
 Participant Center FAQ 

 
 
Having trouble with your participant center?   
We’ll try and address the most frequent questions and concerns we get here! 
 
 
How do I update my personal fundraising page? 

1. Login to your participant center. 
2. Click “Personal Page” from the tab row. 
3. Use the “URL Settings” link at the top to set a customized address for your page. 
4. Enter your body content in the field provided; make sure to save as you go. 
5. Once you’ve saved your content, click “Photos/Video” on the right-hand column. 
6. You may upload two photos with caption, or link to one video (YouTube, etc.).  You may 

need to select a different layout on the Personal Page to choose a layout that will allow 
two pictures. 

7. Click the button for the option you’d like (Photos or Video). 
8. For Photos, select “Browse” and select the photo(s) from your computer you would like 

to use.  Make sure they are no larger than 300x400 pixels.  
9. Click “Save/Upload.” 
10. For Video enter the address for the video.  
11. Click “Save.” 
12. Select “Components” from the right-hand column. 
13. Here you can enable a personal blog as well as change the settings for your status 

thermometer and fundraising scroll. 
14. Click “Save.” 

 
 
Why do my offline donations not appear online? 
Offline donations, such as checks and cash, are not processed online.  To make sure your 
offline donations show up on your fundraising page, you will need to manually enter them into 
your participant center. 

1. On the Home tab, click “Enter new gift.” 
2. Enter the donor’s name and gift information and click “Add” or “Save and Add Another.” 
3. This information will now show on your personal fundraising page’s honor roll and status 

thermometer. 
 
 
My address book has lots of entries from prior years in it.  Can I get rid of them? 
Yes, you can delete contacts from your address book.  Click the check box beside their name 
and then the Delete button at the top of the contact list. 
 
 
I filtered my address book and clicked “Email all” and it pulled my whole address book 
rather than just the people I filtered to.  How do I select only the people I filtered? 
Once you’ve filtered your address book, you can either click the individual boxes by their 
entries, or you can go to the right side of the blue bar at the top and choose “select visible.” 
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How do I add my contacts to groups? 

1. On your contacts page, click on “Add to Group.” 
2. Select “Create a new group.” 
3. Enter the name for your group (ex: Co-workers, Friends, Family). 
4. Select the people in your address book you’d like to add to the group by clicking the 

boxes by their name. 
5. Click “Add to Group.” 
6. Click on the name of the group you’d like to add them to. 

 
 
How do I email to just one group? 

1. Select the Email tab. 
2. In the “To” field for your email, type in the name of the group. 
3. When it comes up, click tab. 
4. The participant center will add all members of that group to the email. 

 
 
How do I use the personalization option on email? 

1. On the Email tab, select your recipients. 
2. Beside Greeting, click the box for “Include personalized greeting.” 
3. On the right-hand column, select the template you want to use. 
4. Once the template has loaded, remove the greeting line (ex: Dear Friends and Family). 
5. Edit the email normally. 
6. Click Send. 
7. The participant center will automatically enter a first line that greets people by their first 

name (ex: Dear Bob,). 
8. NOTE:  If one of your contacts does not have a first name in your address book, the 

system will use: Dear Friend. 
 
 
The system keeps logging me out, why does it do that? 
The participant center will log you out after 10 minutes of inactivity.  This is a security measure 
to make sure that if you are using a shared computer you and your contacts’ personal 
information cannot be stolen.   
 
 
 


