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ONLINE FUNDRAISING PAGE HANDBOOK 

A guide to using UHN Foundation’s fundraising website  
and managing your fundraising page  
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Creating a Fundraising Page 

Getting started: choose a fundraiser 

We offer 4 types of fundraisers:  

 

 

 Click on the Get Started button for the type of fundraiser you would like to create. You will 

be taken to a landing page with more information about the type you’ve selected.  

 

 

 Click on “Start your fundraiser” to be taken to the registration form  
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Step 1: Create a fundraising page 

 

 Enter your fundraising goal 

 You may choose to make a personal donation at this time. If you do so, it will be visible on 

your fundraising page, unless you check the “Yes, you can make this an anonymous gift” box. 

 Click “Next Step” 

Step 2: Provide details 

 

 If you’ve previously created a fundraising page on our site, or made an online donation 

since November 2018, select “Returning user” 

o You can use the “Email me my login information” link, if you forget your password 

 If you’re brand new to our site, click “Register as new user”  
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Step 2: Provide details con’t. 

 

 Complete the registration form; required fields are noted with an *asterisk 

 Review and check the box to agree to the Waiver 

 Click “Next step” 

3. Review 

 

 Review the Summary 

o If you are making an additional gift, you will be taken to the payment page 

o If you are not making an additional gift, you will be taken to the “Submit Payment” 

page 

 Click “Complete Registration”  
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4. You’re done! 

 

 To customize your fundraising page and begin fundraising, click “Access your Participant 

Centre”. Or you can come back to the site any time to make updates or fundraise. 
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Using your Participant Centre 

Logging in 

 

 Visit the Fundraising website (uhnfoundation.ca/fundraise) and click “Log In” 

Reset your password 

 

 If you forgot your password, the system can send you a link to reset it 

 Visit the Fundraising website (uhnfoundation.ca/fundraise) and click “Log In” 

 Enter your email address and click “Submit” 

 

 

 

 

 

http://www.uhnfoundation.ca/fundraise
http://www.uhnfoundation.ca/fundraise
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Reset your password cont.… 

 

 The system will send you an email to confirm your username and reset your password 

 

 Click the “Set or reset my password now” link 
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 Complete the form with your new password and click “Submit” 

 The form will redirect you to uhnfoundation.ca, but simply go back to the Fundraising 

website (uhnfoundation.ca/fundraise) and click “Log In” to access your Participant Centre. 

 

Participant Centre home page 

 From the Participant Centre home page, you can access all available tools to customize your 

fundraising page, send emails and manage donations  

http://www.uhnfoundation.ca/fundraise
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Change your photo or upload a video  

 

 Under the Personal Page section, click on the Update Media tab 

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

 

  

  

 

 Click Photos or Video option from the drop down menu 

 To find an image file saved on your computer, click “Choose File” 

 Use the Caption field to include a caption below your photo 

 Click “Save/Upload” 
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Personalize your story 

 

 

 Under the Personal Page section, click on the Edit Content tab 

 Update Title: this is the title of your Fundraising Page 

 Update Body: similar to using Microsoft Word, you can update the copy that is displayed on 

your fundraising page. 

 Click “Save” 
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View Personal Page 

 

 On the Personal Page Section, click on the link under “Personal Page URL” and your page 

will open in a new tab in your web browser 

Create a custom URL 

  

 From the Personal Page section, click “URL settings” 
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 Type the desired URL in the space provided 

 Click “Save” 

Change your fundraising goal 

 

 From the Your Fundraising Progress section, Click the “Edit Goal” 

 

 Enter your new goal in the field 

 Click “Save” 

Manage donations 

If friends or family prefer to give you cash or cheque donations, you can email us to enter these gifts 

in your Participant Centre to keep track of your progress and update your fundraising totals. See 

below for details about submitting offline gifts.  

