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“The Magic of Relay”
Relay Regional Summit 2011-2012
Online Chair 

Breakout #2—Strategies for Growth
Facilitator Guide

Thank You!
Preparation: Make sure you have the supplies you need, the room is set up according to your needs, and that you have prepared with handout and activities.  
NOTE FOR FACILITATORS:

1) Read through the guides for the breakout before you present in the room, and become familiar with the content.
2) The guides are designed with some hands on activities.  As a facilitator, you should float around the room during these times encouraging good discussion and answering questions. Also, pair up participants who don’t have computer who those who do.
3) Make sure you request registration numbers prior to the Summit so you have a good idea of how many participants you should have in your breakout.  
4) Ensure that you are familiar with the new layout of the FY12 sites, and you have created a test account with the directions posted on the Online Task Force page.
5) Don’t forget to test your internet connection before the breakout begins.

SUPPLIES LIST:
1) Laptop

2) Projector and screen
3) A bag of candy/give-aways
4) Flipchart

FRAMEWORK AGENDA
Multiple sub-committee positions can be combined into the same room using this same framework with different partner and table discussion questions.
TOPIC I – Introduction & Agenda







5 minutes

TOPIC II – 2012 Convio Enhancements






15 minutes

TOPIC III – 
Participant Center Experience





20 minutes
TOPIC IV- 2011 Online Data







10 minutes

TOPIC V- Strategies For Growth







15 minutes

TOPIC VI- Resources, Tips, and Help






5 minutes

Online Chair
TOPIC I – Introduction & Agenda


  



5 minutes

Slide 1 & 2: Welcome and Introductions

Take the next 2-3 minutes to meet as many people as you can in the room, or have them share names with one another at their table.  Share your name, where you’re from, how long you have been the online chair, and how long you have Relayed.
Slide 3: Agenda

Today, we will take a look at improvements made to the 2012 Convio event sites, the participant center, and the online fundraising data from 2011. We will also begin to brainstorm and share strategies for growth. We will conclude today’s breakout showing you where to go for help and resources.

TOPIC II – 2012 Convio Improvements

                        
 

15 minutes
Slide 4: New Improvements

Your Convio site will now be on the same platform as relayforlife.org. This will allow us to give Relay For Life participants a consistent experience with share navigation. The new design is going to help us get people interested, gather information on Relay, and connect them to their local event to sign up.

Slide 5: New Improvements

The Convio sites have been redesigned to have a logged in and a logged out view. You will notice the home page is cleaner, focusing on three main functions: Sign Up, Donate, and Get Involved Information. This will allow for easier navigations to the participant and team pages. The logged in view provides the participant with quick links to access important information, including status meters, the ABC’s of fundraising, and the specific actions in your Participant Center.

Slide 6: New Improvements

You will note that the logged out view provides the top teams and participants with amount raised and milestones reached, as well as totals for number of participants and teams, and amount raised. The logged out view provides with you with three status meters for individual amount raised, total amount raised by your team, and total amount raised by the event.

Slide 7: New Improvements

The new home page has been improved with rollover navigation that will take the user local event information under the My Relay tab. The home page will now have a media wall that will scroll through photos with information connected to each. These will be updated on a quarterly basis.

Slide 8: New Improvements

The Event Details page has been enhanced with a map, and day of event weather information that can be customized on the event level. The Event Announcements page can now be customized with the local event’s Facebook page. This page will roll out with the Great West Relay For Life page as the default for the events who don’t have Facebook pages.

Slide 9: New Improvements

The sign up process has been refreshed with new action button designs that will follow throughout the registration process. Bread crumb navigation has been added throughout the registration process

Slide 10: New Improvements

The Thank You page has been updated with Facebook and Participant Center action items icons. Your Convio’s Autoresponders have refreshed with shorteneed messages with clear call to action items.

Slide 11:  New Improvements

The personal page has a new layout that is easier to navigate with larger milestone badges.

Slide 12: New Improvements

The team pages have been refreshed with the same design as the participant page.

Slide 13: New Improvements

The Participant Center has a new layout with larger call to action buttons that are designed to be the center of attention for the user.  

