Autoresponders may be
disabled by clicking the appropriate link next to the autoresponder.
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TeamRaiser Configuration

Creating Content

- Perssnshzation — -

IiGhBRE ;1 HBS

Paragragh

Sl EEOERED Y

B (- size - 5

[~ BB [~} oen

Harmal B3 [ apes
D Sesdmn

Step Towards Recovery 2007 | Options

Insert

Step Towards Recovery 2007
Step Towards Recovery 2008( |

Step Towards Recovery 2008
nser

Options

Insert
e

Virtual Walkathon

Virtual Walkathon

diminsgralor password masked oul for Securly rEssons

Page: | Greeting Page [+]
Greeting Page
Use;Join @ Team Page
Start a Team Page
" Participate as an Individual Page
Include User Name and ‘M'IJ‘:‘;: Team o Individual Search Page (S Tis linkig
i i i ¥ Bastieipr TIReg
Password personalizations in Particip
autoresponder Intere: P aruCipant-Oonier

Company List &d
Team List

Top Participant List

©2008 Convio, Inc.

&g CONVIO

To create a link to the Participant Center, highlight the text to be linked, select TeamRaiser, from the Links drop-

down menu, select Options next to the correct event, then select Participant Center from the Page drop-down
menu. You will also want to include the participant’s User Name and Password as a reminder.

v. 5.4 Rev 01/09
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Suggested Messages

Customizing Suggested Messages

ity Toarifisivr s Sample Solicitation
Select Fundraising Options - Sam p I e Th an k YO u

Select Event Options

Select Team Options - B | an k

5. Associate Upsells

B oW N -

6. Manage Participation Ty,
7. Manage Discounts @ . [1] = | G @.
8. Manage Stationery Saraanel Fae B S t LT 2 2y

9. Manage Autoresponders| | [ sneatas et T e b S S it R |

trw = o siacies

10. Customize Suggested
Messages
Suggestod Bessapes
11. Customize Pages
12. Customize Event URL
13. Test Drive

14. Publish

© 2008 Convio, Inc. q con v I o'

It is a good idea to provide at least one sample solicitation and one sample thank you suggested message.

Adding Suggested Messages

1. identdy TeamRaiser

Add a Message

This i a st of Supgested Message templates that participants can sand from their Participant Center to appeal for suppert, recruit
teammates, parsonally thank donors, and $0 on. Providing templates with suggested content may make it aasier for pamicipants.

Hote: Use Add a Message to create each new message template. Do not edit the Blank Message (which is used for a Tell-A-Frend
message) subject or content unless you want the information insented 10 be in all messages thal access this template. (Halg)

r e il
Records 1- 1001 Frxt | Brevges | liest | Lagt

{_Searcn || showan Page 1af 1 ToFags |

Message Name # Actions Type # Subject :
Elank Hessage Eot omer
Delste

Records 1- 1001 Frst| Previcws | lexd | Last

&Jconvio

To add a new Suggested Message, click the Add a Message button.
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ldentifying Messages

M * 1. Suggested Message Templato Hame:
Idgntifigs this template in the Suggested Messages List bere and in o
Samole Appeal

M * 2. Message Type

Solickt Gifts

# 3. Consuain Message Stationery:
Assigns this stationdry 1o this suggested message

~ Hene Selected - [

M = 4 Suggested Message Subjoect

Spacifies how this méssage will ke grouped in the Suggested Messages List for |

¥ you da not select a Stationary,

he Particpant Cantar ‘

Determine to what extent (if
any) the subject and
message are editable

Defines the line that despl;

Halp Ll Helg Ofars in ha Step To

5. Subject Cditing.
Determmes f pasogants can mo:
) Make the Matsage Subject

& Allow participants to modil

) Make the Message Bedy

9 * 5. Seagested essage Body Comens
Dwrbrrs the et of the messag

o thagffescipants can use 10 accomplsh a fask such a5 seadng & remnder

ey e tast i the Liastage Bsdy
e read-ondy participants cannat modity if

) Make the Mewage Body text road only but allow pasticipants 1o add to it
&) Allow panticipants 1o medify the Message Bedy tex1

©2008 Convio, Inc.

&/ CONVIO

You will need to name the message, set a type and determine whether or not you will allow participants to choose
from available stationery, or to use the one you designate. Subject and message text must also be entered, and
you can determine to what extent (if any) you will allow participants to customize the subject or message.

TeamRaiser Pages

Customizing TeamRaiser Pages

m TeamRaiser Pages (Registration)

Manage Discounts

1. Identify TeamRaiser

2. Select Fundraising Options

3. Select Event Options

4. Select Team Options Th ank
5 Associate Upsells Greeti ng You

6. Manage Participation Types Pa_g e Page
7

8. Manage Stationery

9. Manage Autoresponders

10. Customize Suggested
Messages

Customize Pages

m TeamRaiser Pages (Participant)

a TeamRaiser Pages

12. Customize Event URL
13 Tost Diive Home Default Default Default
T4 Pt Page Personal Team Company
(Participant Page Page Page
Center) 9 9 9

©2008 Convio, Inc.

&g CONVIO
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There are many pages that can be configured for your event, but only a few that would be considered “critical
content” areas. Of those pages, the five that are called out above would be the critical content pages.

TeamRaiser Pages

omaze Pages
» TeamRaer Pages

12. Customaze Event URL

[resmmaissrPoga = || -Custom Poges - |
Fage Name

Sreswng

Find 3 Paricipant

Team Selection

Team Password

Palipabon Optiens

Hemiming Famapant Legin
Registrabon information
Sacondary Registralion Information
Jatar

Registration Summary

Billing Information

Confirmation

Home Page

Detault Personal Fags

Company List Page

Default Company Page

Team List Page

Datault Team Page

Top Pamcipants List Page

[ e (R

i
nd tent ge Cu 3 lab to
Paga Wrapper. or Style Shaat for the default and custom pages, and to gl

ace 8 banner imags on the pages.

e L

Find 3 Pamcipant

Team Sebecion

Team Passwerd

Pamopation Cewons

Riluming Famapant Login
Fiegesrason Information

Sscondary Registration Information
Wakiet

Reguarason Summary

Billing Indarrmation

Confirmation

Homa Page

Detautt Personal Fage
Company List Page
Detaull Company Page
Team List Fage
Dataun Taam Pags

Top Pamicgpants List Page

© 2008 Convio, Inc.

&/ CONVIO

To configure a particular page, click Configure next to the page in the Actions column.

Greeting Page

BEE UL

nuvree

an - | el B [

Choose from available status
indicators for the Greeting

Page

©2008 Convio, Inc.

STaluB Indicaton 1
Stop Toward Recovery Campaign
Progress =
5100.000 00 =
Achipved =
BZ3650 00 =
Tile
Step Toward Recovery ¢
Style
Denation Form Status [
Rank by
Dosars Raised G
[ Cruvse

Scroling bst of names
vall appear hare

¢!

Doars Raised

&g CONVIO®

For the Greeting Page you may select which status indicators will appear in addition to the content.
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Greeting Page

WM, Area
L L IR EFIWEEREOCAAVTI SO
vt - [ e [ | rem B [ sue— ] nen

Choose from available status
indicators for the Greeting
Page

STatus Indicator 1

Stop Toward Recovery Campalgn
Progress

Ei8a panna

Status Indicator 2

‘ Top Teams ‘

Chocse |
i )

Achigved d
Scrofing sl of names
823650.00 wall appear here
oo {| Tale
| Step Towara Recover ¢
Race D Kbt Pickus | Styls Tile
o e v
ot leaed. Raagy] DE72800 Form Status = Top Teams
Rank by =
v . i
| Domars Raises 3 Top Teamy ’
I o v
Rarik by

Doltars Raised [

[(Choose ]

©2008 Convio, Inc.
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On the Thank You page, be sure to include a prominent link to the Participant Center and clearly guide the
participant to the next steps.

Home Page (Participant Center)

B " 1. Cusom Page Title and Contant:
Iéentifes this page and dufines contert 10 b4 displayed

Layout: Stancard [ | Redresh

team memibars!

The: tollow-up tool wil
3. faends and family.

your parbicipant cen

fundraising prograss.

o

el dynamic experience for the

Semgneaiizansn i | - Conduizeais - partici pant
BRE 1 B2  EEIEEE wES L]
oo Parageagh - Rl Sole Rl Fout - i adimal 3 [ Abschete Links
Welcome To Your Participant” Ziy Site

Here are the steps to follow """, ¢ started on your online fundraising success:

Firet, adit your parconal paga_ Yau c3n updata yeur parganal paga with yeur
¢ persanal Reason to Relay and update the picturs on your page

45 3 team Captam, you Can 3i50 UPDate YOUr team page with your team's

Raason to Ralay and update the picture on your taam's page.

Second, update your email address book and emal your fandy and

friands. Our enling impert teel is the easisst way te import addressas from your
personal e-mail account. You can also manually enter in addresses of use our
wffine import tool. We have provided message templates to help you get started
recruiting team members, asking for donations, and thanking donors and new

i you follow up with your donors, team members, and
wr fundraising is underway, you can come back to
to check your fundrasang progress and your team’s

Use conditionals to create a

©2008 Convio, Inc.

&/ CONVIO

The Home Page of the Participant Center is a great place to communicate with your participants. Again, be sure
to outline next steps and try using conditionals to create a dynamic experience for your participants once they
have completed the actions. This may also be a good place to include fundraising tips.

v. 5.4 Rev 01/09
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Default Personal Page

L ayout:| Single Photo/Status lef edge (31 Style: | Default 5 | Refrash

Wiglcomd b my Personal Page

Donate Button

You can use an image that was previeusly uploaded. ..

Search the Image Library

or upload an image from your computer:

age.
gif, jpg, of pgfiles The accaptable Sl sizag@e Kb

iz
me of the file on your computer or use the Browse button 10 select Me file.

Browse.

3. Click the upload image button.

Upload Image

Status Indcator
Panicipant’s name B JA-Z-EEJ =
M"w Why | am taking the step.

= g - Fontfamily - (| - Fontsize -~ 2

Page Tithe

Use conditionals to create a
dynamic experience for the
participant

You can use an o previously uploaded. ..

e elGrary

ibad an image from your computer:

Pr your image.

be gil, jpg. or png fles. The

2. Select the file.
Enter the nam ihe file on your computer o1 use the Browse bullon i
e file
3. Click the upload image button.
Upicad Image
Body Text

© 2008 Convio, Inc.
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You should always create default content for the personal page in the case that participants do not personalize

them.

52

Custom Pages

—

| Create a new Custom Page Refresh List

who visit this T

If you have config

The following pages can be displayed to ¢
pages to the TeamRaiser's navbar

- TeamRaiser Pages - || - Custom Pages - :

Create custom pages for
your event such as an FAQ

page

S s acsl L

Name
¥ * 1, Custom Page Tithe and Centent:

Identifies this page and defines content 10 be displayed

0 seve o g

* Page amt [ Frequunty saked Ousabing

Page Bady
Persceazaszn |-}

BRI Hae e  EFIANE

+ Cendeenaly

Hormal View  Source View

Document loaded. Ready.

—Parsgrach - [ |- Svia~ [ |- fers B [ 5n - | Mormal () [] absciine tinkes
Freq Iy Asked Q =

1. How do [ reguter 5 5 walcer, rurner or yoluntser?

2. What is & Participant Center?

3. How can ] best achisve coline fundrasing SUCCess?

e

5

.

T

e [

Search: [ Match Case

(Find) [Fied 5t )

©2008 Convio, Inc.
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You can also create custom pages for your event by clicking on the Custom Pages tab and clicking the Create a
new Custom Page button. Name the page and enter the content.

Custom Pages

| - Tesmaaiser Pages . - Custom Pages -
Records 1- 1001 Fagt | Brevies | Mot | Last
Name
Frequently Asked Questions

Records 1- 1011 Frgt] Sravicus | Maoe | Lot
|

© % Actions

e

Custom pages appear in the
TeamRaiser link drop-down
list

©2008 Convio, Inc.

Pagg Greeting Page
TeamRaiser Pages
Use; Greeting Page
Participant Center
O AU Paricipant Center Email
Participant's Personal Page

Youca Team or Individual Search Page

willbe| JoinaTeam Page

Participate as an Individual Page

Start a Team Page
Interel  Company List
Team List
Top Participant List
Ady Custom P

&/ CONVIO

You can link to custom pages the same way you would other TeamRaiser pages by highlighting the text to be
linked, selecting TeamRaiser from the Links drop-down menu, selecting Other next to the desired event, then

selecting the Custom Page from the Page drop-down menu.

v. 5.4 Rev 01/09
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EXERCISE 1.4: Use TeamRaiser-Specific Links and Conditionals

Creating a Link to the Participant Center on the Thank You page

1.

akrwn

From the Customize Pages step on the Process Navigator, select Configure next to the Thank You
page

In the WYSIWYG type [Access your Participant Center now!]and highlight the text

Select TeamRaiser from the Links drop-down menu

Select Options next to your event

Select Participant Center from the Page drop-down menu

* Creating a Conditional to Display Participant Center Link on the Greeting Page

Pobdb=

From the Customize Pages step on the Process Navigator, select Configure next to the Greeting Page
In the WYSIWYG type [My Participant Center] and highlight the text

Link to the Participant Center following the previous exercise

Highlight the text again and select Has a Participant Center from the Conditionals drop-down menu

Creating a ‘Personal Page Updated’ Conditional on the Home Page

abhobN=

54

From the Customize Pages step on the Process Navigator, select Configure next to the Home Page
In the WYSIWYG type [Your Personal Page has been updated!] and highlight the text

Select Personal page updated from the Conditionals drop-down menu

Right click on the gray conditional box and select Personal page not updated

In the blank box type [First, update your Personal Page]
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TeamRaiser Configuration

Customizing the Event URL

Customizing the Event URL

1. Identify TeamRaiser

2. §r—

- §# 1. Customized URL for the event Greeting page:

i S Defines a shortcut Web address that displays the event Greeting page. (In addition to letters and numbers, the URL can
~| contain only the periods, dash, and underscore special characters)

s hitp:/fwww.ahs org/ [step

6. M -

7. M

8 M m § be | or Cancel

9. Manage Autorespon

=

Customize Sugges
Messages

Customize Pages

LT 2 Use shortcut URL on
12 TastDime marketing materials
14. Publish

The DNS display name can
be changed on the Edit
Advanced Options Step 3,
section C, of the Process
Navigator

&/ convio

You can also create a shortcut, or friendly, URL to your event that is simple, easy to remember, and looks good
on your marketing materials. The shortcut will take users directly to the Greeting Page of your event. The DNS
display name can be changed on the Edit Advanced Options, Step 3, section C, of the Process Navigator.
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Test Driving

Test Driving

1. Identify TeamRaiser
Select Fundraising Options

Select Event Options

= owoN

Select Team Options

o

Associate Upsells
Manage Participation Types
Manage Discounts

Manage Stationery

© @ N>

Manage Autoresponders

10. Customize Suggested
Messages

Customize Pages

=

Customize Event URL

o

Test Drive
14. Publish

©2008 Convio, Inc.