Submitting offline gifts 

Download our Fundraising donation pledge form on our website and use it to record your donors’ 
information. Once you finish fundraising, you can submit all cheques and cash donations by mail to: 
 
UHN Foundation 
550 University Ave, 3rd Floor, Room 3-144 
Toronto, ON M5G 2A2 

Make the cheque payable to: UHN Foundation 

In the memo field include: Your name and “fundraising” 

To have these donations included in your fundraising page total, please contact us at 

fundraise@uhn.ca  

mailto:fundraise@uhn.ca
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Email overview 

You can use the built-in email tools to ask friends and family for donations or send thank you 

messages to the donors that support your fundraising. Templates are provided, or you can craft 

your own messages. 

 

 From the Participant Centre home page, select the Email tab 

Import contacts from your email provider 
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 Click All Contacts, then the Import Contacts tab 

 Select your email provider and click “next” 

 Follow the instructions provided 

Note: 

UHN Foundation does not have access to your contact list. Imported contacts are for your personal 

use only. If one of your contacts makes a donation, UHN Foundation will receive their contact 

information, as required for tax receipting purposes and gift impact reporting.  

 

Add contacts manually 

 

 To add contacts manually, click “Add Contact” 

 Update the information in the fields provided  

 Click “Add” 
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Using an email template 

 

 Select the type of message (Thank You, Solicitation) and then select the template you’d like 

to use 

 Your selected template will appear  

 

 The email message editor works similar to Microsoft Word 

 Customize your message: if you like, you can update the subject line and template message 

 Be sure to update where is says [INSERT NAME HERE] and [INSERT YOUR NAME HERE]  
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 Once you’ve updated the template you can preview the message by clicking “Preview and 

Send” button.  

 A preview of your email will appear. Close the preview then click “Save as template” 
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Send your email 

 

 You can email two ways. First option is to manually add email addressed to the composed 

email 

 

 

 
 

 The second option is to go to the “All Contacts” tab and then select who to include in the 

email list.  

 

 Select your email message (includes saved templates) and click Send.   

 Use the checkboxes on the left to include uploaded to your email list 
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 Preview your message 

 Click “Send” and you’re done! 

 

Making a donation to a fundraiser  

Fundraiser search 

You can search by honouree, fundraiser, or group. From the main navigation click “Donate”. 

1. Search by Honouree  

 

 Search by honouree: 

o For memorial pages, the honouree would be the deceased 

o For celebrate pages, the honouree is the occasion ex. Julie’s Birthday, Barb and 

John’s Wedding Anniversary, Christopher’s Graduation 
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Alternatively you can leave the field blank and click “Search” to show a list of all pages listed by 

Honouree. 

Honouree search results 

 

 To view the fundraising page click the link above or the view page button 

 To make a donation to the page, click donate to a page 

 

2. Search by Fundraiser  

 

 If you know the name of the person who set up the fundraising page, search by fundraiser 

o Enter the first and last name 
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Alternatively you can leave the field blank and click “Search” to show a list of all pages listed by 

Fundraiser. 

Fundraiser search results 

 

 To view the page click the link above or the view page button 

 To make a donation to the page, click donate to a page 

 

3. Search by Group Fundraiser 

 

 If you are looking for a group, search by group 

o Enter the group name 
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Alternatively you can leave the field blank and click “Search” to show a list of all pages listed by Group. 

Group search results 

 

 To view the page click the link above or the view page button 

 To make a donation to the page, click donate to a page 

 

Making a donation from a page 

 

 From the fundraising or group page, click the donate now button  

o This will take you to the donation form 
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Donation form tips 

 

 As a donor to a fundraising page, you have the option of having a recognition name visible 

on the donor scroll on the fundraising page, as well as the option of including your gift 

amount 

 In the example above, the recognition name is “Sample Donor” and the gift amount is $25  

 When you include a personal note, this is delivered to the fundraiser in their Participant 

Centre. It is NOT public facing: it is only shared with the fundraiser.  


