Chapter 5: Emailing From Your Relay Dashboard

e Manage Your Address Book
0 Access Your Address Book
0 Import Contacts into Your Relay Dashboard Address Book
= Import Contacts from your Personal Email Provider
= Import Contacts from a CSV File
Manually Add Contacts to Your Address Book
Edit a Contact
Delete a Contact
Create an Email Group
e Manage & Send Emails
0 Edit & Send a Message
0 Track Email Contacts

O O o0 O

Sending emails from the Relay Dashboard is an easy way to spread the Relay For Life mission to end cancer and secure
lifesaving funds.

This section of the online manual will show how easy it is to send email messages and follow up with your friends,
family, and colleagues as you generate support for Relay For Life.

Did you know? Relay participants who send emails
from the Relay Dashboard raise on average 6 times
more than those who do not. Begin your Relay
experience by sharing the news through email to
your family, friends, and peers.

EMAIL EVERYONE, RIGHT NOW!

Relay participants who
send at least 10 emails

raise over

than those who send less.

Managing Your Address Book
As an online Relay participant, you can manage an Address Book in the Relay Dashboard, making it easy to send emails
to your friends, family, and co-workers asking for their support. After creating and managing your Address Book, with

just a few clicks, you can select and send emails to them without typing their email addresses repeatedly.

Note: The contact information in your address book is strictly for your use. Neither the American Cancer Society nor web
system will send unsolicited email (spam) to your contacts in your address book, or sell the information to a third party.
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Access Your Address Book

1. Using your username and password, log into your Relay Dashboard.

2. From any section of the Relay Dashboard, click the My Contacts link found on the right hand side of the page.

m MY TEAM MY EVENT

Get Started...

Take A Tour Personalize Your Page
Learn how to use your dashboard Add a personal photo and/or video

Sl Get familiar with your fundraising tools Gl Share your motivation for walking —

= Compose an Emalil @ My Contacts

Go Fundraise!

Send fundraising emails
Download mobile and Facebook apps

3. Your address book will appear and contain any contacts you uploaded, manually entered, or previously emailed.
a. If youregistered as a returning participant, all contacts that you previously uploaded to or emailed from the

Relay Dashboard will automatically be in your current Address Book.

My Contacts view: Al contacts

Import Contacts | Add a Contact

Select All None <Prev@@[@oNat> View 25

Messages Messages Page

# HName & Email Sent Opened Visits

Abraham Lincoln  honestabe@yahoo.com 0
Ronald McDonald ~ RMcDonald@test.com 0
Phillie Phanatic baseball_lover@phillies.net

VWinnie Pooh honeypot@aal.com

SueTest Smiley ssmiley@test.com

darth vader dv123@thedarkside.org

Import Contacts into Your Relay Dashboard Address Book

Before sending an email to your family and friends asking for support, take a mom

Donations Donations
{previous) {current)

50 80
50 50
50 50
50 50
50 50

50 50

ADD SELECTED TO EMAIL

ent to upload your contacts into the

Relay Dashboard. This will make emailing even easier; with just a few clicks, you can select and send emails to them

without typing their email addresses repeatedly.
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Import Contacts from your Personal Email Provider
1. Using your username and password, log into your Relay Dashboard.

2. From any section of the Relay Dashboard, click the My Contacts link found on the right hand side of the page.

= Compose an Emalil @ My Contacts
v

Get Started...
Take A Tour Personalize Your Page Go Fundraise!
Learn how to use your dashboard Add a personal photo and/or video Send fundraising emails
Sl Get familiar with your fundraising tools Gl Share your motivation for walking Download mobile and Facebook apps

3. Atthe top of the Contacts overlay, click the Import Contacts link.

My Contacts view All contacts - Import Contacts ) Add a Contact

Select All Hone «<Preve & |@®next=  View 25 «

4. Choose the email service provider where your contacts are stored by clicking the button beside the source. Choose
Next.

Import Contacts

‘You can import contacts directly from an email service below:

* Gmail

o YaHooO!

OR you can upload a .csv file exported from another email client:

File-based impart far. (Tell me more}

1
, 0 @

(Hatmail, Apple, Outlock, AOL)

CANCEL

If you use an email service other than Gmail or Yahoo!, please export your current address book as a CSV file. Once the
CSV file is created, you may upload them into the Relay Dashboard. More directions about importing a CSV file are
available in the following section.