1.

{ ad

{ of

|

Test Promotion Code:
Identifies a promotional code that will be aailable to cerain registrants

Test Account:

iduniies the usemanw i @ test sccount. or acivai constitueni sccouni, thet mesis the conddions you wani io st fwaw
blank to simulate the sxpanance of a sits visiter whe |2 not Isnaad ind

Test drive your event to make
Test Address for Autoresponders sure everything is working
denifis il ess 10 which aul . s . . y "
et e et tothe adess sessnmmes wnue e and looking as it should e

denuli@conio.com

Additienal Test Arguments:
Identifies a string of up to 255 characters that cop
&name=value")

slitional URL srgumants to test (arguments should be in the form

Launch Test Drive:

Displays the TeamRaiser ingl'e Preview window for you to simulate the experience of registering for and donating 1o the
TeamRaiger event use L111-1111-1111-1111 in the Credit Card Mumber figkd and 111 in the CVV fisld)

&/ CONVIO

You can “test drive” your event without creating new constituent records or false donations for the event. This is a
good opportunity to examine your content and flow, and make sure all links point to the appropriate places.

56
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Publishing

TeamRaiser Configuration

Publishing

Determine the status of your

©2008 Convio, Inc.

1. Identify TeamRaiser ‘ event here
2 Se—=
3 sd H 1. Status:
Determines if people can register for this TeamR# shate to it, or both {Unpublished TeamRaisers are not available for
4. Sq online registrations or donations, but may hay sz management tasks available)
5. Ag Accepting Registrations and Gifts
6 M4 Unpublished
2. |Accepting Registrations Only
7. M4 A ing Re ST Sy e amRaiser to site visitors. You can copy and paste this URL in other sources to direct
Accepting Gifts Only
8. Mg Closed i
9 M http:/7/bvt 107.convio.com/site/ TR 7r_id=1000&pg=entry
Vg
10. Cy ISUTELN or Cancel
o R
11. Customize Pages
12. Customize Event URL
13. Test Drive
14. Publish

&/ CONVIO

Finally, when you are ready to “go live”

v. 5.4 Rev 01/09

with the event, select the desired status.
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EXERCISE 1.5: Create an Event URL and Publish

Creating a Shortcut URL to the Event

1. Go to the Customize Event URL step on the Process Navigator
2. Enter a short name for your event in the box provided
3. Click Next

Publishing the Event

1. Go to the Publish step on the Process Navigator
2. Change the Status to Accepting Registrations and Gifts
3. Click Finish

Testing the Shortcut URL

1. Open a new browser window and type your URL shortcut in the address bar
2. You should be taken to the Greeting Page for your event

58
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TeamRaiser Configuration

Next Year’s Event

Donation Management
Online Giving | Pending Contributions = Su
Campaigns Step Toward Recovery 2008 Donation Campaign | Manags Active General
Step Toward Recovery 2008 created on Jan 30, 20... | Edit
Campaign ID: 1981 | Copy
: Rename the campaign
Donation Management
Online Giving = Pending Contributions =~ Sustaining Gits = Designated Gi fembersh
Campaigns > Copy a Campaign
Process Navigator * 1. Name:
1. Copy a Campaign The campaign name identifies the £dmpaign to administrators
Step Towards Recovery 2008
or Cancel
©2008 Convio, Inc \u convio'

The first step you will need to do is copy the previous year’s donation campaign and rename it.Make sure to
change the name of the donation form as well as the campaign.

Copying Event and Linking to Previous Year

Step Towards Recovery 2008 Edit Closed
Copy Fublished Date: MN/A&
Archive Unpublished Date: MN/A
Manage
1. Copy a TeamRaiser Event * 1. Administrative Name:

Uniquely identifies this TeamRaiser in the TeamRaiser list
Step Towards Recovery 2009

[ZUTELE or Cancel

6. Previous Event Association:

Links this event to a previous event to provide retuming participants with access to their Personal Page and donation history
{Mote that this will provide additional report data as well)

Don’t forget to link to
previous year’s event

© 2008 Convio, Inc. y con v Io!
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For the TeamRaiser event, use the Copy feature which will copy all of your event settings as well as any content.
Make a few adjustments to the content or configuration and publish your event in half the time it takes to create a
new one. Remember to link the current event to the previous year’s event and associate the event with the new
donation form.

Next Year's Event Review

1. Copy and rename the previous year’s donation campaign.

2. Rename the copied donation form and make any adjustments if needed.
3. Copy and rename the previous year’'s TeamRaiser event.

4. Associate the event with the previous year.

5. Assign the new donation form to this event.
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TeamRaiser Configuration

EXERCISE 1.6: Next Year’s Event

Copying and Renaming the Donation Campaign

1. Find the Donation Campaign for your past event in Donation Management
2. Click the Copy link in the Actions column
3. Rename the campaign to reflect your upcoming event and click Finish

Renaming the Donation Form

1. Next to the new Donation Campaign, click the Manage link
2. Next to the Donation Form, click the Edit link
3. Change the name of the form to reflect your upcoming event and click Save

Copying the Event

1. From the main TeamRaiser list page select Copy next to the desired event
2. Name your new event
3. Click Finish

Linking to Previous Year and Associating with the New Donation Form

Click Edit next to the copied event

Select your previous event from the Previous Event Association drop-down menu
Click Next

Select the new donation form from the Donation Form drop-down menu

Click Save

arON=
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TeamRaiser Management

TeamRaiser Management

L YT 11 S 64
L0 o] =Ted (1Y PSP PPPPTPR 64
Managing PartiCIiPDaNTS. .......coiiiii e e 65
EXERCISE 2.1: Managing PartiCipants...........ccuuiiiiiiiiie ettt st naee e e s e e e snnaeeaean 72
Y =T aF=Te 1 aTo T == 0o PSSP 73
EXERCISE 2.2: Managing TEaIMS. ... ..ceiiiiiiiieiiiiiteeiteeeeesieieesstteeeesteeeeesaseaeeesansseeesansseeesasseeesanssseessnnsseens 75
=T a=Te [ aTe €111 RO PPRR 76
Changing SoOft Credit...........eeiiiiii e e e e e e e e s et e e e e e e e sa e e e e e e e s e aanraraeeaaeas 83
EXERCISE 2.3: Managing GiftS ......coieiiiiiiiiiiiie ettt e e e e e e st e e e e e e e e s snreeeaaeeeeaans 86
1V E= T =T [T g T I @7 o] 1 g =T g1 [=T PSPPSR 87
EXERCISE 2.4: Managing COMPANIES ......cccuiuiiiaiiiiieeeiiieeeeaitieee ettt e e s ateeee s abeeeeeaseeeeesanbeeeesanbeeeesanneeasans 90
(07012 el o[ o ol =1 4 o F= 1 - PSP PR OTPP 91
EXERCISE 2.5: Configuring Coaching EMailS...........cooiiiiiiiiii e 95
LI L L= TS T=T g =T oL R 96
EXERCISE 2.6: REPOIING ....ciutiiieiiiiiee ettt sit e e ettt e e sttt e e e sttt e e e astae e e e sateeeeeasteeeeaseeeeesasteeeesnseeeessnseneaeans 98
EXERCISE 2.7: Cumulative ParticCipant EXErCISE ...........ccooiiiiiiiiiiiie e 99
EXERCISE 2.8: Cumulative TEAMS EXEICISE ........ccuuiiiiiiiiieeiiiiie e eite e steee e st e e e st e e e snsaneeesnnneeeeans 99
EXERCISE 2.9: Cumulative GiftS EXEICIS@ .......cccuiiiiiiiiiiiiii et 99
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Overview

In TeamRaiser Management we will look at various aspects of managing your event once it has been published
and registration is underway.

Objectives

Objectives

In this section, you will see how to:

O Manage Various Aspects of an Event, Including:
U Participants
U Teams
a Gifts
U0 Companies

a Configure and Send Coaching Emails

a Configure and run TeamRaiser reports

©2008 Convio, Inc. 2 \“ CO n V |0’

64

v. 5.4 Rev 01/09



Managing Participants

TeamRaiser Management

TeamRaiser Management

[ - TeamRaisers - " - Blueprints - ]

[ il My Categories v/
Records 1-30f3 First | Previous | Mext | Last
Page 1o
TeamRaiser Name - [Aminn Status = Type = |Fiscal Year = IEvem Date -
Step Towards Recovery Edit Accepting Registrations and Primary: Step Towards 2007 September 16,
2007 Copy Gifts Recovery 2007
Manage | Published Date: MA
Unpublished Date: N/A
Step Towards Recovery Edit Accepting Registrations and Primary: Step Towards 2008 September 18,
Copy Gifts Recovery 2008
Manage Fublished Date: NA
Unpublished Date: N/A
Step Towards Recovery Edit Unpublished Primary: Step Towards 2008 September 30,
2000 CDW Published Date: N/A Recovery 2008
:J e Unpublished Date: /A
Records1-3003  First | Previous | Next | Last

Click to Manage your
TeamRaiser

2008 Convio, Inc.

&g CONVIO

To manage an event, click the Manage link next to the desired event.

TeamRaiser Management

TeamRaiser Administration

TeamRaiser List = Pamicipants = Teams  Local Companies  Unconfirmed Gifts  Event Gifts

Step Towards Recovery 2007

;; Reyister a Participant

Panticipant Search

9 Manage Unconfirmed Gifts

First Name:

Last Name:
Personal ID Number:
Ermployer

ZIP / Postal Code:
Team Name:

Team Company:

@ Al
O Active
© Inactive

Registration Status:

[ Search This TeamRaiser ] [ Search Across all TeamRaisers ] Done

Coaching Emails

Event management tabs

Event Managers  Library

©2008 Convio, Inc.

&/ CONVIO

The second-level tabs near the top of the page will help you in managing the event. As you'll learn, there are

several different ways to get to the same information or task.

v. 5.4 Rev 01/09
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Participant Search

TeamRaiser Administration

TeamRaiser List ~ Participants =~ Teams Local Companies Unconfirmed Gifts Event Gifts ~ Coaching Emails ~ Event Managers  Library

Step Towards Recovery 2007

j Register a Paricipant 9 Manage Unconfirmed Gifts

Participant Search
First Name:
Last Name
Personal ID Number
Ermployer [ Fill in at least one search field
ZIP / Postal Code:
Team Name:
Team Company:

@ Al
Registration Status: O Active
O Inactive

[ Search This TeamRaiserJ [ Search Across all TeamRaisers ] ml

Search in one or all
TeamRaiser events for an
individual participant

©2008 Convio, Inc q convio’

You may search for a participant in this event, or all TeamRaiser events by entering at least one search criteria,
and clicking either the Search This TeamRaiser button or the Search Across all TeamRaisers button.
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TeamRaiser Management

TeamAsizer List Teams Local Companies Unconfirmed Gifts Event Gifts Coaching Emalts Event Managers Litsrary
Stwep Towards Recovery 2008
i_i_ Bsxaister a Padicigant E\ Mansge Ungorfrmed Gty
Participant Search
First Hama
Last Nama: Qlrvgr
Personal 1D Humber
Emgployar
IF | Postal Code
Taam Hame
A L Click the participant’s name to access
D A or modify their profile
O Inactve
l Search This TeamBaiser l Seaph wiHayers
Panicipant List
Teom = ¢|TesmCompony  © * |TeomRoise S
% (captain Bl
[ Done
©2008 Convio, Inc. \y convios

If the search turns up a participant, you will know that this person is registered for the event and you can see for
which event they are registered by looking at the TeamRaiser Name column. Click the participant’s name to
access and/or modify their profile where you can:

v. 5.4 Rev 01/09

View participation type and donation history
Enter offline donations

Change team membership

View or disable personal pages

67



Participant Profile

Registration Information
John Smith

sachin@convio.com

Edit Contact Info

Change team membership

A1 VYdIRer

PG ipEt Ty pe
Registration Type: O
Previous Participant: N/A
Team Mame: el

| Edit registration information

Reldie

Gift History fundraising goal

Show Gifts: [Al Gits

Status:

Fundraisi

Total Reported:
Total Confirmed:

~ersonal
Dage:
Team
Page

% First | Previpus | Next | Last

Edit C360 profile

Active Make Inactive

o View or edit

$50.00 (16%)
$50.00 (16%)

ng Goal

View Edit Public / Default | Make Private |

Change registration details such
as participation type and

Enter Offline Gift

Name
Smith, John

(Gift Type
Online

= | Action

7

~ = Email

sachin@convio.com

Enter offline gifts

Credit CardT

Julg, 2004 $50.00

their

Personal Page

© 2008 Convio, Inc.

&/ CONVIO

From this page, you can:

* View & modify registration information, including:
* Name & Address
* Team Information
» Participation Information
» Payment Information
* View & edit gift history

» View personal page and disable if necessary (for objectionable content or participant withdrawal)

» Access participant’s full Constituent360 profile

68
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TeamRaiser Management

Editing Registration Information

Marms and Address Inlsemation  Edi Contact Secced

Change participation type

* Particpation T

Edit This Toam
1 P e, Changes made b 0 not reassig

packe

Edit team info

Athlstic Jersey:

Paricipation Information
v | BKRun ~
Geal (512

Registration Information

£20.00

524000

o Edit responses
Additenal kformatien  Edit inlormation
Questions Resporses
1) How many times have you paticipated n the 4

Step Towards Recovery in the past?

Addigenal Information

Buy 3 special ofer Jeway for

1 as, 1 Whow b order Shiss wpsed

[San] [Resm]

ey
han t-shirt

§22.00

Stops tomaeds recovry

[Cancel |

© 2008 Convio, Inc.

