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Creating a Fundraising Page

Getting started: choose a fundraiser

We offer 4 types of fundraisers:

WAYS TO FUNDRAISE

From bake sales and dinner parties to marathons or donating proceeds
from your business, the possibilities are endless.

MEMORIAL FUNDRAISER HOST AN EVENT CORPORATE FUNDRAISER

PERSONAL FUNDRAISER
Fundraise in memory of a Host a sale, organize a Fundraise with your

Fundraise online your own
loved one. party, or donate your day.

way!

employees or customers.

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

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

FOUNDATION | Weveru e

FUNDRAISE IN MEMORY OF A LOVED ONE

Some people choose 1o create a memorial fundraising page as they prepare for a funeral or memorial service, while others
will set up a page as a lasting tribute to honour a life. Either way, you've chosen to honour a loved one in a meaningful and

Full name and a picture of the honouree (digital or scanned photo)
Obituary or other information that you wish to share while memorializing your loved one

* Funeral or memorial service detalls (If applicable)

Visit our website to request more information on requesting memorial donations.

|
@ START YOUR FUNDRAISER D

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

Memorial Page
Create a page

Create a page

* Indicates Required
Your Fundraising Page Type

In Memoriam

Create a fundraising page in memory of a loved one.

Fundraising Goal:

Personal donation amount

Yes, make this an anonymous gift

¥ Yes, you can display the amount of my donation publicly.

Next Step

e Enter your fundraising goal

e 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.

e Click “Next Step”

Step 2: Provide details

Memorial Page
Create a page Provide
Details

New or returning user

* Indicates Required

New user Returning user
* User Name:
* password:

Email me my login
information

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

[ ]

[ ]

e (Click “Next step”

3. Review
Summary
Tara
Irwin-Test
Total
e Review the Summary
page
[ ]

Registration

Contact Information

Canada

Complete the registration form; required fields are noted with an *asterisk
Review and check the box to agree to the Waiver

Memorial Page

You have completed 1 registration.

wwwwww

Participation Type: $0.00
In Memoriam

My gift: $100.00
Participant Total: $100.00

$100.00

Iele ﬁe

e

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

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

Memorial Page
Thanks for Registering

Thank you for registering for Memorial Page!
A confirmation email has been sent to 1@gmail.com.

Start fundraising today with your Participant Centre!

=
Access your Participant Centre )
— —

Registration Summary

Tara
Participation Type: $0.00
@gmall.com  In Memoriam
My gift 0.00
Toronto, ON1 AL .

Participant Total: $0.00

Access your Participant Centre /*

—

e 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

UHN = — HOME  ABOUT »  SUPPORT v  START AFUNDRAISER v 106 IN FUNDRAISE DONATE
FOUNDATION | michere smutinate

remember me

Forgot your login or password?

Enter your email to get your login username and password detalls.

"Email (you registered with):  [Ema

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

Reset your password

UAN ===

FOUNDATION | tneee sciese

HOME ABOUT = SUPPORT » START A FUNDRAISER « m DONATE

Login

“User Name: | Usemamse
~Password: Pazzwond

remem ber me

Forgot your login or password?

Enter your emall to get your login username and password detalls.

“Email (you registered withy: | Email Addre

D

e Ifyou forgot your password, the system can send you a link to reset it
e Visit the Fundraising website (uhnfoundation.ca/fundraise) and click “Log In”
e Enter your email address and click “Submit”
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Reset your password cont....

HOME ABOUT SUPPORT « START AFUNDRAISER m

User Login > User Name or Password Reset

Your login information was sent to

b -

Check your email and follow the instructions to
confirm your username and reset your
password.