5. Enter the username and password for your email program and click Sign In.

6. Allow the Relay For Life website access to your email contacts by clicking Grant Access.
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https: ffwww.google.com/faccounts/OAuthAuthorizeToken?oauth_token =4%:2F SRFFiYXvUtgOmbM3 f\f
[y Account | Help | Sign out
Google accounts

The site convio.net is requesting access to your Google Account for the product(s) listed below

‘ Google Contacts

Google is not affiliated with convio net, and we recommend that yvou grant access only if you trust
the site.

If you grant access, you can revoke access at any time under My Account’. convie.net will not

have access to your password or any other personal information from your Google Account. Leam
more

‘ I Grant access ]L‘]enyaccess

7. Read the consent agreement to allow the Relay Dashboard to access your online address book. Click Next.

o |
Import Contacts

Your consent is needed to access your online address book. If the authentication and Display Censent
. . . . Pop-Up
consent pop-up does not appear automatically, click the link on the right.

Waiting for your consent.

Finished retrieving contacts from your email service provider.

Ready to import retrieved contacts into your participant center address book.
Retrieving contacts from your email service provider.

Finizhed retrieving contacts from your email service provider.

Ready to import retrieved contacts into your participant center address book.

&

8. Determine if you wish to import all, or only some, of your email addresses into the Relay Dashboard by checking the
appropriate radio button.

Import Contacts
Your contacts were successfully retrieved. Impaort all or some of the retrieved contacts into
your Participant Center Address Book.
@ Import all 180 contacts into your Participant Center Address Book.
@ Import some of the retrieved contacts into your Participant Center Address Book
First Hame Last Hame Email
D s
] |E]
sl
m
]
o
il
] =
¢7| m | 2
(Selectall or none) & € 110007180 3 »

a. If not all contacts are selected, individually choose which email addresses are to be uploaded by checking
the box besides each record.
b. Click Next.

9. Review the contacts you have selected to add to the Relay Dashboard Address Book before clicking Finish.

40



Import Contacts
Results ofthe contactimport are listed in the sections below.

@ 1 Successfully Saved 0 0 Possible Duplicate
Contacts, 1 Mew Contacts to Resolve, 0
Resolved

@ oRejected Contacts

~ Successfully Saved Contacts

This list shows the retrieved contacts that were successfully saved into your Paricipant Center
Address Book

First Hame Last Name Email
hous-696019004@craigslistorg

» Possible Duplicate Contacts 0

» Rejected Contacts 0

10. Your personal email Address Book has been successfully uploaded into the Relay Dashboard to help you
communicate and follow up with your contacts as they support your efforts to fight cancer.

Import Contacts from a CSV File
1. Using your username and password, log into your Relay Dashboard.

2. From any section of the Relay Dashboard, click the My Contacts link found on the right hand side of the page.

= Compose an Email @ My Contacts
m MY TEAM MY EVENT

Get Started...
Take A Tour Personalize Your Page Go Fundraise!
Learn how to use your dashboard Add a personal photo and/or video $ Send fundraising emails
— Get familiar with your fundraising tools | == Share your motivation for walking Download mobile and Facebook apps

3. Atthe top of the Contacts overlay, click the Import Contacts link.

My Contacts view Al contacts - Import Contacts. ) Add a Contact

Select Al None <Prev@@|@®nNet= View 25 o

4. Choose to import your email addresses as a CSV file. Choose Next.
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Import Contacts

You can import contacts directly from an email service below:

> Gmail

o YaHoO!

OR you can upload a .csv file exported from another email client:

File-based import for.. (Tell me more}

{Hotmail, Apple, Outlook, AOL)

a. Before uploading your contact file, ensure that the document is in the proper format and saved as a CSV or
comma delimited option document as exampled below.

First | Last Email
Bob Smith | bob.smith@email.com

b. More instructions regarding formatting the CSV email address file can be found here

5. Browse for the CSV file on your computer before clicking Next.

File-pased import for... Tell me more.

.

[Hotmail, Apple, Outlook, ADL)

Choose File | Mo file chosen

Ak
95 &

6. Review the preview of the addresses that have been uploaded into the Relay Dashboard. Click Next.

o |
Import Contacts

Contacts were retrieved from your .csvfile. Review the CSV column mapping preview and
confirm that it is correct

Does this preview look correct?
If not, you can change the column mapping or the encoding.