&g CONVIO

From this page, you are able to edit registration information such as team, participation type and responses to

event questions.

Change Team Mem

bership

Step Towards Recovery 2007

Assign the participant to an existing team

Participant Name: John Smith

Tearn Name: Individual participation

Team Search

search results retumed.
Team Narme:

Team Company: [
Team Division: | any division v
Team List

Click on a team name to assign the participant to the team.

Records 1- 180718 First | Previous | Next | Last

Hame = \Tﬁam Captain
AD¢ Development | Gill Dantan
Austin Caretakers HTGTew oS,
Austin Caretakers2 Anthony Burnett
Badoers Kendall Collett
v Kathy Bedoya

Convio Services Donna Wilking
Corey's Team Corey Bradford

To find a team, enter the team name or the first few letters of the team |

| | Search for a Team

...........................

Create a new team

am from the

Search (filter by division) or
choose from existing teams

Click a team name to
change membership to
that team

Friends
Caorporate
Corporate
Farnity

©2008 Convio, Inc.

&g CONVIO

Clicking the Change Team Membership link on the main profile page, will allow you to assign an individual to a
team, reassign a team member to a different team or change team captain assignments.

v. 5.4 Rev 01/09
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Special Considerations: Team Captains

Registration Information

Mr. Paul Broadus Joiner it Contact Inf

Registration Type:  Online
Previous Participant: N/&

Total Confirmed:

Team Name: Keepin'it Together (captain)
Personal ‘
You cannot change the team Page View
mermbership of someone currently Team View
flagged as a team captain. You can, Page: o
however, select another team member R
to be the captain of this team and then F‘agap v

change this person's team
mermbership

Edit registration information
Refund

devnull +1000292@convio.com SHI
User Name: phjoiner Fundraising Goal:
Participation Type:  Volunteer Walker Total Reported:

Make another person

Active Make Inactive

$300.00
$190.00 (53%)
$190.00 (53%)

m
=3

it

m
=3

Public / Configured

captain, then change this
person’s membership

© 2008 Convio, Inc.

&/ CONVIO

You cannot change the team membership of someone currently flagged as a team captain. You must first
promote another team member to captain of the team before you can change team information for the current

captain.
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TeamRaiser Management

Registering Participants

TeamRaiser List ~ Participants  Profle = Registration = Teams  Local Companies  Unconfirmed Gifts  Event Gifts ~ Coaching Emails
Step Towards Recovery 2007
*= Required Fields Find Padicipant:
Set Batch ID
Name and Address Information Find Contact: |Smith
Title First Middle Last Professional Suffix
* Name L~ L2
Email:
Street 1:
Streat 22 Already |
Name  Action E-mail Address User Name Address Phone Registered
Smith, select  devnull+1000881@convio.corn  Userda2 1707 Miller Rd. NIA Mo
Alejandra Custer, Nicaragua
Srnith, gelect  devnull+1000839@convio.cormn users40 2812 Pearl Street NIA No
Alexandra Austin, TX 78705
United States
Smith, select  devnull+1000503@convio.cor  User504 12226 NF M 620 NIA Mo
Andy Austin, TA 78750
United States

© 2008 Convio, Inc.

&g CONVIO

When registering a new participant from the administrative side, if the registrant already has a contact record in
C360, you can use the Find Contact field to find this person and add them as a Participant.

Registering Participants

©2008 Convio, Inc.

Registratien Infeimatisn
Registration Fee

Specify whether you received the fee established for the selected Particpation Type.  you received a diflerent amount for

straticn, enes that sesure
4 Fegstration Fae
oant Registration Fee

Batch 1D
Groups 3 set of tifine e being processed a1 the same tma
Batch &

Additisnal Informatien
Ahlesic Jersey:
By & spacil of
1 as, g b 1o o
Price: Ashistic Jersay
1280

Payment Mathod

Fill i on

%000

Caleslate |

U the Fopceed Cash Payment section & caih pRpmants of if i momy wi ecknd

“econd Cask Fapn.
[ ah [

Rowu  Check Payimant
Chick tumbes

[[Record Chack

[Reset | [Cancel |

Ciih Aed Evtee Asathar

[(Recond Chwck And Erttr Ancther

v of th pagmeent isformation sctbens below, deponding o the ype of paymest 1o b ieceided.

&g CONVIO

Once all registration options have been selected, you may record the payment as cash or check, or credit card if
you have that enabled.

v. 5.4 Rev 01/09
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EXERCISE 2.1: Managing Participants

Searching for a Participant

14. From the TeamRaiser List page, click Manage next to the Step Towards Recovery 2008 event
15. Type in your name in a search field and click the Search This TeamRaiser button
16. Click on your name in the Participant List

View the Participant’s Personal Page
1. Click the View link next to Personal Page in the Registration Information box

Assign the Participant to a Team
1. Click the Change team membership link next to Team Name in the Registration Information box

2. From the Team List select the Cutters team
3. Note the change next to Team Name
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Managing Teams

TeamRaiser Management

Team Management

TeamRaiser List

Manage TeamRaisers

Participaits =~ Teams | Lotal Companies  Unconfirmed Gifts ~ Ewent Gifts

Step Towards Recovery 2007

The is a list of teams that have been formed for this TeamRaiser. Use the Manage action to view information about the t
and its members or record a donatiantathatans

Teams Manage team details and
Records1-200120 Fist|erevis MEMbeEr information
[/ ~(_Showall | Page1ofl
iiiama - in\ciion & ‘ﬁr _aptain S iCompany = iTaam Goai  +
AIX Development | Menage L5l Dantell 1BM $1,000,00
devaull+gill@convio.com
Austin Caretakers ‘ Manage Andrew Johnson $1,000.00
vnull+1 nvi m
Austin Caretakers2 | Manage | Anthony Bumett $5,000.00
devnull+1000958@convio.com
Badgers Manage Kendall Collett $10,000.00
devnull+100027 3@convio.com

Coaching Emailg|

©2008 Convio, Inc.

&g CONVIO

By clicking the Teams tab, you are able to see a list of teams registered for this event. Clicking on the Manage
link next to team will allow you to view and manage details about the team and member information.

Team Management

TeamRaiser List

Related Actions
Edit Team Details
Record Team Donation
Set Batch ID

View gifts made
to members of
this team

Participants

Teams  Local Companies  Unconfirmed Giftls  Event Gifts

Step Towards Recovery 2007 > Badgers

Refresh this page

Thiz is a summary that shows the information about the Gifts and Members of the selected team. Use the Record Team Donal
the Gifts list, use the View/Edit action to see information about the donor, edit the name to display on the Team Gift List, and

the Members tab to see the team roster and work with the TeamRaiser profiles of the members.

Captain

Dr. Kendall Collett

100 Park Place
Austin, TX 78730
devnull+100027 3@convio.c
512/555-1212

Active Members: 1
Team Goal: $10,000.00

Change the donor’s recognition
name by clicking View/Edit

| -Gifta- I -Members. |

Records 1-30f3  First | Previous | Nex

Coaching Emails

Confirmed Gifts: $440.00 (4.40%)

fasnOn Lt 00

Event Managers  Libr

‘ /[ 8earch | [ showal | Page 1 of1

[ To Page |
'Name | Action | Gl Type + GiftDate ~ = |Amount = On Behalf of
Kendall Collelt| ViewEdt | Dnline (Credit Card)| 121132001 $270.00 Kendall Collett
AmyMecozi | Viewkd | Online (Credit Card) | 121132001 $125.00 Kendall Collett
Troy Walker ViewEdt | Online (Credit Card) | 120132001 $45.00 Kendall Collett

Records1- 3013 First | Previous | Next | Last

© 2008 Convio, Inc.

&gconvior

From here, you can see all gifts that were made to members on this team as well as gifts made directly to the
team. You can edit team details such as the name, goal, associated company and division. You can manually
record donations made to the team or set a batch ID for accounting purposes. Clicking the View/Edit link next to

v. 5.4 Rev 01/09
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a gift allows you to change whether or not the gift amount is displayed in the scrolling list as well as the ability to
change the recognition name that shows on the scrolling list.

Team Management

TeamRaiser List ~ Participants =~ Teams  Lacal Companies  Unconfirmed Gifts ~ Ewent Gifts ~ Coaching Emails ~ Event Managers  Libraf

Step Towards Recovery 2007 = Keepin'it Together

This page shows information, donations, and members for the selected team. Use the Record Team Daonation link to enter a cal
team. In the Gifts list, use the View/Edit action to see information about a gift's donor, edit the name to display on the Team Gi
check gift. Use the Members tab to see the team roster and work with the TeamRaiser profiles of the members

Related Actions

Record Tearn Donation

Captain

Mr. Paul Broadus Joiner
1521 A Southport Dr
Austin, TX 76704

devnull +1000292@convio.com

Active Members: 4
Team Goal: None
Confirmed Gifts: §590.00
Total Gifts: $550.00

512.448.9943

- Gifts - (| -Members-

Access the Participant’s Profile
Eirst | Previous | Next | Last

I [/ ][ showan | Paged of 1|

Records 1- 4 of 4

| To Page
Name - = [Action - |Email &
Paul Joiner(captain) Ect wnulle | nvio com
Jane Smith Ecit smith@convio.com
John Smith Ediit sachin@convio com
Sachin Wadhawan Exit sachin+rlive @convio.com

Records 1- 4 0f 4 First | Previous | Next | Last

© 2008 Convio, Inc.

&/ CONVIO

By clicking on the Members tab, you will see a list of all members of this team. The Edit link in the Actions
column will take you to the participant’s profile page.
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EXERCISE 2.2: Managing Teams

Searching for a Team

1. Click the Teams tab near the top of the page
2. Click Manage next to the Cutters team

Viewing the Team Details
1. Click the Edit Team Details link in the Related Actions column
2. Note the editable details and click Finish

Viewing the Team Members
1. Click the Members tab next to the Gifts tab

v. 5.4 Rev 01/09
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Managing Gifts

Gift Management:

Participant Profile

Profile

Stop Towaeds Rucovery 2

Registiation nfstmation
Edé Condact Infs

Mr. Paul Broadus Jeiner

1 io o
User Name. phigines
Pasticipation Type:  Voluntesr Walker

Registration Type:  Online.
Privious Participaet: Nt
Tear Nasne: Koegen' it Together (captain)

You canet changs the team
membershi of someane curmently
Sagged a5 & leam caplain. You can,
howevar, BMCE amotiar 10am mamber
10 be the captain of this team and ihen
o s arsns tasm

View all gifts or
S filter by type

e A

it History Entes Offline Gift
Show Gats: [ A Gt ¥ (Fiter ) pug s prevous e fLast

| Anderson, Min

Crest Carg
Ofine Cormed | | Amnstrang, CIRf (Uncle CIf) | (Mgcomia com Dec 14,2001 | $20.00
- Chack
orling Joiner, P io cgen | Dec 14,2001 | $40.00
4 Crest Card
Online Pl Mackey, Chris nyse) 000756Geomio opm | Dec 14,2001 | $45.00

Eind Paricipses: Go
St Active Make Ingctive

Fundraising Gost $300.00

Total Reported $190.00 B3%)

Totsl Confemed $190.00 B3%)

Personal

Page Wigw Edi Pubdc f Configured | Make Private
Team View Edt

Page. . .
Compary Enter new offline gifts

age.

geomag com | Dec 14,7001 | $71.00

© 2008 Convio, Inc.

&/ CONVIO

Gift Types:

76

An online gift is one processed with a donor’s credit card on your Convio-powered site

An offline gift is one received by check or cash and entered into the system by a participant or

administrator

A confirmed gift is a gift for which you as the administrator have received the actual payment. All online
gifts/credit card transactions are automatically confirmed.
An unconfirmed gift is one where the participant has entered the gift but you have not yet confirmed

receipt of the payment.

v. 5.4 Rev 01/09



TeamRaiser Management

Confirm/Reject Offline Gifts

Confirm, Edit or Reject

Offline & & | Doe, Jane devnull+1000260@comdo.com | Apri7, 2008 $100.00
Uneonfirmed l Check
Offling 7 ) Rogers, Buck (Buck Apri7, 2008 $50.00
Unconfirmed ﬂ é Rogers) Check
a
©2008 Convio, Inc. \“ convio

When you receive a check or cash from a participant, you can confirm the gift by click the icon with the green
check. You can edit how this gift is displayed by clicking the pencil icon, or you can reject the gift.

Unconfirmed Gifts Tab

Local Comparfles = Unconfirmed Gifts | Fhent Gits = Coaching

Unconfirmed Gifts ] . . .
Confirm gifts when received
Records 1- 4 0f4  First | Previous | Nex oo
(& _Showmn Page 1 of 1 (Torage ||
[Participant - = [Action |Donor 2 |Team Name % Amount =|
Phillip Capps Confirm Amy Mecozzi Convio $100.00
Reject
Rich Lewy Confirm Amy Mecozzi Convio $100.00
Reject
Jeff Mills Confirm wfield Pearson's Posse $40.00
Reject ) ) .
Alex Oliver contrm | REjECt gifts not received $25.00
NReiect 1 L
&/ convio’

Another place to confirm or reject gifts is from the Unconfirmed Gifts tab.
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Offline Participant Gifts

Stip Towards Racovery 2007

Reglsmation Infaamation
Mr. Pard Biroadus Joiesr
ll +11 24, £

Registeation Typs:  Onlng
Pruvicess Puticipant: Ni&
Team Niss Wintpie'

Ut Mok phyoiner
Pasticipation Type:  Volundesr Waker

Profils Process Navigator

L Chooss Donse

Configun Gt

i Togather (captain)

st Pamicipants

¥ir Pau

Impartant: H ysu do not have access 1o all comstitvent securlty categories, ysu may inadvertently croate a dul
donors, yeu sheuld natify an administrator with access ta all constifuent sacurity categaties to un the process

1. Domos Selection

Determines whether a new donor should be created, or an existing donor should be selected from Constituent se;
Search Fos Existing Donos
reate a Hew Domor

Enter the denst’s personal information.
Entes at least the First Name and Last Mame of the donor, If the gt paymant will be made with a credt cand or bar)
matches the name on the comesponding credit card or bark account. The contact information provided here create:

You cannat change the feam
memmberibip of somates cumenly
flagged a1 & teaen captain You cal

change
i

Esbt. regeatratien infs
Befurd

Gl Mestory

Show Gt [ a1 0ats

howarver, sabect anathes team mem|
1 be B captain of this fesm and |

this persen’s team
it

Tbe:  Firstbaene: Middie Name: LastName St
* Mame: | sohn Smem o o
Address 12 48 Femwood Drwve
w2
Ciny: Bolingbeook
State Province: L v
Zip/Postal Code: 60440-2018
Cauntry: -

Email: Jsmithggeomaa com

S LT e

GType | Aclan [Name. 2 Email =i Dirte
Oriiee Aednanon, ke [T 7EIGeomse com | Dec 14,3001 | §75.00
Crest Card
Offine Confirmed , Memristrong, CHE (Uncle CHl | (IR s £ oo Dec 14,2001 | §10.00
A Check
[ ! Joines, Faul gom | Dectd, 2001 | 4000
P Cret Card
O 2 Mickey, Chen 121 05 pag com | Dec 14,2001 | saso0
Crea Card

&/ CONVIO

You as the administrator may also add offline gifts to the participants profile by clicking the Enter Offline Gifts
link. Always search for a donor first to see if they already exist in your database before creating a new donor.