UHN Foundation

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

P Teveats Gan
L& TespaTs W
Tesgats Rehab

FOUNDATION | sicheser s e

Dear Julie,

At your request, we have sent your user name. If you did not request your user
name or did not attempt to register again, please reply to this email

User Name : A@uhn.ca

Password : Set or reset my password now

Loq in here

If there are multiple user names listed above, you have registered on our site more
than one time with the same email address or are sharing this email address with
others

Sincerely,

UHN Foundation

UHNFOUNDATION.CA OUR FROGRAMS  WHO WE ARE

Click the “Set or reset my password now” link
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User Login > Reset Password

* User Name: tara.irwin.work@gmail.co
* New Password:
* Retype Password:

Password Hint:

Submit

e Complete the form with your new password and click “Submit”
e 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

e From the Participant Centre home page, you can access all available tools to customize your
fundraising page, send emails and manage donations

'!uHN :omnlu Gaoneral
: oronto Western
= Toronto Rehab

FOUMNDATION | michenes institute

Fersonal Fags AL -s'"’

Personal Donations

Page 9 of 23
ONLINE FUNDRAISING PAGE HANDBOOK: UHN Foundation


http://www.uhnfoundation.ca/fundraise

Change your photo or upload a video

Personal Page URL:

htt]

Title

Welcome to my Fundraiser
Body
Hospital, and Toronto Rehab

world-class medical leaders that make our exceptional health care possible

Please make a gift today! Thank you for your support!

I'm raising money in support of the work of UHN Foundation and their hospitals: Toronto General Hospital, Toronto Western

When you donate to my fundraising page, you are helping to fund the ground-breaking research, state-of-the-art technology and

Personal Page

URL Settings

Photos/Video

——

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

Update Media

You may add either photos or a video to your page.
-

Images must be gif, jpg or png files

Select an image to upload:

Choose File | No file chosen

Caption
or remove photo
Cancel ¢ SavelUpload )

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

Personal Page
Personal Page URL:

ht ort.uhnf jati te/TR/PersonalFundraising/PersonalFundraising?

Title @
Welcome to my Fundraiser

Body

I'm raising money in support of the work of UHN Foundation and their hospitals: Toronto General Hospital, Toronto Western
Hospital, and Toronto Rehab

When you donate to my fundraising page, you are helping to fund the ground-breaking research, state-of-the-art technology and
world-class medical leaders that make our exceptional health care possible

Please make a gift today! Thank you for your support!

Photos/Video Update Media

Edit Content

Welcome to my Fundraiser

P B I U £

2 ¢C

I’'m raising money in support of the work of UHN Foundation and their hospitals: Toronto
General Hospital, Toronto Western Hospital, and Toronto Rehab

When you donate to my fundraising page, you are helping to fund the ground-breaking
research, state-of-the-art technology and world-class medical leaders that make our
exceptional health care possible

Please make a gift today! Thank you for your support!

Cancel

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

e Update Title: this is the title of your Fundraising Page

e Update Body: similar to using Microsoft Word, you can update the copy that is displayed on
your fundraising page.

e Click “Save”
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View Personal Page

Title

Wekcome 1 my Fundiarset

Toronto General Hosphal, Toroms Westes,

Lreakng reseaich, stale-2£the-a technology and

ake cur eecepbonal

Please makn & 9 Soday! Thank you for you seppon!

PhotosVideo

FUNDRAISING ACHIEVEMENTS

Geul: $500.00

Yiew all donors for Individual Page

e 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

Personal Page URL:
https //support uhnfoundation.c
Px=1023923

238pg=personaldfr_i

‘ URL Setiings )]

Title
Welcome to my Fundraiser

Body

Hospital, and Toronto Rehab.

Please make a gift today! Thank you for your supportt

Photos/Video

I'm raising money in support of the work of UHN Foundation and their hospitals: Toronto General Hospital, Toronto Western

When you donate to my fundraising page, you are helping to fund the ground-breaking research, state-of-the-art technology and
world-class medical leaders that make our exceptional health care possible

Update Media

e From the Personal Page section, click “URL settings”

URL Settings

page

You can create a perscnalized Web address for your personal page to make it easier
for family and friends fo find. The Web address can contain letters, numbers, '-'
(dashes), and '_' (underscores). For example, entering 'John_Smith' will allow people
to enter 'hitp://support uhnfoundation ca/goto/John_Smith' to display your personal

http://support uhnfoundation ca/goto/ MyFundraiser]
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o Type the desired URL in the space provided
e (Click “Save”

Change your fundraising goal

[=]

50.00 50.00

Badges

Badges are fun things you can eam.

