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Breakout #1—Online Basics
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 handouts and activities.  
NOTE FOR FACILITATORS:

1) Read through the guides for the workshop 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 computers with those who do have computers.
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 workshop.  
4) Ensure that you are familiar with the new layout of the FY12 sites.

5) Ensure that you have created a test team/donation, so you can you walk through the common steps in the Event Management Center (Slide 27)

6) Don’t forget to test your Internet connection before the workshop begins.

SUPPLIES LIST:
1) Laptop

2) Projector and screen
3) Index card at each seat
4) A bag of candy/giveaways

5) Flipchart and markers
6) Tape

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 & Role of the Online Chair




15 minutes

TOPIC II – EVENT MANAGEMENT CENTER WALK THROUGH



50 minutes



> Event Center



> Event Web Site



> Event Emails



> Customer Service



> Reports



TOPIC III – 
 Q & A









10 minutes

Online Chair
TOPIC I – Introduction & What is My Role





15 minutes

Slide 1 & 2: Welcome by presenters with a brief introduction of your history with Relay, and involvement with Convio. 
Explain that Convio is the fundraising website platform for Relay For Life.
          Meet & Greet– 5 minutes
· OPTION 1 SMALL GROUP (10-12ppl):  Go around the room (or your table) and have everyone introduce themselves including name, town, and how long you have Relayed.
· OPTION 2 LARGE GROUP (12+ppl):   Take the next 2-3 minutes to meet as many new 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, and how long you have Relayed.
Slide 3: Agenda: You will leave here today with a better understanding of your role
· Your Role as Online Chair
· Your event’s Event Management Center
· Where to go for resources and help
Ask each person to take the index card in front of them and write down one thing they want to learn from today’s workshop.

(The eRevenue support staff will write these reasons down on a flip chart, so at the conclusion of the presentation we can ensure that we met everyone’s expectations)
***Encourage the participants to ask questions and interact. Explain that the #1 Rule for today is No Question is a DUMB Question. There are probably other people in the room that have the same questions
Slide 4: Online Chair Role
You own the day-to-day management of the event website through:
· Promoting its use at meetings and training committee members and team captains how to use the participant center
· Keeping the web pages fresh with event information
· Sending event communication (coaching emails) 
· Monitoring team and individual performance through reports
· Providing the first line of customer service to your event’s participants
*** Some events have two online chairs, one to handle the technical aspects, and the other to handle the promotion. Talk to your Event Chair and CRM to find out what works best for your community
Let’s take a look at the functions of the Convio fundraising websites.
TOPIC II – Event Management Center Walk Through

 

50 minutes
Slide 5: The front page of the Convio website. 


