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Chapter 8: Online Fundraising Tools – Team Captains Only 

 
 

Team Captains are the leaders of Relay For Life, providing support and guidance to their teammates. The Relay 

Dashboard provides a number of tools specifically for Team Captains to help lead the group to success. 

 

Enjoy these tools and have fun! 

 

Update your Team Name 
 

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

 

2. From the My Team tab, locate the team information at the top of the section. Click Edit beside the team name.  

 

3. Enter the new team name and click Submit to save changes. 

 

 
 

Change your Team Fundraising Goal 
 

While the team captain may set a group fundraising goal during the registration process, this goal may be updated as 

you reach fundraising success. 

 

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

• Update Your Team Name  

• Change the Team’s Fundraising Goal 

• View/Edit Your Team Page 

• Create a Team URL 

• Post an Announcement for your Team in the Relay Dashboard 

• Send an Email to Your Team Members 

• View Your Team’s Progress 

• View a List of Team Members 
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2. From the My Team tab, click Edit team goal in the Team Progress box (top left hand side)  

 

3. Enter a new team goal before clicking Submit. 

 

 
 

 

View / Edit Your Team Page 
 

The Relay Dashboard offers team captains the opportunity to edit and update the team page. By sharing the team’s 

reason to Relay and photos or video, you can create a compelling webpage to help you recruit teammates and 

donations. 

 

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

 

2. From the My Team tab, click the My Team Page link in the My Team Tools box (right hand side of the page). 
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3. Your team page will appear with several links so that you may make the appropriate edits. 
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4. Edit the team’s company affiliation by selecting Edit Company under the header of the page before clicking Save. 

 

 
 

5. Edit your team’s story 

a. Beside the message of the page, click Edit Our Story. 

b. Enter new content to your team page before clicking Save. 

i. You can use the toolbar to format the text in your Relay Story 

 

 
 

6. To add a photo to your team page click the Upload photo button beside the image area. 
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a. Photo – Insert one photo to display on your team page by uploading a file that contains a digital 

photograph. You can upload photos up to 4MB and 300x400 image size. 

 

• Before you upload your image file, you may want to open it in your favorite graphics application and resize or 

crop the image to ensure the best fit, especially if the photo is quite large. Here is an easy web-based photo 

resizer you can use to get your pictures down to the right size: http://www.picresize.com/ 

 

i. Browse – Click the browse button 

to find a photo located on your 

computer and upload to your 

personal page. 

ii. Caption – Enter a caption for the 

photo/s you uploaded to your 

personal page. 

iii. Save Changes – Click to see your 

new image/s reflected on the 

team page.  

 

 

 

  

Create a Team URL 
 

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

 

2. From the My Team tab, click the My Team Page link in the My Team Tools box (right hand side of the page). 

 

 
 

3. Your personal page will appear with several links so that you may make the appropriate edits. 

 

4. At the top of the page, find the My Team URL information. 
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5. Click Edit Team URL to create a custom page URL to your team webpage. Enter in the end, personal section of the 

URL. Example for personal page URL: http://main.acsevents.org/goto/TeamAwesome 

 

 
 

6. Click Save. Once a team URL has been created, the team captain / team members may add it to their email 

signature, post it on the Social Media sites, and provide a direct link for potential donors on paper materials. 

 

Post an Announcement for your Team in the Relay Dashboard 
 

Keep your teammates inspired and motivated to Relay For Life by posting words of encouragement in their Relay 

Dashboard. The message will appear on the Relay Dashboard whenever they log into the website. 

 

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

 

2. From the My Relay tab, click the Post an announcement link above the My Fundraising Tools box (center of the 

page). 

 

3. Type the message you would like to share to inspire, motivate, or encourage your online team members. Click 

Submit to update the message.  

 

 
 

4. The message will then appear on your team members’ My Relay home page.  
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Send an Email to Your Team Members 
 

As an online Relay team captain, you can easily send email messages from the Relay Dashboard to your teammates. 

Provide encouragement, team fundraising opportunities, useful event information, and more with the click of a few 

buttons! 

 

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

 

2. From the My Team tab, click the Email my team link in the My Team Tools box (right hand side of the page). 

 

 
 

3. The Send an Email overlay will appear. 

a. Your name and your email address will automatically populate as the sender’s address. 

b. Your teammates email address will auto-populate into the To: field.  

 

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. Team Member Welcome). Once you select 

the template of your choice, the email will appear for you to personalize or send as is. 

 

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 your 

teammates. A confirmation will appear letting you 

know the message has been sent and giving you an 

opportunity to continue sending emails.  
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View Your Team’s Progress 
 

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

 

2. From the My Team tab, you can: 

 

a. Track your team fundraising 

progress with the Team Progress area. 

b. See how your team ranks 

among the other teams participating in 

your Relay 

c. View your Team Donation 

History. 

d. See a full list of team members, 

plus how much they’ve each raised 
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View a List of Team Members 
 

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

 

2. From the My Team tab, locate the Team Members section (middle right hand side of the page). 

 

a. See a list of all team members plus their fundraising successes and milestone levels.  

b. View members who have recently joined your team and connect directly with the Relay Dashboard email 

system to send them a welcome message. 

c. Use the View team roster link to download a complete list of team members with additional registration 

information.  

 

 
 

 

  