Personal Donations [aaa |

Ne donations found

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

Edit Goal

5 | 2500

a»

e Enter your new goal in the field
e 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
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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.

f.‘ Toronto General
[ Toronto Western
Toronto Rehab
FOUN TION Michener Institute
Compose Message Recipients (separate multiple email addresses with a comma)

Drafts [ o]

Use a template ~
Sent Messages [ 0 |

Subject
Contacts Include personalized gresting VWhat's this?
All Contacts L] HI H H3 P B I U = E 2 = = = & = = % 9 C
Mever Emailed B
Meeds follow-up B
Unthanked Donaors [ 0]
Denors [ o]
Moen-Donars B

S e

e From the Participant Centre home page, select the Email tab

Import contacts from your email provider

[« [

Drafts [0]

m All Contacts

Sent Messages [0]

Contacts
Al Contacts .

Never Emailed

Meeds follow-up

Danars

a
0]
Unthanked Danars (1]
a
a

Mon-Donors
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Import Contacts

Impaorting contacts from other email services into your Parficipant Center Address
EBook makes it easy fo solicit donations, monitor who responded, and follow up with
personal thank you notes.

2 Import contacts from Gmiail
(2 Import contacts from Yahoo! Mail

O Import my Address Book contacts from a generic .csv file

Ca nce' m

e Click All Contacts, then the Import Contacts tab
e Select your email provider and click “next”
e 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

Add Contact
First

Last

Email *

Cancel

e To add contacts manually, click “Add Contact”
e Update the information in the fields provided
o (Click “Add”
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Using an email template

Drafts (0]

U== alemplale -

Sent Messages

Salicitation

Flaase Sponsor e

Contacts Thank You —
Thank you for Denaling fo Me

Other
Blank Mesaage

All Conlacts

Fiever Emailed

PMsads followup

Unihanied Dorors

Diganiors:

Hon-Donars

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

e Your selected template will appear

m
Recipienis (separate multiple email addresses with a comma;

Drafts
Please Sponsor Me! ~
Sent Messages
Please support me
Contacts [ Include personalized greeting What's this?
All Contacts [ 1] Ml H2 H P B | U i | = = = = = = @ % 9 C
Mever Emailed n
Needs follow-up a Dear [INSERT NAME HERE],
I've set up a personal fundraising page in support of Toronto General and Torento Westemn hospitals and Toronto Rehab.
Unthanked Donars n Will you help me reach my fundraising goal by making a donation today? Your fax-deductible gift will help fund the ground-breaking research, state-
of-the art technology and world-class medical leaders that make exceplional health care possible.
Donors ﬂ I really appreciate your support and will keep you posted on my progress.
Sincerely,
Hon-Donors a2 [INSERT YOUR NAME HERE]

e

e The email message editor works similar to Microsoft Word
e Customize your message: if you like, you can update the subject line and template message
e Be sure to update where is says [[INSERT NAME HERE] and [INSERT YOUR NAME HERE]
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R 2 A8 3B & N

e Once you've updated the template you can preview the message by clicking “Preview and

Send” button.

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

Recipients (separate multiple email addresses with a comma)

Drafts u

Please Sponsor Me! ~

Sent Messages
Please support me

Contacts [ Include personalized greeting What's this?

Al Contacts a2 M H H P B [ U = E = & = = = @ % 2 C

Mever Emailed n

MNeeds follow-up u Deear [INSERT MAME HERE],
I've set up a personal fundraising page in support of Toronto General and Torento Westemn hospitals and Toronte Rehab.

