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Participant Center – How to Guide 
TEAM CAPTAIN TOOLS 

 
SETTING UP YOUR TEAM WEB PAGE 
STEP 1:  Choose “Team Page from the navigation toolbar.  From this section of the 
Participant Center, you can set up your team’s webpage.  Add your team’s story or  
motivation for participating instead of using the stock message.  Include a picture of 
your team.  Preview your page and “Save” (at the bottom). 

Navigation Tools 

Update your team information by clicking 
“Edit”.  If your team is part of a national  
Team, choose that company in the drop 
Down menu provided.  If not, enter a  
new company 
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STEP 2:  Create an easy  
to remember URL for your  
Team page.  Once you  
“save” the new web  
address, the full  
address will be listed at  
the top of the page.   
Copy and paste the link  
into your personal email  
signature so everyone  
you communicate with  
can check out your  
team’s page. 

STEP 3:  Utilize the “Photo” option to upload a team photo. Image must be a jpeg 
file and smaller than 200KB.  Click “Save/Upload”. 



TRACKING YOUR TEAM’S PROGRESS 

STEP 1: Under the “Progress” section of the Participant Center, select “Team” 
to track your team’s progress, update your team’s fundraising goal and review/ 
maintain your team roster. 
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STEP 2: Below the “Team-Specific Donation History”, the “Contributing Team 
Members” section provides detailed information regarding your team and their 
Individual fundraising efforts. 



COMMUNICATING WITH YOUR TEAM 

Regular communication if fundamental to building a successful team.  Develop a 
Communications schedule and use the helpful Participant Center tools specially 
Design for Team Captains. 
 
STEP 1:  Under the “Email” section of the Participant Center you can send emails to 
potential team members encouraging them to “Join My Team” or send regular  
emails to your current members. 
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Use the template emails 
or draft your own personal 
message 

You have several 
options available for 
the layout or “stationary” 
of your email.  Choose 
the one that works best 
for your audience 



COMMUNICATING WITH YOUR TEAM 

 
STEP 1:  From the “Home” page, post a message to your team members 
welcoming them to the team, reminders about upcoming deadlines or 
announce a team challenge.  Update regularly! 
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