Offline

Event Gifts

TeamRaiser List

Related Actions

| - Retord Event Donation
SetBatcn U

Participants  Teams  Local Companies

Step Towards Recovery 2007

Refresh this page

Unconfirmed Gits = Evemt Gifts  Chaching Emails ~ Event Managers  Library

This is a list of Event Gifts that have been entered for this TeamRaiser, Click the View/Edit action for more information or
to edit details about the gift. For gifts that you have received, click the Confirm action to approve the gift and add the
amount 1o the gift totals. Click the Reject action to remave the gift from all lists and subtract it fram any expected
donation amount tatals for the event. Click the Set Batch ID related action to set a batch number that you can use to
group all confirmed and rejected gifts in a batch

Event Gifts

|[search | [ showa |

Page 0 of 0 | To Page

Name - | Action - | Gift Type ~ < |Gift Date < | Amount 75

No gifts

©2008 Convio, Inc.
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Event gifts may be recorded under the Event Gifts tab by clicking the Record Event Donation link under the
Related Actions column.

78
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TeamRaiser Management

Offline Team Gifts

TeamRaiser List ~ Participants =~ Teams  Local Companies  Unconfirmed Gifts ~ Ewent Gifts

Sten Towards Recovery 2007 > Badgers

Refiesh this page
Related Actions

Edit Team.Ratails,
actio 1o disslay on
Record Team Donation 3 the Gifte list, use the View/Edit actio infoi name to display on
= lhe Members tab to see the team msler and work wnh lhe Teamﬁalser proﬁles orthe members
el Ba

Captain

Active Members: 1
Dr. Kendall Collert

Team Goal: §10,000.00
i oo Confirmed Gifts: $440.00 (4.40%)
(TR 1S ) Total Gifts: $440.00 (4.40%)
devnull+1000273@corwio.com s .00 (4.40%)
512/555-1212

-Gifts - | -Members - |

Records1-30f3 First | Previous | Next |Last

‘ |[ seareh | [ showau | Page1 of 1 ToPage
\Name - = | Action ‘GiltType es ‘GiltDate ~ * |Amount ~ = OnBehalf of ~ =
Kendall Collett| ViewEdt | Online (Credit Card) 12/13/2001 $270.00 Kendall Collett
Amy Mecozzi | ViewEdt | Online (Credit Card) | 1211372001 $125.00 Kendall Collett
TroyWalker | ViewEdt | Online (Credit Card) 1271372001 $45.00
Records 1- 3013 First | Previous | Next | Last

Kendall Collett

Coaching Emails ~ Event Managers  Libr:

Th\s isa summary that shows the mlnrmahun ahnul the G\ﬁs and Mamhers nlthe selemed team. Use the Record Team Donal
Gifts list o

o and
the Team Gift List, and

©2008 Convio, Inc.
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Team gifts can be recorded by going to the Teams tab, searching for the team, then clicking Record Team

Donation.

v. 5.4 Rev 01/09

Gift Management: Transaction Management

m Administrators with Transaction Management
permissions can perform adjustments to
monetary transactions

» Some changes are irrevocable, such as the issuing
of refunds

» Ensure proper training regarding the software tools
and your organization’s business processes

© 2008 Convio, Inc.

&/ CONVIO
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Transaction Management

m Easily search all transactions for donations made
by, or on behalf of, any participant

yconvio

Content Advocacy Email Constituent360 Library Data Management Setup

TeamRa

Manage . .comnian

acament

Teamkwiger Local Companies  Unconfimed Gits ~ Event Gifts | Coaching Emails =~ Event Managers

Step Towards

Center
i ge
Related Actions.
This is a list of Event Gifts that have been entered for this TeamRaiser. Click the View/Edit action for more information or
Record Event Donation 1 edit details about the gift. For gifts that you have received, click the Confirm action to approve the gift and add the

SetBateh ID amount to the gift totals. Click the Reject action to remove the gift from all lists and subtract it from any expected
donation arnount totals for the event. Click the Set Batch ID related action to set a hatch number that you can use to

©2008 Canvio, I &g CONVIO’

Another place to find donation transactions is by clicking the Transactions link under the Fundraising drop-down

menu.

TeamRaiser Registration Refunds

gyconvio’

Content Advocacy Email Constituent360 Library Data Management Setup

TeamRai

ser

Transac Donation Management .
To refund a TeamRaiser

Transactio registration, find the registrant
using the first three search fields

Find a Transa

Find tre = -i“., ]

First Name:

Last Name

Email

Find gifts made on behalf of for TeamRaiser, Tributes:
First Name:

Last Mame
Find transactions:

Confirmation Code

Amount Between and
Date Range: Oct a1 & 2008 & 1o Oct (»|| 29 & | 2008 v

©2008 Convio, Inc. \“ Co n v Io’

Anytime you are managing registration transactions, you’ll want to use the first three fields in the Transaction
finder, searching by the donor.

80

v. 5.4 Rev 01/09



TeamRaiser Management

Transaction Management

Trassactions

Fised wanaactions made by this donse

Fised gihs made oo behall of scmsone, far xample. TeamAaiser. Tributes:

Available actions depend
4 on transaction type

&/ convior

A list of transactions that meet your search criteria will be displayed beneath the search fields. A list of available
actions appears in the Actions column. The available actions depend on the transaction type.

Transaction Management

s Standard Transaction Management actions

available for gifts:
» Process/Record Refunds of Gifts
» Edit/Delete Offline Donations
» Change Donor

m TeamRaiser-specific actions are covered in the
following slides

© 2008 Convio, Inc. q conv Io'
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TeamRaiser Registration Refunds

m TeamRaiser registration refunds can involve
several complicated cases:

» A registration fee may be waived after the fact, with
the participant still attending/fundraising

» A registrant may back out of participating, and want
their registration fee refunded

» A registrant may back out of participating, but tell the
organization to keep their fee as a donation

» If the registrant was part of a team, or even the
captain of a team, the team may be impacted as well

&/ convior

TeamRaiser Registration Refunds

Records 1- 100178 Fim | Pravious | tiast | st
[ Bearcn J[ show |
:q:ndn_ue_ll_l_nl- + Billing lnfo ¢ Fundiaises Event  Dare 55'_’!'1‘.‘. 2 Amount :;c.nﬂ.qn.h_n Code :"n,;ﬂ,_.,,_
Viadhawan, Sachin Wathawan, Sachin D4AL12007 | TearmRaiser| $70.00 202-1021-20-4863-5748 | Bacaint
SRChin + v X 0o com Sachin+ Wi EBe oo com 1278 PM MeQisiration Refund

atioe transaction. Complete wther the Partisl or Ful Refnd sectisn snd
et

Registiation Name Regitiatiom Foo Extia Gilt Amatnt Upsalls Total Registiation Total
Sachn Wahawin 52000 000 %000 7000
Tetal 0m e v Tow

Process the
i ‘-u'\wupxuw'u:r:u‘f‘):i_rdm entlre refund H for this.

Herkiisepmiburlerr g 1 Select the amount of a
Full Rebund partial refund

Hahumd Processing

Pantlal Refund

FEachin Wadhawan Piimaty Regitiast Bnitial Chaigs  Fabend Amssmst T age

&/ convio’

In this example, we click Refund, select Yes to process the refund under Credit Card Processing, and select No
to keep the registrant’s participation active under Registration Processing. This individual will still be able to
fundraise and participate as usual.

82
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TeamRaiser Management

TeamRaiser Registration Refunds

m There are special considerations for Team
Captain refunds:

» If the registrant was the only member of a team and
won'’t participate, the team is deleted

» As before, another team member or co-captain must
be promoted before the former captain’s registration
can be removed and refunded

&/ CONVIO

Changing Soft Credit

Changing Soft Credit: TeamRaiser Donations

m If a gift has been given on behalf of one

participant, it can easily be credited to a different
participant.

» Soft Credit — when a donation is made to a

participant’s personal page, that donation has a soft
credit towards the participant

Transactions
Records1-100f26 First | Previous | Next | Last
[Constituentinfo + ~ [Bilinginfo =~ [FundraiserEvent ~ [Date + ~ [Type = [Amount = |Confirmation Code = |Actions
Bunny, Bugs TeamRaiser Campaign | 02/08/2005 | Donation $70.00 1-2001-1-200-200 Refund
devnull@convig.com 0557 PM Chene oo
Change Soft Credit| )
Fugd, Elmer TeamRaiser Campaign | 02/08/2005 | Donation $75.00 1-2001-1-201-201 Refuna
devnull@convio.com 05:57 PM Change Donor
Change Soft Credit
a
&/ convio

Sometimes donors will accidentally make a donation to the wrong participant. The intended participant or donor
will notice that the donation does not appear in the scrolling donor list for that participant, and will contact your
organization. The donation can easily be reassigned to the correct participant by finding the transaction, and

selecting the Change Soft Credit link. Another scenario involves donors making a gift to a team, intending it for
an individual.
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Once you click the Change Soft Credit link, you must select the desired option and click Search.

Changing Soft Credit

Transaction Management

Select the destination
for the credit

Transaction Search
Transaction : 202-1421-1-5391-7071 » Change Soft Credit

Process Navigator * 1. Select where you would like to o e soft credit for this gift?
Select from the options below to, s gift to a TeamRaiser participant, team, or event, or credit this gift to a Tnbutes fund.

@ TeamRaiser Participant

1. Select Type

© Tributes Fund
Seaich the corresponding list:

Once you have chosen where to move the credit for this gift, use the Search button to view the list that comesponds to your chosen|

™~

Then click Search to
Gancel view available options

©2008 Convio, Inc.
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Changing Soft Credit to a Participant

Transaction Management

Tramsaciion Search

» Change

*! Search by name or email

Process Nandgater Ente) ast one search

L

1. Select Type You can search for participants by u

Tiassacsion Search

2. Search First Name:
3 Gelect & J03-1420:1-5301-2071 = Ehang
Lasz M, Process Navignter Select the TeamPatser Participant that you would like ts cradit with sis gife
4 Coetem Changes Use the kst and search window 1o locate the TeamPsiser Participant that you wold like fo cref

©2008 Convio, Inc.

emad addiess
Emall
[ Pacpatin | —
Teamraiset Hame: [ husesnr-2000m maienel S€1€CH the participant
Step Towards Recovery 2007 & —
Hame % Actien  Email * TeamRaises N
[TEN or Cance Dicops, Koty | See | diving omma com | e Towaedt racomey 2007
B, Karin Sedect g axanmio com E%ep Towaedy Rucovery 2007
Bradfoed, Corey Salect u renxomio com ‘Fiep Towards Recovery 2007
Bregnen, Moy Select =1 00027 T consia com | Siep Towards Recovery 2007
B, Arthony | Select Gevrwutl 1 0005B@com0 com | S Towards Recovery 2007
Capps, Fhilp Tbect T Elep 2007
Colbam, Kandall__ Ssiact, devidl 1 00017 S@coman com | Sp Towards Recovery 2007
Dantell, Gl St ge Ep Y 2007
Egan, David Seect ahinedi@eonio com | Shp Towsedt Racovery 2007
Flisn, Tim Sadect Np 2007
Hausa, kng Sadect ine@nafong ‘£3ep Towaros Fecovery 2007
Jubnien, Andrew | Selecd Swp
Jones, Pasd St devindl 100019 2@ccmin com | Sep Towaeds Recovery 2007
Lwy, Rich Salect devnulls1 0009 2@comwia com | Step Towards Fecovery 2007
Mecom, Amy Seiect devrdls 1 Q00T Mcomsia com | Siep Towards Fecovery 2007

&g CONVIO

Perform a search and select the participant from the list.

84
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TeamRaiser Management

Changing Soft Credit to a Participant

Transaction Search

Transaction : 202-1421-1-5391-7071 > Change Soft Creditto TeamRaiser Participant

Process Navigator Confirm that soft credit for this gift will be reassigned cormrectly.
If the information below does not accurately reflect how you would like this gift to be credited, use the Previous button to make
1. Select Type Finish button to complete the change of credit for this gift

[

Search Criteria

3. Select destination e -
participant Existing Donation
4. rC
Amber Cannon

Transaction Date: January 21, 2008
Transaction Amount: $120.00
Confirmation Code: 202-1421-1-5391-7071
Transaction | Cljck Finish to confirm
- Remove this Cieui alsEl paiicipant el Aiue son in TeamRaiser event Step Towards Recovery 2008,
- Assign this credit 3 to TeamRaiser participant Anthony Bumett in TeamRaiser event Step Towards Recovery 2007

or Cancel

©2008 Canvio, I &g CONVIO’

Confirm the information is correct and click Finish.
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EXERCISE 2.3: Managing Gifts

View the Participant’s Gift History and Enter an Offline Gift

CoNo>OA~LON =

Search for a participant by entering your name

Note the donation in the Gift History section

Click the Enter Offline Gift link

Click the Create a New Donor button

Enter a different name and email address and click Create
Enter a Gift Amount and Recognition Name

Select the Check button and enter a Check Number
Click Process

Again, note the donation in the Gift History column

Donor Name:

Donor Email:

Enter an Offline Team Gift

Nogohr~wh =

Search for the Cutter team and click Manage next to the team
Click the Record Team Donation link under Related Actions
Click the Search For Existing Donor button

Search for the person you created in the previous exercise

Click Select next to that person’s name in the Actions column
Fill out a Gift Amount and Recognition Name and select Check
Enter a check number and click Process

Change a Soft Credit

86

N>R~ ON =

From the Fundraising drop-down menu, select Transactions

Using any of the first three search fields, search for the donor listed above

Click Change Soft Credit in the Actions column next to the correct transaction
Make sure TeamRaiser Participant is selected and click the Search button
Enter your information and select the Step Towards Recovery 2008 TeamRaiser
Click Next

Click Select next to the participant

Confirm the change and click Finish

v. 5.4 Rev 01/09



TeamRaiser Management

Managing Companies

Manage Companies

TeamRaiser List ~ Paticipants = Teams  Local Companies = Unconfirmed Gifts ~ Event Gifts ~ Coaching Emails  Evef
Step Towards Recovery 2007

This is a list of local companies associated with this TeamRaiser. To add a corporate gift from a company,
Relatad Actiang status indicator from the Edit Gits page to remove a company-given gift from the fundraising totais.