Slide 14: New Improvements

The Participant Center Email function has been enhanced with tracking information that provides you with more information on your contacts, including when your email was opened, page visits, and amount donated.

Slide 15: Let’s take a look a updating some of the enhancements in the EMC, and some of the common task in the participant center. 

(Go to training Convio site)
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              (Handout): FY12 Event Details Page Maps, FY12 Announcement Page: Add Local Facebook Feed

        and, FY12 Scrolling Logo Steps

· Location Map

· See Docs

· Weather Map

· See Docs

· Facebook

· This will update the Facebook feed on the Event Announcements page. This feed is defaulted to the Great West’s Division RFL Facebook Page
· Go to your event’s Facebook page to access your pages Facebook Page ID> copy that number> and paste it in Sponsor Field 4 field of Event Properties> Click Save and Finish
· Sponsorship Logos

· Upload documents to www.quickanimation.com
· Go to www.relayforlife.org/traininggw.. show them where the Event Logos scroll at the bottom right hand side of the page. This scrolling sponsor follow through site navigation

·  EMC>Edit Event options> Edit Event Options again> Edit Advanced Options> Insert URL from quickanimation.com into #33> Save and Finish
Are you registered for your local Relay For Life site? Let’s take a look at the participant center. We are going to walk through some of the main steps:

>Edit Personal Pages

>Sending Emails
Take a few minutes and get familiarize yourself with the participant center. It is important for you to become familiar with this area of your site, so you can offer the first line of support to your local participants

Slide 16:  FY12 Application Enhancements

Our National home office has been working with vendors to create some awesome new applications that will help take online fundraising to the next level. 

Slide 17:  New Tabs to the Facebook page!

The Facebook application has 2 new tabs! 

The first new tab allows the user to schedule newsfeeds that will automatically go out. These include:

Event Countdown: 30 days, 15 days, 5 days, 1 day, and -1 day. 

Weekly Intervals: Defaulted for every Tuesday morning with a progress updates. 

The other tab in the application allows users to share Relay For Life Fundraising videos via their Newsfeeds. Participants can add their own messaging, and all video include a direct link to the participants donate page.
Slide 18: The other tab in the application allows users to share Relay For Life Fundraising videos via their Newsfeeds. Participants can add their own messaging, and all video include a direct link to the participants donate page.

This is what the video will look like on Facebook.
Slide 19: 

An Android application was added this year for our users to use that mirrors the existing iPhone application.

The application has been enhanced with a built-in Facebook application. 

In FY11 iPhone application users raised 180% more than nonusers. We are hoping we will see these same results with Android users, who actually make up a larger portion of the market

(35% Andriod, 27% iPhone)

Slide 20: 

We now have email badges that can be placed on the bottom of emails. (For ex. AOL, Gmail, Yahoo, and Hotmail accounts). 

The page includes a thermometer that will update the email receipt on the users progress. There will be in directions in the Relay Center to tell you how to upload the email badge to your personal email account. 

Slide 21: 

Luminaraia Enhancement Coming Soon!

The National eRevenue team is working with our website vendor, Convio, to enhance the Luminaria process. All changes are expected to be complete in January!

Slide 22: 
 Do you have any questions about the enhancements made to your Convio sites?

Now that we are familiar with the 2012 Convio website, let’s take a look at the 2011 Online Fundraising Data

 TOPIC IV – 2011 Online Data







10 minutes                                                                          

Slide 23: 2011 Great West Numbers:

Total:

iPad Promotion:

Facebook:

iPhone: 

Fundraising Videos:

Include $$$$, and total users.

Slide 24: 

In 2011, we had a total number of XXXX teams and XXXX participants registered on our Convio sites.

Slide 25: Our Top 5 Division Fundraisers

Slide 26: Our Top 5 Division Email Senders

Slide 27: Did you know only XX% of participants have used their Convio site for online fundraising?

If we could get the other XX%  to raise $10, we would raise $XXX,XXX

If we could get the other XX%  to raise $100, we would raise $XXX,XXX
What are ways we can change the $0 Online Participants?

