Walk-a-thon Participant Instructions

Provided as a sample only; please edit for your event.
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For more information on our walk-a-thon software, contact us today. 

(888) 436-1999 

http://www.dojiggy.com 
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Welcome!  We are so glad you have chosen to participate in our [your event name].  The following instructions provide a complete guide, helping to get you from today all the way through the event, and after, with success, safety and support. 

Before the Event

Get Registered

Please visit [your DoJiggy website address] and register to begin taking pledges. When you register for a pledge event, you will be asked to create a unique username and password, personal web link and personal fundraising goal. Upon completing your registration, you will see the following message: ‘Please click here to go to your personal fundraising page to personalize your webpage, send emails and track your progress.’ You can create your personal webpage now, or log back in at a later time to complete your page set-up.

Using the DoJiggy System

To assist you in your efforts to gather pledges, [your organization name] has partnered with DoJiggy, an online fundraising software company that specializes in making sites for pledge drives.  As a participant, you receive your very own personal fundraising page.  This is your place; your space to upload images, and express why you are participating as well as your goals.  Your friends and family can visit this page to support you through pledging, but also to understand more about your interest and excitement for [your cause or event name].  

Feel free to be creative with your space.  We hope that it provides an opportunity for you to share important information with friends and family in a way that creates excitement for them about you and about your goals.
Account Profile

When you register for [your pledge event name], you will be asked to create a unique username and password. With this information, you will be able to log into your Account Profile. The Account Profile contains the following areas: 

· Update Profile - Update your personal information. 

· Pledge Control Panel - Manage pledge settings and other pledge drive options. (Details follow.)

· Change Team/Individual Status (Details follow.)

· Change Password - Change your account password. 

Pledge Control Panel

From the Pledge Control Panel, you can update your personal pledge page, enter pledges you have received off-line, send emails about the event including your personal pledge page, read event instructions uploaded by the event administrator, and review a history of your pledges received.

Creating a Personal Fundraising Page

When you register for [your pledge event name], you will be asked to create a Personal Pledge Page. The personal pledge page includes: a personal pledge goal, which must be more than [enter specific amount], a personal statement, and a picture/image. You will also create a personal web link/Pledge Page Nickname, which is included in the URL where your friends and family can go to access your page and make pledges. You can also write up to a 500 word thank you message that will appear in the confirmation email sent to each person who makes a pledge to your account. 

If you wish to edit or create your personal pledge plan at a later time, you can log back into the system from [your DoJiggy website address], using your username and password created at the time of registration. Instructions follow: 

1. Log-in to the Account Profile, using your unique username and password. 

2. From the Account Profile, select Pledge Control Panel - Manage pledge settings and other pledge drive options 

3. From the Pledge Control Panel, click on Settings. 

4. In the Personal Pledge Plan, you can edit or confirm your Pledge Plan Options 
(personal pledge goal, personal statement, email thank you message, Pledge Page Nickname, and a picture/image.) The Pledge Page Nickname must be completed, as this forms part of the URL where your friends and family will go to access your site. If it is left blank, the Pledge Plan is not properly configured and no pledges can be made in your name. NOTE: When uploading an image, you must use a JPG file of 400x400 or smaller, no larger than 100KB. The system will resize the image and convert it to JPEG format for you, if you upload your image from the ‘Resize Image Tool’ area. 

5. Review all the details and press Update. You will receive the message 'Personal Pledge Plan updated successfully!' 

6. Be sure to click on the ‘Your Pledge Page Link’ to verify your personalized web page is correctly configured.

Team Captains

Team captains will also be able to configure a team fundraising page and manage off-line pledges made to the team, from the Pledge Control Panel. Toggle between the team settings and personal settings buttons for appropriate functionality.
Change Team/Individual Status

This area allows you to change your registration status, i.e. team or individual. You can join an existing team or setup a new team, if you have registered as an individual. Those that have signed up on a team initially can leave a team, join an existing team or setup a new team. Select your choice from the drop-down option for Participation Preference.

Gathering Pledges

Now that you are registered and have built your personal web page it is time to start gathering pledges. Email friends and family with a link to your web page.  Ask neighbors and people in your community.  Let people see your excitement.  People love to support causes, especially when they can see how much it means to you.

For many fundraisers, it can be difficult to ask personal friends, family members and acquaintances for financial support.  Start with those you know will be willing to support you and use this to build momentum.  It’s always easier to hear a “no” after you have hearing “yes” a few times.

Here is a list of common members of our community to consider asking.  Remember that schoolteachers may or may not be able to support each and every student, and therefore, may not be able to pledge.  Also, some employers have policies against soliciting donations or selling items during working hours.  This usually means that it is okay to ask, but just not while working.  Use your best judgment, check and follow whatever policies are in place in your particular situation. 

· Mom and/or Dad

· Grandparents

· Adult sisters and brothers

· Aunts and uncles

· Adult cousins

· Neighbors

· Family friends

· Close friends of your extended family (i.e. Grandma’s best friend)

· Coaches and extracurricular activity leaders

· Bosses and co-workers

· Families you work for (i.e. babysitting or lawn mowing)

· Your favorite teacher from a previous school year

· Businesses with whom you do frequent business

· Hair stylist

· Tutors

· Babysitters

Some people are more familiar with using the Internet than others.  Keep copies of offline pledge forms with you for those who would prefer to pledge offline.  You can then go into your participant site and enter their pledge for them!  This way the funds you have raised will post toward your totals, and accurately show the progress you have made toward your goal.

Event Day

Event day registration begins at [insert time] at [insert location].  Parking for participants is available at [insert location].  Please arrive early to ensure sufficient time to check in.  

Schedule

Registration/Check-In 
8:00 AM

[Location]

Race Begins


9:00 AM

[Location]
Race Ends


11:30 AM

[Location]
Lunch and Awards 

12:00 PM

[Location]
Tips for Creating a Great Race/Walk Day

You’ve worked hard to gather your pledges! Now, honor all that have supported you by having the best walk/race possible.  The following will help boost your energy, and keep unwanted accidents from happening. 

· Eat a good breakfast – You’ll need fuel to keep your energy going

· Where comfortable and supportive shoes – Don’t wait until event day to break in a new pair.  Make sure your shoes will not cause blisters, or cause pain post event.

· Protect yourself from the sun – please wear and bring sunscreen.  We also recommend wearing a hat, or visor, and using sun glasses to protect your eyes. 

· Stay hydrated – Make sure to drink plenty of water, or alternative sports drink, to avoid dehydration and headaches. 

· Don’t push too hard – It’s okay to reach for your best time or distance, but make sure you don’t over do it!  Training before the event will help you to set appropriate goals and avoid race day injuries and exhaustion.

· Bring your smile – We want you to have fun, and look good on camera!  We’ll be taking lots of pictures, so be ready to show us your pearly whites. While you are at it, remember your camera for those memorable moments you wish to capture for yourself.

After the Event

Congratulations!  You have successfully completed [your event name], and you have raised a lot of money for [the benefiting organization name].  Update your website with news and information from your experience. Send one last email to all your supporters with a link to your website and a thank you for their support.  Remember to submit any last minute cash or check pledges received to [event organizer’s name].   Take a moment to feel proud!  Your efforts made a difference.  Thank you for all your hard work, today, and throughout the past several weeks! 
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