Add @ new company - Local Companies -

Records 1-20f2  First | Previous | Nexd | Last

Edit existing company
[(search |[(sh information

Ceatnt

$20,000.00

Name s ]Ac{inn

. | aro o s
Create new e £t Company
Companies tO be ‘tuwmuurywn{am

Edtt Gifts
associated with teams Edk Sompany Page

Delete Company
View Summary
Edit Company

Edit Primary Contact
Edit Gifis

Edit Company Page
| | Delete Company
Records 1-2of2

Safeway §10,000.00

First | revious | exd | Last

© 2008 Convio, Inc.

&/ CONVIO

Companies that can be associated with teams can be found under the Local Companies tab. When participants
create a team during registration, they can choose from a list of local companies that will populate from this tab.

They also have the opportunity to enter a new company to which their team will be associated. New companies
entered will also appear under this tab.
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Manage Companies

TeamRaiser List ~ Participants  Teams | Local Companies  Unconfirmed Gifts ~ Event Gifts ~ Coaching Emails  Event Managers  Libral

Step Towards Recovery 2007 > Convio

Process Navigator This is @ list of gifts received for this company. Use the Edit | Total Amount Recarded: $20,000.00
Gifts action to change a gift amount or add a note about the . .
1. Edit Gifts e : ok Add a new aift fram Related Adjust Thermometer Amount: $3,000.00
Add new gifts jrome Adjust Edit Thermormeter Amount
e TeamR:i':e"l . sresynchronize the Total Amount with the Adjust
fundraisin g hermometer Amount, click Edit Thermometer Armount and

Related Actions th ermometer nter the appropriate amount in the feld displayed.

Add a new gift [ Gitts I

Records 1-10f1  First | Previous | Next | Last

} Search Show All | Page 1 of 1 To Page |
Type S | Botiam Amount < Notes S|
Corporate Check Edt Gift $20,000.00

Delete

Records 1-10f1  Eirst | Previous | Next | Last

L Finish SR Edit or delete

existing gifts

©2008 Convi, s &g CONVIO’

Gifts from these companies can also be entered. However, please note that gifts entered here do not show up as
transactions but will affect the donation thermometer if you do not adjust it using the Edit Thermometer Amount
link. Doing this will make your reporting appear to be off. As a best practice, only enter event gifts under the

Event Gifts tab as these will show up as searchable transactions.

88

Manage Companies

s Company Coordinator

» A Team Captain of a team which is associated with
any company, can be designated as the Company
Coordinator for all teams associated with that
company

» Company Coordinator will have the ability to edit a
Company Page which is accessible from their
Participant Center. The Company Page contains
links to all of the Teams which are associated with
that company

© 2008 Convio, Inc. q convlo’
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TeamRaiser Management

Manage Companies: Company Pages

TeamRaiser Administration

TeamRaiser List Participants Profile  Teams Local Companies Unconfirmed Gifts ~ Event Gifts Coaching Emails Even

Step Towards Recovery 2007
[} Reatster a Paricipan Find Participant
Set Batch ID

Registration Information

Ir. Paul Broadus Joiner ntact Inft "
devnull 11000292@ convio com Status: Active Make Inactive
User Name: pbjoiner Fundraising Goal $300.00
Participation Type:  Volunteer Walker Total Reported: $440.00 (146%)
Regtetration T yne:aontice Tolal Confimed:  $440.00 (146%)
Previous Participant: NAA
Team Name: Keepin'it Together (captain)
Personal . . -
You cannot change the team Page: Miew Edit Public / Configured
membership of someone currently Team View Edit
flagged as a team captain. You can, Paser —
however, select another team member .
to be the captain of this team and then g:?jany View Edi
change this person's team g
membership Edit company pages
Team Company: Convio frorn_ a partICIpant
profile

Edit registration information
Refund |

&/ convio

You can view or edit a Company Page from the participant’s Registration Information page.
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EXERCISE 2.4: Managing Companies

Add a New Company

Click the Local Companies tab near the top of the page

Click the Add a New Company link in the Related Actions column
Create a new company name and click Next

Click Finish

PN~
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TeamRaiser Management

Coaching Emails

Ongoing Event Support

s Use the Participant Center Home Page as a
place to post new information for your
participants

s Send Coaching Emails to your participants to
communicate with them about ways they can
improve their fundraising

©2008 Canvo, I &g CONVIO'

You can use coaching emails as a way to communicate with your participants from with the TeamRaiser

application. Coaching Emails can be used to suggest creative ways to fundraise, notify participants of changes to
the event schedule, etc.

Coaching Emails

Create emails for event

managers to send to

TeamRaiser List ~ Participants ~ Tean participants vent Gifts ( Coaching Emails) Event Managers  Librar

Messages

Create a new message

Related Actions . . . L .
Choose an audience or schedule message delivery by clicking the "Begin Delivery” action. If a message is in Draft state, it will

Begin Message Delivery  have to be approved before you can begin delivery

[ -MessageList- |[ -DeliveryList- |[ -ReportList. |
test Search Show All Page D of 0 || ToPage
Message s iAclIons |Status ‘fype < | Tentative Schedule 2. ]Laﬁ Modified 8

There are no editable messages available

Show Archived Coaching Email Messages
Determines if archived Coaching Email Messages are displayed in the list

&/ convio

From the Coaching Emails tab, select the Create a new message button.

v. 5.4 Rev 01/09
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Coaching Emails

Teams Local Companies  Lims Event Gifts Coaching Emails  Evend Managen Librag
cois Havigator * 1. Emter a name for this message:
1. Message information The message name is used intemally. & will anly appear to you and other admanistrators. Y our constituents will not
s this
2 Envelope
1 Stai
4 HTML Cotant 2. Enter a doscription for this message:
5. Plain Texd Content The message description is used intemnally for furlber identication. ¥our constituents will not see this
€. Send Review Email
7. Appacve

-

Select atype for this message:

You may assign an existing type for this message or create a new type i desired. Message types are useful for
groupang similar messages. Your constiluents wil nol see this

Standard email @ | Choose an exnsang vake -
functionality

-

+ Tentative Schedule Date

¥ou can specify @ teniative schedule for your message. A message with a lentative schedule will appear on the
Email Calendar before any delvenes are scheduled. Once a message has scheduled deliines, those delveries will
Ernss

Does not really pertain to a
TeamRaiser event

Associate this message with an Advocacy Action Alert:

I this maszage it & call to action on & specific Action Al s Sksociate ther 1agether for reporting purposes
This lets you track your advocacy eforts from end 1o end” Your constituents will not see this

-

2008 Convi, &g CONVIO’

The Process Navigator lists out all of the steps that need to be completed to create an email message. The first
step is to provide some basic email message information.

Coaching Emails

Manage TeamRaisers

TeamRaiser List ~ Participants ~ Teams  Local Companies  Unconfirmed Gifts ~ Event Gifts = Coaching Emails =~ Evd

Messages > The Race Is Only 30 Days Away

Process Navigator  Congratulations! This message is now ready to send to members of your target audience.

1. Message Information 1. Message Approval R . B .

If your message was previg = 5 . ark this message as 4
2 Gl must be explcitly approve¢ Delivery differs from 'his helps assure that
3. Stationery content reaches your cons 5 .

standard Convio email
4. HTHL Content
5. Plain Text Content
2. Send your Message
i |

SasendiisnevEmsl Clist!Sei - Dalivary' toConfigure delivery options and send the message
7.

LLOE Set Up Delivery
m or Cancel

© 2008 Convio, Inc. q con v Io'

Continue through the steps as you would a regular email. You’ll need to approve the message to verify that it is
ready to be sent and click the Set Up Delivery button.
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TeamRaiser Management

Coaching Emails

Manage TeamRaisers

TeamRaiser List ~ Participants  Teams  Local Companies  Unconfirmed Gifts ~ Event Gifts =~ Coaching Emails = Evel

Deliveries » Select Email Audience

Process Navigator i * 1. Email Audience:

© Current Event Participants

Participants wha are registered for the current event. Au d | ence ||m Ited to
) Previous Event Participants

Participants who were registered for the previous event TeamRaisers
O Current Event Donors

Donors who have given gifis to the current event,
© Previous Event Donors

Donors who gave gifts to the previous event.
O Groups

Predefined groups containing sets of constituents

1. Select Email Audience D which type of parti its, donors, or group members will receive this email

2008 Convi, nc &g CONVIO’

The email audience is limited only to this TeamRaiser or the previous year’s event.

Coaching Emails

TeamRaiser List ~ Participants ~ Teams  Local Companies  Unconfirmed Gifts ~ Event Gits =~ Coaching Emails  Event Managers

Deliveries = Select Participation Types

Process Navigator * 1. Select Participation Types:
1. Select Email Audience Select the Participation Types that should receive this email
2. Select Participation

Types All Selections Your Selections
3. Registration Filters Step Towards Recovery 20081 Mile Fun Runialk No Selection
4. Team Filters Step Towards Recovery 2008/5K Run

Step Towards Recovery 2008/Virtual Walker

5. Review the Message

Add All >>

Choose one or more
participant types to
target

m or Cancel

©2008 Convio, Inc. y co n v I o’

Groups were automatically created behind the scenes when you configured your TeamRaiser event. Those
groups will be available to include on the target list for this event.
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Coaching Emails

Process Havlgator 1. Redew Detalls:

1. Balect Emall Audnce

amotlver conching 1St message
Schedide
Brmeatiely (1 schiedile b5 selh

Tanget Groaps.

[Gow

T Bl Bl o

| Last Rebui

Step Towards Recowery 20085 Run Group is not rebuidable

Step Towards Recovery 20001 Mile Fun Ren/Walk  Group is not rebuildable

Step Towards Recovery 2000/Vinual Walker Group i not rebuidable
Help e with Rubuild o Delivery geitings

*Do NotMair

Gaoup

(L

Mo s sebectod

Delbsery Optiotis

Mo optioars sebect

Sand !
S

hit smail s aage to sl o

Last Rebuir

TeamRaiser Emails: Step Towards Recowery Opt Group is not
Ow

rebuidable

Hele me with Rebusld o Deffeser seiings

‘Tha target audience wars SRerad s follows:

1n.sruamwum:;nmn Click to send

Fentesars of the susience you have contgured whe kave ot sieady reces
Tiaasage are aulomantelly sxpf ded

| Febesta a0 e

[ metnsta an
| Debery

Revarw the delivery details below Use the Process Nawgator to make changes # needed When you are happy
et page and send the sl to your selected recipunts

Review target
groups

o
o
No

Review do not
mail groups

Ho
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Continue through set-up process until email has been configured then click Send.
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TeamRaiser Management

EXERCISE 2.5: Configuring Coaching Emails

Create a New Message

1. Click the Coaching Emails tab

2. Click the Create a new message button

3. Configure the message as you would a regular email message

4. Once you have approved the message, click the Set Up Deliver button
5. Select the Current Events Participants button and click Next

6. Click the Add All button and then click Next

7. Note the available filters and click the Configure Additional Filters link in the Related Actions column
8. Note the available filters and click Next

9. Note the available filters and click Next

10. Note the available filters and click Finish

11. Click Next

12. Note the available filters and click Next

13. Follow the process for sending a regular email message
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TeamRaiser Reports

TeamRaiser Reports Classic

| &convio’

Reports Classic

Reports

= B ToamRaiser Repots

Companson Repert
1 Eanicicant Periormancs Bagor
1 Panicipant Registration Repon

1 Unconfimnéd Gits Repod
1 Ewunt Checkein Bepor

Summary Repor

For each event,

of dorors, number of rew donors, registyation fee, and personel donefion

For each

i A . fobal rumber of

participart,
dorrs, fumEar of e s, )

Teartfisiser worit
funds raised, . okl russher

regisiration, i

questions

sor shatistics R nchudes

trams

Y TeamPRaiser Division Summary Repod
1 IeamBaiser Tesrn Summary Regod

1 Transaction Repon

1 ompany Gifls Feg

1 TesmBaiser Paddicpand Susnmary B

1 IsamBaises Yealy Comparisen Reped

1 TeamPaises Premwum Repod

urtetin |
regisirants, the amourt rsised, I

Of R doniors. ASSHGRARY, this repl)

Cration and e BYSHge MmO of donks
Tris report includes simdar information 1o B 140

divizion and participation type.

bresk

Teamfisizer everts. Addtionally, s report Can provide tes
TS 16 vl 1eam

i

i report s the company gHts recetved for an avert.

SUTTACY GeE for
verts. Addionally, it repoed can provids beam rol-ups o

members

Thist répornt shorws pariormance of Teasftaiser dvent vi g
‘o a0 be used bo forecast resuts for & Teamfaiser base
[y p—

st ot
thal is uzireg the Shop for Premiums sbyie of donaton

— :I'ypical TeamRaiser Reports

« Participant Registration Report
« Participant Performance Report
» Event Check-In Report

* Transaction Report

et o7 & | Baremaa I”
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&/ CONVIO

TeamRaiser reports can be accessed through Reports Classic or Report Writer by clicking on Data Management
in the top-level navigation menu, and selecting Reports.

96

Other Participant Reports

Participant Performance Report

» Registration data

>

» Track the fundraising
performance of each participant >
(dollars, % of goal); prepare

prizes
>
» Usage of fundraising tools
(updates to personal page,
emails sent from participant >
center)
>

» Use report to identify
trendsetters — solicit their

stories

©2008 Convio, Inc.