> Point out where to log in, circled in red on the site


> Does everyone in the room have access to their event’s EMC?
Slide 6: After you have entered your username and password, you will see a button appear for Event Manager
Slide 7: This is the main screen of the Event Management Center (EMC). You will notice 5 main tabs: Event Center, Event Website, Event Emails, Customer Service, and Reports. 
We are going to spend the first part of today looking at the Customer Service function of the website.
Slide 8: Customer Service is where you will go to manage donations, look up usernames, reset passwords, search for gifts, and change participant information. 
We are going to click Manage Participants to access a list of the participants registered for our event. 
Slide 9:  The Manage Participants screen gives you two options: we can register a new participant or search for a participant.
 *** We only want to register participants through the ‘back door’ of the website when they do not have an email address. 
We are going to search for a participant to manage.
Slide 10: You can search for a participant by just knowing their first name and clicking search, then it will pull up a list of all the participants. You can click manage participant beside the participant name to access their information
Slide 11:  The manage participant button of the site will pull up basic information of the participant in the gray box including name, username, role on team, and team name. Also, it pulls a list of donations credited to that participant. You can refund/ change the credit of a donation from this screen by clicking one of the two buttons beside the donation.
Let’s take a look at the left hand tool bar of the Manage Participant function of the website. 
Slide 12: Record a Donation allows you to credit a donation to a participant by entering the donor’s contact information, amount of gift, and recognition name on the gift.
Slide 13: Edit Contact Information allows you to edit the participant's contact information (address, email, phone number, etc.). You can also opt them in or out from receiving emails from your event site.
Slide 14: Edit Registration Information allows you to update all of the registration questions including: participation type, participant goal, t-shirt size, etc. 
Slide 15: Make Inactive allows you to make the participant's page inactive, and is the first step in deleting a participant's registration. After clicking the button, a delete registration button will show up for you delete the participant.
Slide 16: Make Private keeps the participant registered for the event, but their page can only be accessed if they give someone a direct link to their page. A donor cannot search for them on the front end of the site, nor will the participant show up in the team list.
Slide 17: Create New Team allows you to move a participant from one team to a team captain of a newly created team. Please note you cannot create a new team for a participant if they are already the team captain of an existing team. You will need to know the team name in this process. 
Slide 18: Change Team allows you to move a participant to a team that is already created. Please note you cannot change the team of a participant who is the team captain until you promote another team captain for that team.
Slide 19: Reset Password allows you to change the password of a user. We cannot view the password of user, so if someone forgets their password you must reset their password.
Slide 20: Edit Pages allows you edit the content on the participant's page including pictures, videos, and content. 
Next, we are going to look at the Team Management function. We will do this by clicking on the Customer Service tab.
Slide 21: From the customer service tab we will click on manage teams
Slide 22: Allows you to search Convio for the team, then you can click Manage beside the team to access the manage team functions. Disband Team deletes the team, and moves the members to participants of the event.
Slide 23: When you click “manage” a gray box appears with team information including team captain, number of team members, and goal. The gifts tab gives you a list of all gifts credited to the team, and participants of the team. The members tab will give you a list of all of the participants registered for that team, and allows you to manage them from that screen
The left side action items allow you to edit a team’s information (name, goal, and national corporate team affiliation), and record a donation credited to the team.
We are going to go back to the Customer Service tab to take a look at the other important functions from that screen.
Slide 24: 
Manage Companies allows you to add a local company to the drop down list and track sponsors. If you add a sponsorship donation to this section of the site, it will not add it the front of the site. We recommend that you add all corporate sponsorship under the Event Gifts section of the website.
Record Event Gifts allows you to add a gift credited to the event. This option is mostly used for adding corporate sponsorship donations to the event.
Confirm Gifts allows you to confirm offline gifts. This option is mostly used for events that allow their participants to upload their offline gifts to the event. 
Upload Registration and Gifts allows you to upload a batch (numerous gifts) of donations using a spreadsheet. You can access step-by-step directions on this at the top of the EMC, and we will be hosting training calls on this issue. (Your committee’s accounting chair may help you with this or may be doing it already, check with your event chair or accounting chair to clarify how the process will be completed).  
Search For Contacts allows you to search the registered participants of your event.

If you click the Search For Gifts link on the website, it will allow you to search for gifts using different criteria. 

Slide 24:  The Gift Search feature allows you search for any gift credited to the event by donor information, participant credited information, date, amount, and/or confirmation number. 
Let’s look for participant with the last name TEST.
Slide 26: The search feature will pull up all the participants with the last name Test who have gifts credited to them. The Change Soft Credit button allows you to move the credit of a gift to another participant, team or event, and you can refund the gift from this screen. You cannot change soft credit of a luminaria purchase or a registration payment.
This sums up the review of the most common actions taken in the Customer Service function
Slide 27: Let’s take what we learned, and put it in action:
Walk me through the steps or assign tasks to tables:
· Change Soft Credit of a Donation
· Create a New Team for a participant registered for your event
· Reset a password
· Add a donation to a team
Slide 28: Sending Coaching Emails…. <<go to Training RFL Convio Site>>
Let’s take a look at the Email section of your Convio fundraising site. 
EMC> Event Emails> Edit Coaching Emails> Copy the Message you want to send (Insert Name of email)> You can make changes to message name, so its easier to find (For ex adding a * to end of it)> Click Copy Message (This should take you back to the coaching email list)
Back to Email List:
Find your email> click Edit> Go through Questions: Clicking “yes” for duplicate suppression> Click Next> Ensure you are updating the sender’s name and email address (It is important to update this information with someone from your local event. Talk to your event chair and/or staff partner to decide who’s you e-mail address should be used as the sender)> Click Next> Pick Your Stationery and click Next> Edit HTML content (Updating content with local information would make your emails have a higher open rate) and click Save and Next> Update Plain Text Content, click Save and Next> Send a test message to yourself (It’s always good to send it to someone else on your committee to proof the email, your co-chair, event chair, etc.)> Click Next> Click Approve and Finish
Back to Email List:
Find your email> click Begin Delivery> Choose Audience (We don’t email donors unless we saying thank you) and click Next> Click Add All and then click Next> Filters for emails: previous event participation, registration type, and registration date range> Click Next> Team Membership Filter, Company Affiliation Filter> 