TOPIC V – Strategies For Growth






15 minutes                                                                          

Slide 28: #1 Rule for OC’s: Tallk with your event chair

It is really important for you to have a talk with your Event Chair about the website. A lot of times they are not familiar with all the website can do, and this your opportunity to shine. We have created a partnership agreement to help get this converstation started with you and your chair. Show the event chair things that you can update on the page, and how you can help them become succesful. 

Try to have half of committee meeting to train your committee on how to use the website. 

Did you know most committee members aren’t registered for the event on the website? We want to challenge you to make sure 100% of your committee is registered. 


Handout: Online Chair Partnership agreement

Slide 29: How can you help grow online fundraising for your event?


What has worked for you in the past? What hasn’t worked? 


(Try to create open discussion in the breakout)


Ideas for creating online fundraising growth for your event?
Flip chart the ideas that come from the group. 

TOPIC VI – Resources, Tips, and Help






   5 minutes                                                                          

Slide 30: Where can I go for help?

You can submit a help ticket for any issues your websites are having at www.gwonlinehelp.org. You can visit relayforlife.org/greatwest for Resources for Online Chairs. The top of the Event Management Center has a dropdown help menu that gives you step-by-step directions on how to perform all of the frequently performed task. The Top of the EMC is updated with Online Tips on a weekly/biweekly basis. 

The eRevenue team provides Online Chairs with Online Topic Calls that cover specific topics. Feel free to jump on a call to learn some useful tips & share your ideas.  Having online chairs from across the Division on one call can offer great insights!

(Handout): Online Topic Call Schedule: go to rfl.org/greatwest to access this
Questions?

TOPIC VII –  Thank you & Why I Relay






10 minutes  

Slide 31:
· You make a difference for your Relay and in the fight against cancer.  Thank you for being here today and for all the work you have done and will do for your Relay For Life event.  The Society could not do what we do without you!

“I Relay For ________ (person’s name) and I am fighting back because___________” – 9 minutes

Objective: To give each participant the chance to remember why they Relay, but also to encourage them to consider what positive things have come out of their Relay experience or what they are doing to fight back.  The idea is to leave them feeling empowered because they have chosen to make a difference through Relay.  

· For this next activity, we’ll get into groups.  

· OPTION 1 SMALL GROUP (10-12ppl) - Form one large circle around the room and ask all attendees to finish the sentence.  This should keep the answers short and sweet, but still have the motivational impact to send them back to their General Session.

· OPTION 2 LARGE GROUP (12+ppl) - Depending on the size of your group, split into two circles or possibly keep attendees at their tables to share why they Relay with one another.
· To close up the day today we want to send you out with renewed motivation and a reminder of why we work so hard as Relay volunteers.

· We all have personal reasons why we are motivated to fight cancer, and it’s important to remember and share those reasons, especially when your role may seem overwhelming.  So we are going to take the last 5 minutes today to remember and share why we Relay together.

· We will ask each person here to finish the sentence “I Relay For _____ and I am fighting back because ________”

· As you think of your own reason and hear the reasons shared by others, remember them as you leave today and as you volunteer throughout the Relay season, and know that every Relay participant has a unique reason why they Relay as well.  

· Through your volunteer efforts, you are making a difference in the lives of many people!  Thank you!!!  

Slide 31: Thank you!

1)  Thank you! – 1 minute

· On behalf of the Great West Online Task Force and eRevenue teeam we want to thank you!!!

· You make a difference for your Relay and in the fight against cancer.  Thank you for being here today and for all the work you have done and will do for your Relay For Life event.  The Society could not do what we do without you!

· We hope that you have a successful year of online fundraising
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Updating the Event Details page: Location and Weather Map

Location Map:

Step 1: Go to maps.google.com and type your event’s location.
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Step 2: Click the Link button in the right hand corner, and copy the first link provided. 
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Step 3: Past the link copied in the Map Link field under Event Properties in the Event Management Center
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Step 4: Click Save and Finish

Weather Map:

Step 1: Go to the Event Website section of your event’s Event Management Center

Step 2: Select Event Details page from the Custom Page drop down list, and click Edit in the right hand corner.
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Step 3:  Click the Edit HTML Source button
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Step 4: Scroll down till you see the http://newsweather... and scroll to the left till you find the zip code.
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Step 5: Replace the zip code after the equal sign with the zip code of your event.

1.