Event Check-in Report

Useful for tracking and
recording final statistics

Emergency contact
information

Team and participation
information

Fundraising information

Responses to additional
questions

&g CONVIO
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TeamRaiser Management

Report Writer

Reports

Create and manage your own

R Wi 2
Reports Classic eport Writer,  Report Results custom reports

Reports
Create a New Report Manage Report Folders

The Reports list below will contain reports created on your site. Use the actions and links on this page to create new reports or work with
existing ones. To view the results of a report that you have already run, click the Report Results tab.

- Reports -

Move Selected to: | Please Choose an Option

Filter by Product Type: | TeamRaiser v

@ Bxpand All -, Collapse All | Records 1- 80f 8 First | Previous | Mext | Last
= custom Reports |

[ Search ][ Show All ] Page 1 of 1 To Pag
My Reparts

e
Name & ~ < |Actions - |Category = Type = Last &
a8 0 -
R?:I::ﬂl:erfurmanca Description Activity
[[] | Coaching Email Run General TeamRaiser| 2008/09/26 13:29
Q12007 Performance Performance Report | Edit by admin
Copy
Q2 2007 Performance Copy to My Reports
Q3 2007 Performance Archive

Unpublish from Event Manager

&/ convior

You may also create and save custom TeamRaiser reports in Report Writer.
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EXERCISE 2.6: Reporting

Run a Reports Classic Report

N>R~ LON =

From the Data Management drop-down menu, select Reports
Expand the TeamRaiser Reports folder
Click the Participant Registration Report link

Select Step Towards Recovery 2008 from the drop-down menu and label the report

Click the Submit Report button

Continue to click the Refresh This Report button until the results are completed

Click View to see the results on-screen
Click Download and view the report using Excel

Create and Run a Report Writer Report

98

Select the Report Writer tab

Click the Create a New Report button

Select TeamRaiser from the drop-down menu

Click the Gift Details button from the Available Reports and click Next
Configure the report columns as desired and click Next

Click Next

Click the Edit link in the Actions column

Click the More... link

Select the Step Towards Recovery 2008 and click Apply

. Uncheck the Edit at Runtime box
. Click Next

. Label the report and click Next

. Click the Run Report button

. Click Next

. Click the Run Report button
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TeamRaiser Management

EXERCISE 2.7: Cumulative Participant Exercise

Please complete the following...

For the participant Sachin Wadhawan:

Has he reached his fundraising goal?

How many gifts has he received?

For which participation type did he register?
What did he record as his t-shirt size?

rprON~

EXERCISE 2.8: Cumulative Teams Exercise

Please complete the following...

For the team For the Folks:

1. What is the Team Goal?

2. How many members are on the team?

3. What is the company associated with this team?
4. Which team member received a $1000 donation?

EXERCISE 2.9: Cumulative Gifts Exercise

Please complete the following...

For the participant Kelli Anderson:

1. How many confirmed gifts does she have?

2. For the gift from Tony Romo, find where you would change the display name.

3. Find and click the Change Soft Credit link for the gift from Tony, but do not actually change it. Hint: Date
range should be set to Jan 1, 2008 to present

v. 5.4 Rev 01/09 99



&Jconvior

v. 5.4 Rev 01/09 100



Event Management Center

Event Management Center

L0 YT 11 OO 102
L0 o] 1=Te3 111 PP 102
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Overview

The Event Management Center is a tool for event managers to create and manage their TeamRaiser events
online without having to access the Administrator side of a Convio site. The tool is easy to access, easy to use,
and allows an Administrator to set various levels of permissions.

Objectives

Objectives

In this section, you will see how to:
QO ldentify the Event Manager Experience

0 As a Site Administrator

Set Up Event

Create Look and Feel of EMC
Create Roles

Assign Roles

Create Reports

ooo0oo

Q As an Event Manager
O Edit the Event
O Publish the Event
U4 Manage the Event

&/ CONVIO
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Workflow

Event Management Center

Workflow

Administrator View:

Set Up Event
Create Look and Feel of EMC
Create Roles
Assign Roles
Create Reports

©2008 Convio, Inc.

Event
Manager

User View:

Edit the Event
Publish the Event
Manage the Event

&/ CONVIO

The TeamRaiser event is initially created and configured by the Administrator. The Administrator will also create
the look and feel of the Event Management Center, create and assign management roles, and create reports that
will be used by Event Managers. The Event Manager can log in to the Event Management Center by clicking on
a direct link that the Administrator has sent them, or they can access if from the Greeting Page of that event. If the

Event Manager is also a participant in the event, the same login information can be used for both.

v. 5.4 Rev 01/09

103



The Event Manager Experience

The Event

mmﬂ

Welcome, Alex
snal profile
> Update your interests

» Log out

Related Actions
£t Event Opuons

Ecit Participation Types

Edit Event Questions.

Edit Team Captain Guestions
Teat Drive

Edit Event Properties

Edit Contact Properties

Mazage vt Lorary

American Health Society

Manager Experience

Alink to the Management Center
will appear on the Greeting Page

GET INVOLVED ISSUES NEWS

Step Towards Recovery 2005

Welcome Alex. Menage this event

Step Toward Re:

& Reports

Weicome iv Four Eveni Managemeni Cenier

Event Status

Jaccapng Regesteatong 300 Gt }

If jou have appropriate parmissions, fram mis Event Canter, jou can access:

a Event Website by work with TeamRatser Web papes (including the left-side nandgation area)

& Event Emails to work with three tyoes of email messaging for corresponding with others about his TeamRaiser

» Customer Service b register paricioants and manage their infarmasion as well as manage leam_company. and g information

+ Reports to view and run reparts about the participant hundraising achity

& Related Actions {listed o the lef) b work with event information or Test Drive the coniguralion with simulated participant and danor

information

Mate: For assistance with hese tasks, click fhe Help link above the fop navigation bar.

©2008 Convio, Inc.

5 &/ CONVIO

Clicking on the link at the top of the Greeting Page will take the use to the Event Management Center. The user
has to be set up as an Event Manager before the link will appear. Once in the center they have access to edit

portions of the event, edit the event website, edit and send Coaching Emails, perform event management duties,
and run reports that have been provided by the Administrator.

104

v. 5.4 Rev 01/09



Event Management Center

Setting-Up the Event

Setting-up the Event

-

Identify TeamRaiser

Select Fundraising Options
Most configuration options
should have already been set
up by the administrator

Select Event Options

= W M

Select Team Options

o

Associate Upsells

(=3

Manage Participation Types
7. Manage Discounts

8. Manage Stationery

9. Manage Autoresponders

10. Customize Suggested
Messages

11. Customize Pages

12. Customize Event URL
13. Test Drive

14. Publish

©2008 Convio, Inc. 7 \“ CO n V I 0'

Your event was previously configured during the TeamRaiser Configuration portion of the training and includes
identifying the event, setting an event goal, creating Participation Types and creating content.
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Creating the Look and Feel

Create Look and Feel

TeamRaiser

Event Management Center Settings

Manage Headers

and Feel of each Center based on a TeamRaiser Type, you can seléte
create a new one that brands the Center on its own, removes extrd

-Look and Feel- || -EventRoles- |

Records 1-10f1 First | Previous | Next | Last

TeamRaiser Type
Step Towards Recovery

Records 1-10f1 First | Brevious | Next| Last

TeamRaiser List = Cross-Event Teams  Registration Upsdils | Event Management Settings | Uploads

This area provides the tools te customize the page e facvour Event Management Centers (which is the only editable part of the
Page Wrapper) and to define different Event Managers by sew “aathat give permissions to perform various tasks. For the Look

Create a custom header for
each event type

faader from this list or use Manage Headers to

Page 1of 1

% Actions

Select Header

©2008 Convio, Inc. 8

&/ CONVIO

The look and feel of the Event Management Center only involves the header. From the main TeamRaiser page,
click the Event Management Settings tab. To create a new header or to manage one that is already created,

click the Manage Headers button.

Create a New Header

1. Manage Headers Create a New Header

- Event Management Center Headers - |

Form Wrapper Name

This is a list of page headers available for your Event Management Centers (the only editable part of the Page
MNew Header or Copy to use an existing header as a model. Use the Edit action to change the settings of an ¢

© Actions

There are currently no Page Wrappers defined

Cancel

©2008 Convio, Inc. 9
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Click the Create a New Header button to begin.
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Event Management Center

Create a New Header

o

Wrapper Id

1. Manage Headers | SRR

2. Identify Header Specify the wrapper name and meta-tag Information. The meta-tag information in the "head"” area of your web
your form in browsers. Instead, the meta-tag information is used to communicate information that a visitor ma
engines or assistive technologies

TeamRaiser Wrapper Identification
rapper fame Step Towards Recovery Wrapper
TeamRaiser Meta Information

Title. Step Towards Recovery

Keywords Your organization name, donation, support, giving, etc.
Forbest results, use both upper and lower case
versions of keywords.

Enter a description of the campaign using this
Wwrapper.

Name will help you identify this
header in the list

2. Security Category
You can categorize this wrapper so that only certain administrators can select it

General d

[FUELN or Cancel

©2008 Convio, Inc. 10 \“ CO n V |0'

Identify the header by naming it, and setting the Meta information and click Finish.

Editing the Header

- Event Management Center Headers - I

Form Wrapper Name “ Actions
Step Towards Recavery Wrapper Edt
Copy
Delete

Click Edit to add styles, content,
and preview the header

©2008 Convio, Inc. 1 q CO n V |0'

Now that the header has been added, click the Edit link in the Actions column to add the style and content and
preview the header.
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Editing the Appearance

= arace H Edit
1. Mansge Headers W 1. General Wrapper Layout:
a Edit Appearance Use this screen to sat the general layout of the wiapper. You can set the width of the form area and of the sidebar here. If you choose|

wragper will just conmt of the header that you provde and the actual TeamBaer page

Fage Alignment and Background
Horw should the page be algred in the bovwser? Center algnment 3
What colos should ba uged for the text and background? = B
Swmple Toxt
miieias Y

Change the alignment and style of
the header text and background

. &/ convior

Decide how you would like the page aligned and set the text and background color for the header, then click

Next.

Editing the Content

Event Management Center Setiings > Manaae Headers > Edit

1. Manage Headers “" 1. Page Header Content:

s Ed Provide the banner graphics and any additional content that you would like to add to the page header pertion of the 7]
it Appearance N

images, personalized content, and links. However, use links with care so you do not lead participants away from yol

b. Add Content information about the TeamRaiser then you should specify that the links open in a new window by including “target=

¢. Preview Header
-- Perscnalization -- [ | -- Conditionals -- Bl | -- components -- B -- Links --
B®E 7 UGBS & ESE=EsEEFEEORNQSE Y 8o

-- Paragraph -- B4 |-- style -- [l | - Font --

-- Size -- [ || Normal B [ absclute Links

i i BT

Add a banner image, if desired

©2008 Convio, Inc. 13 q Con V |O'

Here, you may add a banner image specific to the event. If you do not want a banner, simply delete it and click

Next.
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Event Management Center

Previewing the Header

1

Event Management Center Selfings > Manage Headers > Edit

'* 1. TeamRaiser Wrapper Preview:

This is an approximation of how the TeamRaiser wrapper will appear to your end users. Some pieces of the wrapper|
in or not. The subsequent steps of this flow will allow you to change aspects of the wrapper

Manage Headers

a. Edit Appearance

b. Add Content
PRI

c. Preview Header

1 content will go here

m or Cancel

Personalization automatically
included

. &Jconvio

©2008 Convio, Inc.

The final step shows a preview of the header. Notice that a personalization was automatically inserted that

welcomes the Event Manager.

Selecting the Header

TeamRaiser

TeamRaiser List ~ Cross-Event Teams  Registration Upsells ~ Event Management Settings ~ Uploads

Event Management Center Settings
Manage Headers

This area provides the tools to customize the page header for your Event Management Centers (which is the enly editable part of the
Page Wrapper) and to define different Event Managers by selecting roles that give permissions to perform various tasks. For the Look
and Feel of each Center based on a TeamRaiser Type, you can select an existing header from this list or use Manage Headers to
create a new one that brands the Center on its own, removes extraneous links that lead away from the Center, and so on

- Look and Feel - H - Event Roles - |

Records 1-10f1  First| Previous | Next | Last
m Show All Page 10f 1
© % Actions
Select Header

TeamRaiser Type
Step Towards Recovery

Records 1-10f1  First | Previous | Mext L1 ast
Event blangcamen » Stap Towards Recovery
1. Select Header W 1. Event Management Contor Header:

Defines, tha.santantimtha ton nortion of the pages in the Event Management

Step Towards Recovery Wrapper

® &g CONVIO
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Now that a header has been created, you need to assign it to a TeamRaiser Type. Click the Select Header link
in the Actions column.

v. 5.4 Rev 01/09
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EXERCISE 3.1: Creating the Look and Feel

Create a New Header

9. From the main TeamRaiser page, select the Event Management Settings tab
10. Click the Manage Headers button

11. Click the Create a New Header button

12. Name the wrapper (Your event’s Wrapper)

13. Click Finish

Edit the New Header

1. Click the Edit link in the Actions column next to your header

2. Set your desired alignment and text and background colors

3. Click Next

4. Inthe WYSIWYG, type your event name, highlight it, and select Heading 1 from the Paragraph drop-
down menu

Click Next

Click Finish

oo

Assign the Header to a TeamRaiser Type

1. Click the Event Management Settings tab
2. Next to your TeamRaiser Type, click the Select Header link
3. Select your header from the drop-down menu and click Finish
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Creating Roles

Event Management Center

Creating Roles

Event Manager Roles

Create a New Role

this role will keep their role )

- Look and Feel - H - Event Roles - |

Name & Description

This is a list of Event Manager roles that have been configured for your site. Use the Edit action to modify role information and
permissions. Use the Remove action to hide a role so it can no longer be assigned. (Note that Event Managers currently assigned to

“ % Actions © Last Modified

e ales are defined

©2008 Convio, Inc.