From this screen you can click configure additional filters to send the emails depending on the participants donation history, emails sent, and number of unconfirmed gifts
>> Click Review Delivery Details from here you can: 
>>Schedule an email to go out at a certain date and time


>> Manage Do Not Email Groups to not send to certain groups. 


     ***It is important to filter our current participants, when sending out recruit emails         

           asking people to register


>> Send Immediately to send email now
After sending an email out you can view the Delivery Statistics by clicking on the Delivery List. This will show you the number of emails sent, open rate, and the click rate.
[Do not send an email from the testing site]
Questions about sending emails?
Slide 29: One of your most important jobs as an Online Chair is to keep your website updated and fresh with content. 
Slide 30: You will update the front of your site with the latest information and important announcements (For ex. Team meetings, upcoming fundraisers, and important deadlines. Please remember to not advertise bank nights or money pick ups on your site)
Screenshot of front of the site with the latest information and news (circle on the site).
Slide 31: You update this information in a different place than you update the rest of the site. From the main screen of the Event Management Center> click Edit Event Properties on the left hand side
Slide 32: Updating Sponsor fields 1-3 will update the Event Announcement text on the home page of your event’s Convio page. Make sure to hit Save and Finish after updating.
Now let’s take a look at updating the rest of our event’s webpage… 
<<Go to Convio training site>>
EMC> Event Web Site> 


>> Editing Pages
> Choose page from drop down menu of pages to edit> Click the blue Edit button in the right hand corner (Explain the box in a box concept, i.e. scroll)> Edit a page> Show users important buttons/tips:



-  Shift + Enter allows you single space



-  Font Size and Color



-  Inserting a picture (Tree button)



-  Creating a hyperlink (highlight text, chain link button)



After you complete your changes to the page make sure to hit Save.
>> Create a Custom Page allows you to create a page from scratch using the site banner
>> Copy a Custom Page allows you to copy a page that you have already created or one that exist already. You would use this function to copy the formatting of the page.
>> Configure Navigation Bar allows you to add pages to the list of pages on the front the site.
>> Upload Images and Upload Documents allows you to add images and documents (suggested .pdf files) to your event library to load to your webpage or email. You add an image by clicking the “Insert A Picture” button, and you can create a link to documents by clicking the “Hyperlink” button.
That sums up the basics of editing your web pages on your event’s site. Don’t be afraid to play with the pages.
Slide 33: This slide is left blank left intentionally.

Slide 34: Reports!  <<Go to Convio training site>>
EMC> Reports>
The reports section of the website has been refreshed for easier navigation. Reports are classified by Participant, Team, Event and Donation. 

Participant Reports will give you detailed information about the participants of your event. Team Reports will give you detailed information about the teams registered for your event. The Event Report gives you a snap shot of event level information. 

The Donation Report will give you a detailed look at each transaction processed through your event website.  

 If you click Run Report, and view Review Criteria Summary screen you can view what data the report pulls. If the report is going to pull the information that you need click RUN Report
Show them how to pull the Date Range report and select the dates you want to pull the report between. 
TOPIC III – Q & A



10 minutes                                                                          

Slide 35: Questions?
This concludes the basics of the Online Chair position. Do you have any questions about anything?
** Check the flip chart to make sure that all of the expectations were met.
** If time permits, give them free time to play with site
Slide 36: Thank You! 

We will see you this afternoon for the advance chair breakout where we will discuss numbers from last year, the participant center, and strategies for success. 
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