  2.
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Step 6: Click Insert to save at the bottom right of the HTML Source screen

Step 7: Click Save on the bottom right of the next screen. 

Update the Event Announcements page:

Adding Your Event’s Local Facebook Page
Step 1: Go to your event’s Facebook page

Step 2: Copy your Facebook Page ID

Non- Customized Facebook Page URL—If your event has not customized the URL of its Facebook page, your URL will look similar to this: 

www.facebook.com/#!/pages/Relay-For-Life-UMD/178964168316?ref=ts
The number within the URL underlined above is an example of a page’s Facebook ID.

Customized Facebook Page URL—If your event has customized its URL (ex. Facebook.com/relayforlifeofyourtownaz), you will need to click on the profile picture of your page to get the URL with Facebook ID.  The URL will look similar to this: 

www.facebook.com/media/set/?set=a.199183170107776.61317.199182743441152&type=1
The number within the URL underlined above is an example of a page’s Facebook ID.

Step 3: Go to the Event Properties section of your event’s Event Management Center and input the Facebook page ID in Sponsor Field 4. 

Step 4: Click Save and Finish

If your event doesn’t have a Facebook page the Event Announcement page is defaults to the Great West Relay For Life page.

If you need more information on using Facebook for your event go to www.relayforlife.org, click on Documents by Positions, and click General Resource to access the FY12 GW RFL Social Media Guide.

Need help? Submit a help ticket to your Great West eRevenue team at www.gwonlinehelp.org 
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Relay For Life – Online Partnership Agreement

Between: _______________________________(Online Chair) and _____________________(Event Chair)

Volunteer Position Description

Online Chair and Subcommittee

Position Summary: The Online Chair is responsible for overseeing the Relay Online website. This includes both the technical aspects of customizing and maintaining the site, as well as the promotional aspects of teaching participants how to use the site and encouraging them to do so.

Key Responsibilities:

· Recruit subcommittee members comfortable with either the technical or the promotional side of the website.

· Attend the Relay committee meetings and maintain communication with other committee members, ensuring that the site is being used for their benefit as well.

· Customize the website with local information; Activate the website by the deadline set by your Event Chair and/or ACS Staff Partner (preferably by September 1).

· Design and implement a promotions plan for the Relay Online website, including sending e-mail campaigns and finding creative ways to recognize top participants.

· Ensure that the committee, team captains, participants, and donors all have the training or information they need to use the site.

· Maintain and monitor the website; Provide reports for other committee members and ACS staff as needed.

· Provide customer support to team captains, participants and donors as needed.

· Recruit teams among community contacts.

· Promote Relay by talking it up to your friends as a special event within the community.

· During the event, thank teams, sponsors, survivors, and other participants whenever possible.

Qualifications/Skills:

· Knowledge of and commitment to the American Cancer Society Mission.

· Knowledge of the community for recruitment of volunteers.

· Interest in leadership with the American Cancer Society.

· Moderate computer knowledge.

· Public speaking skills (or a promotions subcommittee member with similar skills).

Support Provided:

· Receives training from Regional Summit, Event Chair, or American Cancer Society staff partner.

· Continued support from Online Training Task Force

· Guidebook with complete expectations, instructions and resources.

· Abundant online resources (customizable flyers, presentations, training information, etc.) available on www.RelayForLife.org/GreatWest

· Enhanced customer service support structure for Relay Online questions

Staff & Volunteer Partners:

· Overall Event Chairperson

· American Cancer Society Relay Staff Partner

· Relay Committee Chairs for other areas (logistics, entertainment, sponsorship, etc)

· Online subcommittee members

Time Requirements:        Est. # meetings:       ___________ / Month            Phone calls/emails:  _____ / Week

Methods to communicate:   

Best method to communicate:     phone     or       email

Please provide both email and phone below:

E-mail – my preferred email address for RFL is:_____________________________________________

Time of day I receive emails here: ________________________________________________________      

Phone – my preferred phone number for RFL is: ____________________________________________

Best time to call me at this #(s): __________________________________________________________

Please don’t call me at this time: _________________________________________________________       

Signature: ________________________________________________________  Date: __________________
Signature: ________________________________________________________  Date: __________________
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