Create as many roles as
needed

7 &g CONVIO

To begin creating a new role, click on the Event Roles tab next to the Look and Feel tab. Then click the Create

a New Role button.

ldentifying the Role

1. Identify Role

2 Edit Configuration
Permissions

3. Edit Management
Permissions

Roles can be used across all
TeamRaiser events

Event Manager Roles > Create a New Role

* 1. Name:
Uniquely identifies the role in the Event Roles list
Event lanager

~

. Description:
Identifies the purpese of this role on the Event Roles List
Full permissions to edit and manage an event

w

. Editable Role:
Determines if all administrators can edit this role. or if only you and site administrators

[ Yes, all administrators can edit this role

m Save | or Cancel

© 2008 Convio, Inc.
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Identify the role and include the general permissions as part of the description.

v. 5.4 Rev 01/09
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Editing Configuration Permissions

“3ght

1. For Event Information:
Edit event title and date
[ Edit fundraising goal

2. For Default Event Web Pages:

[# Croate and odit custom pages
[ Edit Novigation Bor links

[¥ Edit default Personal Fage
Edit datault Team Pago

[# Edit default Company Page

1 ol Event Configuration Permissions
2. Edit Configuration I hit Lasks that this Event Manages can perfoem if the appropriate content
& parmissions balow tha pnmary cne may only ba svalable i the pamary one 19 selected

¥ Edit Advanced Event. Fundraising, and Misc options.

[ Edit event information and registration pages

3 For Registration Information:
[ Create new Panicipation Types

[ Copy existing Panicipation Types

) Delete existing Participation Types

] EdieF Type names and ions (primary)
=) Edit panticipation fees

E=] Edit Upsall selections

=) Edit Additional Quentions

Determine which configuration
permissions you would like to
allow

©2008 Convio, Inc. 19

[ Edie panticipation walvers

4. For Autoresponders:

dit subject lines

[= Edit sender name and return email address

Edit mationery style

[ Edit message body content

5, For Suggested Messages:

(=] Croate ond edit suggested message templotes

Check all Uncheck all

&/ CONVIO

From the list provided, determine which configuration permissions you would like to grant this role. Keep in mind
that roles can be customized per event manager.

Editing Management Permissions

> EventUanages

Event Management Permissions

1. Event Management:

Pemessions

Publish event and change event status
Delete registration

Register participants

Change team mambership

Disable registration

[2] Manage company information

[#] Managa team infarmation

[F] Change panicipant passwords

[ Search for avent contacts

[F] Manage registrant responses

[#] Manage global Email Optin status
[ Edit donor contact information

Edit participant pages

2. Coaching Email Management:

Create Coaching Emails from templates

Identiies management tasks that this Event Manager can parform

Determine which management
permissions you would like to
allow

©2008 Convio, Inc. 20

w

. Gift Management:
Enter offline gifts for this event
Record new company gifts
Confirm offline gift payments when they are received
Enter credit card gift payments
Change soft credit and edit the recognition name for a gift

Refund registration fees and gifts

FS

. Report Management:

View and run reports

o

. Upload Management:
Add new offline registrants
Upload new offline gifts
Upload lists for emailing

Use Event Document and Image Library
Check all Uncheck all
Save | or Cancel

&g CONVIO

From the list provided, determine which management permissions you would like to grant this role.
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Event Management Center

Event Roles

- Look and Feel - || - Event Roles - |

Records 1-10f 1 First | Previous | Next | Last

Name & Description “ % Actions © Last Modified S
Event Manager Edit Feb 2, 2009 4:02:39 P by System Administrator
Full permissions to edit and manage an event Remove

Records 1-10f 1 First | Previous | Next | Last

Role is now available to be
assigned

©2008 Convio, Inc.
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Once you have configured a role, it will appear in the Event Roles list.

Creating a New Event Manager

- TeamRaisers -

Records 1-4 of 4 First | Previous | Next | Last

TeamRaiser Name “ % Action * Status s
Step Toward Recovery 2008 Edit Accepting Registrations and Gifts
rmy

Published Date: February 02, 2009
Manage Unpublished Date: N/
Manage TeamRaisers

TeamRaiser List ~ Participants = Teams = Local Companies ~ Unconfirmed Gifts =~ Event Gits =~ Coaching Email§ Event Managers L irary
Step Toward Recovery 2008: Event Managers

Create a New Event Manager

This is a list of Event Managers that have been assigned to ever 0 shis TeamRaiser. You can direct Event Managers to their
Event Center using the following URL

l http:/bt101.convio.com/site/TREM?tr emgmt=em_event_center&fr_id=1002

Create an Event Manager
specifically for this event
- Event Managers -

Constituent Name © % Actions Role ~ Last Login

Mo Event Managers have been defined for this TeamRaiser

©2008 Convio, Inc.

&g CONVIO

To assign an event manager role to a constituent, you must first navigate back to the main TeamRaiser page and

click Manage next to the desired event. Then click on the Event Managers tab and select the Create a New
Event Manager button.
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Selecting a Constituent

Creale 3 New Evinl Manager

1 s Select Constituent

Constituent Search

First Name
Last Mame:
Email
Phaone Humber
Cay

State / Province

&iF § Powisl Tode

Search |

Search for an existing

X Search Results
constituent or create a Lists 3 conet ' e appeer
new one Records 1-10f 1 Frws | revious |t | Last

Name & ID © * Actions - City/State/2ip = * Emall Address * Status

pbradford+ao@conva com  Active

Records 1-1of 1 Feat | Sravieys | tiass | fast

 Finien |
© 2008 Convio, Inc. 23 \“ Conv |0'

You can search for a constituent already in your database, or you may create a new one. Once you have located
the constituent, click Select next to the constituent’'s name in the Search Results column.

Assigning a Role

Step Toward Recovery 2008: Event Managers > Event Manager: Alex Oliver

1. Select Constituent Assign Pre-Defined Event Role or Customize Permissions

2. Select Event Role

Records 1-10f 1 First | Previous | Next | Last

Name & Description © % Actions
Event Manager Cyslomize Permissions
Full permissions to edit and manage an event Assign

Records 1-10of 1 First | Previcus | Next | Last

Cancel

Assign the role to the
constituent or customize
the permissions if
desired

©2008 Convio, Inc. 24 \y Conv |0'

A list of all roles you have created will appear. Choose the role for this constituent by clicking the Assign link.
You may also choose to Customize Permissions specifically for this person. Note: Changes to the original role
will not affect roles that have already been assigned.
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Event Management Center

Event Manager Created

Step Toward Recovery 2008: Event Managers

Send this link to Event
Managers
Create a New Event Manager

This is a list of Event Managers that have been assigned to event roles in this TeamRaiser. ¥ Cdirect Event Managers to their
Event Center using the following URL
I http://bvt 101 convio com/site/ TREM?tr emgmt=em_event_center&fr_id=1002

-Event Managers -

Records 1-10f1  First | Previous | Next | Last

Constituent Name

% Actions ~ Role < Last Login
Alex Oliver Assign a different role Event Manager
1001041 Customize Permissions
Remove
Edit this contact
Records 1-10f1

First | Previous | Next | Last

©2008 Convio, Inc.

&g CONVIO

Once a role has been assigned to a constituent, the new event manager will appear in the Event Managers list.

v. 5.4 Rev 01/09
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EXERCISE 3.2: Creating and Assigning a New Role

Create a New Event Manager Role

1.

2.
3.
4

Noou

From the Event Management Settings tab, click the Event Roles tab
Click the Create a New Role button
Type (Event Manager) in the Name field

Type (Oversees all aspects of the event including event settings, content, and

management) in the Description field
Click Next

Check all boxes and click Next

Check all boxes and click Finish

Assigning the New Role to an Existing Constituent

116

R e i e

Click on the TeamRaiser List tab

Click Manage next to your event

Click the Event Managers tab

Click the Create a New Event Manager button
Search for your name and click the Select link

Click the Assign link next to the Event Manager role

v. 5.4 Rev 01/09



Event Management Center

Publishing Reports to Event Managers

Making Reports Available to Event Managers

Reports

Repots Classic | Report Writer  Repont Result

Repots Create a Report Writer report
and push it to Event Managers

o Your repon definition has been saved.

Create a New Reporn Manage Repon Folders

The Reperts list below will contain reperts created on your site. Use the actions and links on this page to create new repons or work with exasting ones. To view the rel

already run, chck the Report Resulls lab

TR L ey v————— | [y
move Selecied o | MREEE CH00EE a0 UVen g (MEE)

SR S FyS— —irm
Toduch Types | S Preducs P

¥
&
o

= Collapse All =) Records 1- 1001  Frst | Previcws | et | Last

= Expand All
B Custom Reports Page 10f 1 @
Hy Repans *
[] Name & Description = * Actions Cateqory © 3 Type © % Last Activity s
O Registration Report Rt Genaral TeamRaiser 20080202 18:27 by comdo
i
TEwer

Records 1- 1001 Figl | Previcus | Nesd | Lot

[ Include archived repors in list

&/ CONVIO

©2008 Convio, Inc.

Event Managers do not have the ability to create reports — only to run them. It is your job as the Administrator to
create reports and publish them to Event Managers by clicking the Publish to Event Manager link in the Actions

column next to a report.

v. 5.4 Rev 01/09
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EXERCISE 3.3: Publishing Reports to Event Managers

Publish a Report

From the Data Management drop-down menu, select Reports
Click the Report Writer tab

Search for the TeamRaiser report your created earlier

Click the Publish to Event Managers link in the Actions column

PN~
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The Event Center

Event Management Center

Event Center

Step Toward Recovery (=8

Event Center
Welcome to Your B

Available actions depend on the permissions
granted for this Event Manager

#* Customer Service % Reports

sgement Center

Relaied Actons Event Stat
Edil Event Options.

Edit Participation Types
Edit Event Quesbons

- Edt Team Captain Questions

If you have appropn

o Evont Website

Eait Upsells
Customize Event URL A1 it sl o we
Test Dinue « Cusiomer S

Accagld Registrations and Gifts

permissions, from this Evel

» Related ACBons (Lsfed o I T b work with event

Center. you can access

For Registration Information:

Create new Participation Types

Edit Event Properties » Reports 1o vie
Eait Coniact Propemes
1. For Event Information:
7] Edis ouan med dmin

¥ Edit even

Edit fundraising goal

and date

Customize event URL

Edit Advanced Event, Fundraising, and Misc options

Copy existing Participation Types

[] Delete existing Participation Types

Edit Participation Type names and descriptions (primary)
Edit participation fees

Edit Upsell selections

Edit Additional Questions

©2008 Convio, Inc.

Edit participation waivers

. &Jconvio

Depending on the permissions you have configured for the Event Manager, some of the following functionality
may or may not be available to them. There are five sections to the center which includes the Event Center,
Event Web Site, Event Emails, Customer Service and Reports. The Event Center allows the Event Manager to
edit configuration options for this event including Participation Types, Event Questions, etc. Again, an Event
Manager who has not been granted configuration permissions will not have these options available to them.

v. 5.4 Rev 01/09
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The Event Web Site

Event Website

Step Toward Recovery

Event Web Site

Page

Note: For assistance with these lasks, click the Hels
Choote a page to edit: | ~Seled- =
-

2. For Default Event Web Pages:

Edit event information and registration pages
Create and edit custom pages

Edit Navigation Bar links

Edit default Personal Page

Edit default Team Page

Edit default Company Page

©2008 Convio, Inc. 31

e a Custom Copy a Custom Configure Nawngaligp
ar

Graating

Team List
Company li

Tesm Sale
Team Pass
Participatio
Secondary
Waiver

Billing Infe

Billing Con
Thank You

Event Information Pages
Find a Participant

Top Participants List
Event Registration Pages

Ragistration Information

Registration Summary

Participant Pages
Home Fage
Defsult Personal Fage
Cefault Team Page

Dafsult Company Page

5t

ien
word

o ns

Registration

ronation
firmation

&g CONVIO

The Event Web Site section allows an Event Manager to edit or create new pages based on the granted

permissions.

To edit content, simply click the Edit button

120

Editing Event Website

[ ANEVENING OF STARS

Home > An Evening of Stars

Be a Star

and Tenn

Welcome lo the ALL STARS page for donors and friends in Georgia, South Carolina and Tenne@e‘

We believe everyone's a Star with Star Power: AEOS celebrities, fans, sponsors, volunteers, donors

‘Welcome to the ALL STARS page for donors and friends in Georgia, South Carolina and Tennessee.

W believe everyone's a Star with Star Power: AEOS celebrities, fans, sponsors, volunteers, donors
and ¥

The goal of this campaign is to raise 1 milion to support hundreds of deserving students at our
member colleges and universities. The campaign runs from September 14, 2008 to January 24, 2009,

YOU can become a star with Star Power, our online fundraising drive associated with our 30th

. All you have to do is 1o start or join an All Stars team. Then you can
contact all your famiy and fnends and ask them to support your fundraising effort. Al funds support
UNCF.

(o) (1) (o)

and YOLI -
P> @]
> e = tour
BIUXOLHaGg® NLEaveEES i UOE—m A 124
e | ~Fomat = | ~Fortlamly - | ~Fort sice~ ¥ '
Be a Star m -
can
I.IDDOI"

all your

©2008 Convio, Inc. 32

Change the content
using the WYSIWYG
editor

&/ CONVIO

in the top right hand corner of a content box.

v. 5.4 Rev 01/09



Event Management Center

Event Emails

Event Emails

Step Toward Recovery

s )Cusiomer Service @ Reports

Event Emails

Retated Actions
ul priate permiss y work wilh
0N Coaching Emais i you have appropnate penmssions, you can work wilh

» EQIT ALROTESDONGATS « Coaching Emails .

Edit Sunnssted Maseanse periorming their
- Eait Suggestad Maszages

« Manage Email Groups  Autoresponders thal are sentfrom the 5

stem In response
* Suggested Messages al PAMCIEANNE Cin Sena fom e P

18 Bna%e

= Email Groups that receive thess messages fo view, 204, upload. or remave members

Mote: For assistance with these tasks, click the Help link above the top navigation bar

2008 Convi, = &g CONVIO’

Coaching Emails that you can send to a relevant audience (for example, participants or company coordinators)
to guide them in performing their role in this event.

Autoresponders that are sent from the system in response to actions taken (for example, when a participant
registers).

Suggested Messages that participants can send from the Participant Center to their friends and family to recruit
them or encourage them to donate.
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Coaching Emails

Coaching Emails

Event Emails > Messages

Related Actions

Create a new message

Begin Message Delivery

«f The message was returned to draft.