Unthanked Donars n Will you help me reach my fundraising goal by making a donation today? Your fax-deductible gift will help fund the ground-breaking research, state-
of-the art technology and world-class medical leaders that make exceplional health care possible

Donors u I really appreciate your support and will keep you posied on my progress
Sincerely.

Mon-Donors n

[INSERT ¥OUR NAME HERE]

e

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

=]

Drats

Send Messages o

Mever Emailed

Meads olow-up

Unthaniced Donors

Donons

Hon-Donors

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

e Select your email message (includes saved templates) and click Send.
e Use the checkboxes on the left to include uploaded to your email list

Page 18 of 23
ONLINE FUNDRAISING PAGE HANDBOOK: UHN Foundation



Ccrmpne Mesnagn O—
" a
vate
il AR B [#]
Contacts " ,
'
a ! - #
{_.M\T. Template i,
= e 3
1 i 2 —-— T
et v [ #]
hankes o [#]
a

e Preview your message
e C(lick “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

Donate to a Fundraiser

Search for the fundralser you wish to support.

Pundraiser Group Fundraiser

Search by henauree name:

Minimem 3 characters requined

p——
UHN == . HOME  ABOUT ~  SURPORT »  STARTAFUNDARAISER + m PUNDRAISE @
FOUNDATION | i e

e 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

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

Donate to a Fundraiser

Search for the fundralser you wish to support.

Search by honouree name:

Minimum 3 characters required.

julie's birthday

&

Honouree Results:

Julie's Birthday Fundraiser
Fundraiser: Tara Tassone

[Lrovncs J oo romc:

e Tomake a donation to the page, click donate to a page

2. Search by Fundraiser

Donate to a Fundraiser

Search for the fundraiser you wish to support.

Honouree Group Fundraiser

Search by fundraiser's name:

Minimum 3 characters required.

First Mame Last Name

e Ifyou 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

Donate to a Fundraiser

Search for the fundraiser you wish to support.

Search by fundraiser's name:

Minimum 3 characters required

tara

Fundraiser Results:

Tara Tassone
Honouree Name: Baseball for Brain Research

m DONATE TO PAGE

e To view the page click the link above or the view page button
e To make a donation to the page, click donate to a page

3. Search by Group Fundraiser

Donate to a Fundraiser

Search for the fundraiser you wish to support.

Honouree Fundraiser

Search by Group Fundraiser name:

Minimum 3 characters required.

Group Fundraiser Name

e Ifyou 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

Donate to a Fundraiser

Search for the fundraiser you wish to support.

Search by Group Fundraiser name:

Minimum 3 characters required.

uhn

Group Fundraiser Results:

Group Fundraiser for UHN
Captain: Tara Tassone Irwin

VIEW PAGE DONATE TO PAGE

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

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

Making a donation from a page

Goal: $500.00

Tara's Baseball for Brain Research Page

g Ty In e of e work of Toromes Cenarl an Tomores WeE MOSPES Donors

Whee i e 10 e b Tand @ (Bge ey 870 e fing 10 Aot O rrLatheeniny
AR A O T B U Sy M e 1 e P TN e T ke s Sale e

Potricia Glover $100
RN (9 pirfedie

Pare raee 4 5N dodey

From the fundraising or group page, click the donate now button
o This will take you to the donation form

Jim tewin $50

View all donoss for Indtvidual Page

Page 22 of 23
ONLINE FUNDRAISING PAGE HANDBOOK: UHN Foundation



Donation form tips

Goal: $500.00

t hves better

* SELECT GIFT AMOUNT

$5000 * $100.00 $250.00 $500.00 Emer an Amount

Tara's Baseball for Brain Research Page

P o orer = g mamey m WpPoT B T W of Tarmem Cenem, s Tores smmE PIptes Donors
Patricia Glover $100
O res. whom my Goraion En0uIT on ta Soner NG Jim frwin $50

View all doners for Individual Page

e Asadonor 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

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

e  When you include a personal note, this is delivered to the fundraiser in their Participant
Centre. Itis NOT public facing: it is only shared with the fundraiser.
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