Proposed First Hame Proposed Last Hame Proposed Email
Bob sSmith bob.smith@email.com

and 0 additional contacts not displayed in the above preview
p )
o)
7. Determine if you wish to import all, or only some, of your email addresses into the Relay Dashboard by checking the
appropriate radio button.
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Import Contacts

Your contacts were successfully retrieved. Import all or some of the retrieved contacts into
your Participant Center Address Book

™ Import all 180 contacts inta your Participant Center Address Book
@ Import some of the retrieved contacts into your Participant Center Address Book,

First Name Last Hame Email

[ >

S EEEEEEOEO

. J r

(Select all or none) « ¢ 4110007180 » »

a. If not all contacts are selected, individually choose which email addresses are to be uploaded by checking
the box besides each record.
b. Click Next.

8. Review the contacts you have selected to add to the Relay Dashboard Address Book before clicking Finish.

Import Contacts
Results of the contactimport are listed in the sections below.

e 1 Successfully Saved Q 0 Possible Duplicate
Contacts, 1 New Contacts to Resolve, 0
Resolved

@ oRejected Contacts
~ Successfully Saved Contacts

This list shows the retrisved cantacts that were succassfully saved into your Participant Center
Address Book

First Name Last Name Email
hous-696019004@craigslist.org

» Possible Duplicate Contacts 0

+ Rejected Contacts 0

9. Your personal email Address Book has been successfully uploaded into the Relay Dashboard to help you
communicate and follow up with your contacts as they support your efforts to fight cancer.

Manually Add Contacts to Your Address Book
1. Using your username and password, log into your Relay Dashboard.

2. From any section of the Relay Dashboard, click the My Contacts link found on the right hand side of the page.



Get Started...

Take A Tour

Learn how to use your dashboard
Sl Get familiar with your fundraising tools Gl Share your motivation for walking

m MY TEAM MY EVENT

Personalize Your Page
Add a personal photo and/or video

$
-—

= Compose an Email @ My Contacts

Go Fundraise!

Send fundraising emails
Download mobile and Facebook apps

3. Your address book will appear and contain any contacts you uploaded, manually entered, or previously emailed.
a. Ifyouregistered as a returning participant, all contacts that you previously uploaded to or emailed from the
Relay Dashboard will automatically be in your current Address Book.

4. To manually add a new contact, simply click on the Add a Contact link in the upper right-hand corner.

My Contacts view: All contacts

Select Al None

Name &

Abraham Lincoln
Ronald McDonald
Phillie Phanatic
Winnie Pooh
SueTest Smiley

darth vader

Messages Messages

Email Sent Opened

honestabe@yahoo.com ] 0
RMcDonald@test.com

baseball_lover@phillies.net

honeypot@aol.com

ssmiley@test.com

dv123@thedarkside.org

Page
Visits

0

0

Import Contactsf| Add a Contact |

= Preve €| @8 Next > View 25

Donations Donations
{previous) {current)

50

50

50

50

50

50

50

50

50

50

50

50

ADD SELECTED TO EMAIL

5. Add the new contact’s First Name, Last Name and Email and click Add a Contact.

Add a Contact

* Reguired fields

First Name:
Last Name:

* Email:

CANCEL

lJane

(Smith_

Edit a Contact in your Address Book

1. Using your username and password, log into your Relay Dashboard.

2. From any section of the Relay Dashboard, click the My Contacts link found on the right hand side of the page.



m MY TEAM MY EVENT

Get Started...

Take A Tour

Learn how to use your dashboard
u Get familiar with your fundraising t

Personalize Your Page

' . ' Add a personal photo and/or video

ools Share your motivation for walking

$
el

= Compose an Email @ My Contacts

Go Fundraise!

Send fundraising emails
Download mobile and Facebook apps

3. Your address book will appear and contain any contacts you uploaded, manually entered, or previously emailed.
a. Ifyouregistered as a returning participant, all contacts that you previously uploaded to or emailed from the
Relay Dashboard will automatically be in your current Address Book.