Choose an audience or schedule message delivery by clicking the “Begin Delivery” action. If a message is in Draft
state, it will have to be approved before you can begin deiivery

- Message List- - Delivery List -

Records 1-10f1 First! Pravious | Next| Last
| Show Al Page 1011 |[7e Page
|Message - ¢ |Actions ~ |Status - [Type ~ 2 [Tentative Schedule ~ | Last Modified B
| Encouragement Email Edit | Drant Emai | Ho Tentative Scneduis [ 2
Emall sent io encourage pariia Messages oy
Delete
Archive
Preview
| R 1 Eirst| Pravioys | Next | Last
7] Show Archived Coaching Email Messages . . . .
Determines if archived Coaching Email Messages are displayed in the list Edit existing email
messages
Create and send
messages
©2008 Convio, Inc. 34 q co n v Io’

The Administrator must provide at least one coaching email for the Event Manager, who can then copy the email
and create new ones. Coaching emails are set up just like regular emails. The difference, though, is that
coaching emails can only go to current or past participants or donors, but can be filtered based on specific
TeamRaiser values, such as number of emails sent through the Participant Center, or dollars raised for example.
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Autorepsonders

Autoresponders

Event Management Center

©2008 Convio, Inc.

- Edit Autoresponders - |
Autoresponder Types ~ | Actions - |Version to Send
Thank ou for Forming a Team Edit Send the Customized Version
Preview
Thank You for Registering Edit Send the Customized Version
Preview
Someone has registersd you Edit S=nd the Customized Version
Preview
Samgle Solicitation to Forward Edit | 3 tqmized Version
Preview
Thank You for Your Gift i R g
e Only edit the appropriate
Offine Gift Thank You Edit autoresponders
Preview
Co Edit Send the Customzed Version
Preview
Congratulations for Reaching Your Goal Edit Send the Customized Version
Preview
Someone lMade a Donation on Your Behalf Edit Send the Customized Version
Preview
Someone Joined Your Team Edit Send the Customized Version
Preview
TeamRaiser First Folow Up Do Not Send this Autoresponder
TeamRaiser Second Follow Up Do Not Send this Autoresponder
TeamRaiser Third Foliow Up Do Not Send this Autoresponder
TeamRaiser Fourth Follow Up Do Not Send this Autoresponder
jiammilh = = = Do Not Send this Auteresponder
Most of the content is already Edit Send the Customized Version
. A Preview
= in place - just add local
elements
35

&g CONVIO

Event Managers cannot change the content of autoresponders, but can only add to them. Again, the
Administrator will have had to configure these in advance.

v. 5.4 Rev 01/09
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Suggested Messages

Suggested Messages

Related Actions

Ad 8 Message

#& Event Center I Event Web #% Customer Service @9 Reports

Event Emails > 2008 Star Power AEOS Campaign for Educaltion - Aanta

This is a list of Suggested Message templates that participants can send from their Participant Center to appeal
for support, recruit teammates, personally thank donors, and so on. Providing templates with suggested content
may make it easier for participants.

Note: Use the Add a Message link to create each new message template. Do not edit the Blank Message (which
is used for a Tell-A-Friend message) subject or content unless you want the information inserted to be in all
messages that access this template. (Help)

Mestages

Records 12012 Firat| Pravious |laxt| Last

Message Home = | subject :
Siani Uessage
Suppert e £ Soict Gins Veut support 8 crucialto ther success

Receras 12012 il Braius | taxt | B

L —

Additional messages can be

added

©2008 Convio, Inc.

Suggest messages for
participants to send out to
friends and family

&/ convior

Event Managers can add Suggested Messages or delete current ones if they possess the correct permissions.
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Event Management Center
Email Groups

Manage Email Groups

4 Event Center I Event Web Site #% Customer Service @#R

Event Emails > Manage Email Groups

Related Actions - Email Groups -

Hpfosn Now List Records 1-20f2 First| Previous | Mext| Last

Search || Show Al Page 10f 1 |[ 7o Page
Name ~  |Actions | Creation Date 6
2008 Star Power AEQS Campaign for Education - Atlanta Donors Manage September 9, 2008 11:05 AW
2008 Star Power AEQS Campaign for Education - Atlanta/ALL STAR | Manage September 8, 2008 11:05 AM

Records 1-20f2 First| Previous | Next|Last

fif * 1. contact Information

Please fill out the form as completely as possible.
Add members to the

First Name: Last Name:
email groups “Name: | i
manually T
*Email: |
LELTL N or Cancel
©2008 Convio, Inc. 37 q Conv |O'

Convio will automatically generate groups for each Participation Type that will be used for Coaching Emails.

Manage Email Groups

@ Event Center Il Event Web Site 2% Customer Service @ R|

Event Emails > Manage Email Groups
Uploaded Email Groups

Related Actions e Add members to the
Upload ew List R Rt Fist| Fasisseladii s email groups via file
[ searcn J[ showal | pay upload §
Name - 2 Actions  [C ate |
2008 Star Power AEQS Campaign for Education - Atlanta Doners Manage ] er g, 2008 11:05 ;'.|.1|

-

. TeamRaiser Email List CSV File Format:
This example CSV file will help you learn about the data fields this page can accept
L] mpleEmailListUpload.csv

2. TeamRaiser Email List File:

Use the browse button to find the TeamRaiser Email List file you want to upload. The "example”
provides an example CSV file that describes the headers your file needs to have in order to be

successfully uploaded
'

m Preview the file you have selected
m or Cancel

©2008 Convio, Inc. 38 q CO n V I O!

Event Managers may also have the ability to upload a new group from a spreadsheet.
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EXERCISE 3.4: Configuring the Event

Change the Suggested Participant Fundraising Goal

From the Event Managers tab, copy the direct URL and paste into a new browser window
Login with the User Name and Password you initially created when you registered as a participant

oAM=

In the Related Actions column select Edit Event Options
Skip to Step 2 on the Process Navigator

Change the Participant Fundraising Goal to ($500)
Click Next

Create a Custom Page

1.

2.
3.
4

Click the Event Web Site navigation button

Click the Create a Custom Page link

Name the page (Frequently Asked Questions)
Click Finish

Create a New Suggested Message

126
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Click the Event Emails navigation button

Click Edit Suggested Messages in the Related Actions column
Click Add a Message in the Related Acitons column

Name your message (Sample Solicitation)

Select Solicit Gifts as the Message Type

Type in a subject line

Type in sample content

Click Finish

v. 5.4 Rev 01/09



Event Management Center

Customer Service

Customer Service

Step Toward Recovery
5K Fun Walk/Run 43

Customer Service
Your Customer Service

Fulalid Actons
Manage Paricipants

- Manage Teams
Manage Companies
Record Event Gifts o Teams of parficipants 1o Wew and update thel

I you have the appropnate permissions, from this Customer Serace area, you can work with

ir detadl, gift. and membes infoen
» Confirm Gifts
Uplcad Registrations and
Gifts
. Search For Gifts

eams for is event o view and ecd their dets

Note: For assistance with these tasks, cick the Help link above the top navigation bar

Pricacy Pabicy 15 onling ghing s’

©2008 Convio, Inc. 40 \q Con V IO.

From the Customer Service tab, the Event Manager will have the ability to manage participants, teams,

companies, record event gifts, search and confirm gifts, change soft credits, or upload new registrations or gifts.

Manage Participants

Participant information

Customer Service - Manage Participants ~ View 525"t T
This is a summary that shows the contag dation, Personal Page, team,
tools that you can use to work with this i glion.
Related Actions
Record Donation Name: Mrs. Kathy K Bedoya
Edit Registration Email: devnull+1000298@convio.com
Edit Constituent Username: kathyb
Make Inactive Participation Type: 5K Run
Make Private Race Number: 604
Create New Team Registration Type: Online
Change Team Fundraising Goal: $300.00
Registration Status: Active
Reset Password
Personal Page: Public
Team Name: Convio
Team Rank: captain
Several Related
Actions
© 2008 Convio, Inc. 41 w con v IO.

When managing participants, the Event Manager will likely have most of the same privileges as an Admin
including the ability to record offline donations, edit registration information and change team membership.
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Manage Participants Gift History

Gift History

Records 1 -6 0f6  First | Previous | Next | La! .Edlt glft et vzl
including refunds

H [E=

Name = % Action = Gift Tys
Kathy Bedoya | View/Edit

Refund

Molly Bresnen | View/Edit

Change Soft Credit
Sean Gentry | View/Edit
Change Soft Credit
Miriam Green | View/Edit

Change Soft Credit
Amy Mecozzi | View/Edit
Change Soft Credit

| #ine (Credit Card) Gift
Offline Confirmed (Cash)| Gift
Offline Confirmed (Cash)| Gift
Offline Confirmed (Cash)| Gift

Offline Confirmed (Cash)| Gift

Beth Pearson

Qffine Rejected (Cash) | Gift
Records 1 -6 of 8 First | Previous | Mext | Cas

donation

©2008 Convio, Inc. 42

AT ROl
= = Donation Type = Gift Date © = Amount = =

Change which participant
receives credit for the

_ |[ToPage |

| 12/14/2001 |5$140.00
12/14/2001 | $40.00
09/26/2008 | $2,000.00
10/25/2007 | $25.00

12/14/2001 | $30.00

| 12/14/2001 | $70.00

&/ CONVIO

You can also grant an Event Manager the permission to refund a gift or change the soft credit.

Manage Teams

Teams |

Records 1-20 0f 21  First | Previous | Next | Last

i | search | [ show Al Page 1 of 2 |

Name = % Action = Team Captain = Company < % Team Goal = %

AlX Development IManage | Gill Dantell 1BM $1.000.00
devnull+gill@convio com

Austin Caretakers Manage | Andrew Johnson | $1,000.00
devnull+1000953@convio.com |

Austin Caretakers2 Manage | Anthony Burnett $5,000.00
devnull+1000958@convio com

Badgers Manage “%&gadall Collett $10,000.00
deviTome. 2027 3@CcoNVio.com

Convio Kathy Bp= : - $4.000.00
devnulls Manage team information

Convio Services Manage |Donna\ from this list $10,000.00
devnull{ rev T TERpTonviTCom |

Corey's Team Manage | Corey Bradford $1.000.00

©2008 Convio, Inc. 43 q convio

Event Managers can be allowed to manage teams in the same way an Administrator would.
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Event Management Center

Edit Team Information

ﬂ * 1. Team Name:

Identifies the team

.COnViO

# 2. TeamGoal: Make changes to
Team Goal team details
$4,000.00

# 3. Team Company:
Identifies the company that sponsors this team
@ Choose an E.‘(iSti!‘lg value V.
o |
# 4. Division:
Identifies the Division under which the team is competing
Corporate |»

or Cancel

“ &/ convior

This includes editing the team name, goal, associated company or division.

Manage Companies

- Local Companies - |
Records 1-2of 2 First | Previous | Next | Last
' |[Search J [ show Al Page 1 of 1
Name = % Action St - it
Convio View Summary Create and edlt new
Edit Company companies to associate
Edit Primary Contact H i
Y with your TeamRaiser
Edit Gifts Y
Delete Company teams
Safeway View Summary 370,000.00
Edit Company
Edit Primary Contact
Edit Gifts
Delete Company
Records 1-20f2 First | Previous | Next | Last
©2008 Convio, Inc. 45 y convio

Event Managers may also have access to manage companies.
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Manage Unconfirmed Gifts

[ unconfirmed Gifts |

Records 1 -4 0of4 First | Previgus | Mext | Last

| |[ search || Show Al Page 1 of 1 || ToPage

Participant % Action Donor = % Team Name * 3 Amount s
Phillip Capps Confirm | Amy Mecozzi Convio $100.00
Reject
Rich Levy Confirm = Confirm offline gifts when $100.00
Reject received, or reject if never
Jeff Mills Confirm Ben | received $40.00
Reject
Alex Oliver Confirm Jerry Casper Convio $25.00
Reject

Records 1 -4 of 4 First | Previous | Mext | Last

2008 Convi, nc ® &g CONVIO’

The ability to confirm or reject unconfirmed gifts can also be granted.

Reports

s Coaching Email Performance Report
» View statistics on email opens, clickthroughs and bounces
m Registrations

» View a complete set of information pertaining to participant
registrations

m Performance by Event

» View an event summary including total dollars raised and
number of gifts

s Gift Summary By Participant

» View a one line summary about all donations and fees
pertaining to each TeamRaiser participant

m Gift Details
» View a full transaction report for all donations made

©2008 Convio, Inc. 47 q CO n V |0'

Here is a list of common reports that should be published to Event Managers.

130

v. 5.4 Rev 01/09



Event Management Center

Reports

Reports have been

-Reports - || -ReportResults - || -\ ired by the admin

Records 1-50f 5 First | Previgus | Next eese

| |[(seary /Snowai ] Page1of1| | ToPage 'i

.D Name & Description = % Actifns © Category © = Type = + Last Activity %
Coaching Email Performance Report Run General TeamRaiser | 2008/09/26 13:29 by admin
Gift Details Run General TeamRaiser| 2008/09/26 13:31 by admin
Gift Summary By Participant Run General TeamRaiser | 2008/09/26 13:33 by admin
Performance by Event Run General TeamRaiser | 2008/09/26 13:28 by admin
Registrations Run General TeamRaiser| 2008/09/26 13:34 by admin

Records 1-50f5 First | Previous | Mext | Last

©2008 Convio, Inc.

Just click Run and view the
most current results

. &/ convio

Again, Event Managers do not have the ability to create reports, but can run the reports provided to them by an
Administrator. The administrator can decide if filters are editable by the Event Managers when creating the

reports.
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EXERCISE 3.5: Managing the Event

Register a New Participant as an Individual

1. Click the Customer Service navigation button

2. Click Manage Participants in the Related Actions column
3. Click the Register New Participant link

4. Complete the registration with the following:

First and last name and email addres

Any Participation Type

No Tribute

No Team

Answer required questions

No Upsells

Make an additional gift of any dollar amount and record as Cash

@roa0 T

Participant Name:

Participant Email:

Create a New Team with this Individual as the Captain

Click the Customer Service navigation button

Click Manage Participants in the Related Actions column
Click Manage Participant next to the participant you just created
Click the Create New Team link in the Related Actions column
Name the team, set a goal and click Finish

arON =

Find a Gift

1. Click the Customer Service navigation button

2. Click Search For Gifts in the Related Actions column
3. Type in the participant’s name in the search fields

4. Click the View/Edit link next to the gift

Run a Report

Click the Reports navigation button
Click Run next to the report

Click Next

Label the report and click Next
Click the Run Report button

aorON=
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Event Management Center
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