My Contacts

Select All None

Name & Email

Messages Messages
Sent Opened

Abraham Lincoln honestabe@yahoo.com 0 0

Ronald McDonald  RMcDonald @test.com 0 0

Phillie Phanatic baseball_lover@phillies.net

Winnie Pooh honeypot@aol.com

SueTest Smiley ssmiley@test.com

darth vader dvi23@thedarkside.org

4. Simply click on the name of a contact you wish to edit.

5. Update the contact’s information and click Save.

-

First Name
Last Mame
Email
Address 1
Address 2
City

State

Zip

Country
Phone

or

CANCEL

l»\braham
Lincoln
honestabe@yahoa com

Sinking Spring Farm

Hodgenville

KY

Import Contacts | Add a Contact

<Prev@ @@ oNe= View 25

Page
Visits

0

0

Donations Donations
{previous) (current)

50
50
50
50
50

50

50
30
50
50
50

50

ADD SELECTED TO EMAIL

TOTAL DONATED

EMAILS OPENED

PAGE VISITS
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Delete a Contact in your Address Book

Please note, some contacts in your address book cannot be deleted. Team members and donors cannot be deleted from
your address book.

1. Using your username and password, log into your Relay Dashboard.

2. From any section of the Relay Dashboard, click the My Contacts link found on the right hand side of the page.

= Compose an Emalil @ My Contacts
v

Get Started...
Take A Tour Personalize Your Page Go Fundraise!
Learn how to use your dashboard Add a personal photo and/or video $ Send fundraising emails
Get familiar with your fundraising tools Share your motivation for walking Download mobile and Facebook apps

3. The overlay that appears will display email addresses that are currently in your Address Book. Check the box beside
the contacts’ name you wish to delete.

4. From the Select an action drop down menu, click Delete contact(s).

My Contacts Vview Allcontacts Import Contacts | Add a Contact

Select All None |- Select i | < Preve €| eNex = View 25 »

Messages Messages Page Donations Donations
Sent Opened Visits {previous) {current)

Abraham Lincoln honestabe@yahoo.com 0 0 0 50 50
Ronald McDonald ~ RMcDonald@test.com 0 0 0 30 80

Phillie Phanatic baseball_lover@phillies.net 50 &0

irmie Pooh honeypot@aol.com 50 $0

ueTest Smiley ssmiley@test.com
[F] SueTest Smil il L 50 80

[F] darth vader dvi23@thedarkside.org 50 &0

ADD SELECTED TO EMAIL

5. Confirm to delete the contact from the Relay Dashboard Address Book.

Delete Contact

Are you sure you want to remove selected contact(s)?




Create an Email Group

Creating groups for your email contacts is a great way to organize your contacts and communication through the Relay
Dashboard.

1. Using your username and password, log into your Relay Dashboard.

2. From any section of the Relay Dashboard, click the My Contacts link found on the right hand side of the page.

= Compose an Emalil @ My Contacts
v

Get Started...

Take A Tour Personalize Your Page Go Fundraise!

Learn how to use your dashboard Add a personal photo and/or video Send fundraising emails
Sl Get familiar with your fundraising tools Gl Share your motivation for walking — Download mobile and Facebook apps

3. The overlay that appears will display email addresses that are currently in your Address Book. Check the box beside
the contacts’ name you wish to add to a new email group.

4. From the Select an action drop down menu, click Add to a new group.

My Contacts View: Al contacts . Import Contacts | Adda Contact

Select Al None - Select an action - & = Preye <@ ®Mext = View 25

Messages Messages Page Donations Donations

Name 4 Sent Opened Visits (previous) (current)

Abraham Lincoin honestabe@yahoo.com 0 0 i 50 50
Ronald McDonald  RMcDonald@test.com 0 0 0 50 50
Phillie Phanatic baseball_lover@phillies.net 0 ] 0 50 50
SueTest Smiley ssmiley@test.com 50 50

darth vader dvi23@thedarkside.org 50 50

ADD SELECTED TO EMAIL

5. Provide the group with a name and click Create Group.

Create a Group

Group Name |Friends

CREATE GRouP
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6. Once a group is created and contacts have been tied to the group, you can easily send emails to all group members
simply by typing the group name into the email To: field

Manage and Send E-mails

The number one reason why people donate to the American Cancer Society Relay For Life is because someone asked.
Take advantage of the tools available in the Relay Dashboard to ask your family, friends, and co-workers for support in
the fight against cancer.

Using a well-crafted team building or donation request emails can help direct people to your personal page quickly and
encourage support. All emails from the Relay Dashboard will automatically link the recipient back to your personal page

and team page.

As you begin sending email messages, note that you can use the template emails available, save your own versions, or
create a brand new message that speaks best for you.

Start sending emails today and watch your team and fundraising soar!!

Edit and Send a Message
1. Using your username and password, log into your Relay Dashboard.

2. From any section of the Relay Dashboard, click the Compose an email link found on the right hand side of the page.

' = Compose an Email "@ My Contacts
EZX3 | wrevewr |

Get Started...
Take A Tour Personalize Your Page Go Fundraise!
Learn how to use your dashboard Add a personal photo and/or video Send fundraising emails
RS Get familiar with your fundraising tools S Share your motivation for walking W Download mobile and Facebook apps

3. The Send an Email overlay will appear.
a. Your name and your email address will automatically populate as the sender’s address.
b. Begin typing the names of those you wish to email into the To: field. If email addresses are already in the
Address Book, they will begin to auto-populate.
c. Click Select Contact(s) or Select Group(s) if you would like to see more options of individuals you may send
the message to.

4. If you need help deciding what to write in your email, choose one of the template messages. Click on the Select a
template drop down menu to see the suggested messages available (i.e. Thank a Donor) Once you select the
template of your choice, the email will appear for you to personalize or send as is
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Send an Email Sent Emails ~ Saved Drafts
* Reguired
*TO: Select Contacts Import Contacts

4

*SUBJECT:

(—Selectatemplate— SAVEAS A NEW TEMPLATE

- Selecta tempiate -
Recruit
Recruit Team Members

Invite a Survivor or Caregiver to Your Relay
Event

eCard - Lace Up

eCard - Invite a Survivor

eCard - Top 5 Reasons
Soficit

Ask For Donations

Help Me Reach My Goal

Dedicate a Luminaria

eCard - Join Us

eCard - Spread Hope

eCard - Celebrate Life ~ ipjear atthe bottom of your email

PREVIEW | SAVE AS DRAFT SEND

5. Make any changes to the Subject and the Message text.
6. Click Preview to see your email message before you send it.
7. Click Save as Draft if you want to save this message for future use.

8. Click Send to deliver this message to everyone you have added as a recipient of this email. A confirmation will
appear letting you know the message has been sent and giving you an opportunity to continue sending emails.

Send an Email Sent Emails Saved Drafts

* Required

| @ Your message was successfully sent.

Track Email Contacts

By sorting your Relay Dashboard Address Book, you can easily track people that you’ve sent messages to, who have
joined your team, and who have made donations to you. You can also keep track of those needing follow-up or Thank
You emails.

1. Using your username and password, log into your Relay Dashboard.

2. From any section of the Relay Dashboard, click the My Contacts link found on the right hand side of the page.
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Get Started...

Take A Tour

Learn how to use your dashboard
Get familiar with your fundraising tools Share your motivation for walking

m MY TEAM MY EVENT

Personalize Your Page

Add a personal photo and/or video

= Compose an Email @ My Contacts

Go Fundraise!

Send fundraising emails
Download mobile and Facebook apps

3. Your address book will appear and contain any contacts you uploaded, manually entered, or previously emailed.

My Contacts view All contacts

Select All  None

€ Name &

Abraham Lincoln
Ronald McDonald
Phillie Phanatic
Winnie Pooh
SueTest Smiley

darth vader

Messages Messages

Email Sent Opened

honestabe@yahoo.com 0 0
RMcDonald@test.com 0 0
baseball_lover@phillies.net

honeypot@aol.com

ssmiley@test.com

dvi23@thedarkside.org

Import Contacts | Add a Contact

<Prev@ @@ oNext>  View 25 o

Page
Visits

0

0

Donations Donations
(previous) (current)

50
$0
50
B0
$0

50

50
50
50
50
50

50

4. Review the columns beside each email contact to see the number of emails that you have sent to each individual,
the number of emails opened, and if the contact has viewed your page or made a donation.

a. Check the box beside any of the contacts that you would like to email based on the information displayed.

After selecting the contacts, click Add Selected to Email.

5. Use the drop down menu to filter the email contacts by groups.

a. Donors: Sort the list of individuals by those who have made a

contribution so that you can be sure to thank them.

b. Non-Donors: Ask for support from those who have not made a gift

online.

c. Never Emailed: Be sure to reach out to those who you have not yet

emailed.

d. Need follow-up: Send another email to those who need a reminder

message

“iew: | All contacts r
All contacts
Danaors
Man-Danars
Teammates
Man-Teammates
B Never Emailed
Meeds follow-up
Unthanked Donors

6. You can send emails to the members of a certain group by selecting the individuals within the desired group. Click
the box beside the contacts you wish to email and select Add Selected To Email to prepare a message, and follow
the steps outlined above to compose and send your message.
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