
 

 

1. Login Homepage—watch this page to see where your Team is in the overall 
fundraising standings! We’ll have fundraising and non-fundraising prizes to 
hand out at the Fun Walk, watch your Team Captain Newsletter emails for 
more information!  
http://give.candle.org/2019FunWalk enter username and password 

2. Once you are logged in, click “Visit Participant Center” which will pop up in the 
circled area above under “Welcome [your name]”. 

3. If you need help resetting your password, please contact Kelsey  
Tarpinian at 713-270-4700 or kelseyt@candle.org  
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4. Once you have clicked “Visit Participant Center” this will be your page view. 
“What do to next” will help you set up your personal and Team Page, follow 
these prompts! Click on the orange tabs to navigate through your participant 
center. 

5. To update your Personal Goal, click “Change” under the current goal listed 

6. Once you have completed a “What to do to next” prompt, the check mark 
will appear. Continue through these until all are done! 
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7. To update your Personal Page, click on the orange tab titled “Personal Page.” 
Here you can update your page by: 

 A. Personalizing your URL so it’s easier to share via email, just  
     copy and paste to share 

 B. Personalize your page with verbiage on why you are walking 

 C. Add a personal picture (portrait layout is best for the website) -  
     to do this click on the “Photos/Video” box under the text box  
     you just updated. Photo must be less than 6,000 pixels 
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8. To update your Team Page, click on the orange tab titled “Team Page.” (Only 
Team Captains have access to this page) Here you can update your page by: 

 A. Personalizing your URL so it’s easier to share via email, just  
     copy and paste to share 

 B. Personalize your page with verbiage on why you are walking 

 C. Add a personal picture (portrait layout is best for the website) -  
     to do this click on the “Photos/Video” box under the text box  
     you just updated. 
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9. To update your Team Goal, click on the orange tab titled “Progress” and scroll 
down to where you can toggle between “Personal” and “Team” - this is also 
where you can see donations made to your personal page vs. donations made 
to the entire Team. 

Now your Team is ready to roll!  

2019 Candlelighters Fun Walk Team Captain Toolkit 

Page 5 



 

 

10. Enabling “Fundraise With Facebook” - this NEW feature links your participant  
       center with a Facebook Fundraising page so donations will count and be  
       tracked in both places! Thanks to the everchanging rules of the Facebook  
       News Feed, this helps ensure EVERYONE will see your efforts for the Fun Walk!  
       (aka copying and pasting your Walk page URL just doesn’t cut it anymore) 

A. At the very bottom of your participant center homepage you will see 
“Fundraise with Facebook” 

B. Follow the prompts to connect with your Facebook login!  
Note: the text in your Facebook Fundraiser will auto-populate to what you wrote on your  
Personal Fun Walk Participant Center page. If you have not updated this, please go back to 
step 7. You can update Facebook later but why do the work twice? 

Make sure you are on the HOME page and then scroll all the way down: 
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12. Before you can do any of this though, you will need to import your contacts.  
      Click on “Contacts” in the box at the bottom of the page.  
If you plan on using your personal email you can simply go back to either your Personal Page or Team Page 
and highlight, copy, and paste, your personalized URL to share and skip this step. You can highlight and copy 
and paste the template emails into your personal email as well if you would just like to use them as examples. 
The benefit to using this email tool is that once someone donates to your page they are uploaded into your 
contacts on the site and readily available for next year’s walk! 
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11. Click on the orange tab titled “Email.” Here you will see the email templates  
  we have created to help you recruit team members, solicit  
  donations, and thank your team members and donors. 
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13. At the bottom of this page you will see “Import Contacts” click here. 

14. You will then be brought to this page where you can easily link your gmail or  
       yahoo account, and/or upload a file that has your contact list. Choose your  
       desired contact database and click “Next.” 

15. Follow the prompts until contacts are uploaded. You may repeat this step for multiple accounts. 
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16. Once you’ve completed your contact upload, click on the orange tab title  
       “Email” if not redirected there automatically.  

17. To begin recruiting Team Members click on “Recruiting” and select “Join My  
       Team” and then click “Compose” and then “Next.” 

18. These are the same steps you will follow to send emails to solicit  
       donations and thank donors. 
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19. On this page you can personalize/update the email subject and body of the  
       text for your email. Copying and Pasting your Team Page link into your emails  
       is highly recommended. Once the email text is ready, click “Next.” 
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20. On this page you can select which contacts you’ve uploaded to send this email  
       to. You will also see that you can add contacts here either one at a time (Add  
       Contact) or multiple (Import Contacts). 

21. To select to send a contact, click the box next to their name. 

22. To select all contacts, click the box a at the top left of the grey box next to  
       “Name” and “Email.” Once selected they will all appear in the box on the  
       right, “Recipient List.” 

23. Once your “Recipient List” is ready, click “Next.” 
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24. Once your Recipient List is final you will see the final preview of your email. To  
       go back and edit any step of the process, select the step you’d like to edit in  
       the blue arrow along the top of the page. You can see from this example you  
       may want to edit the spacing in the body of the email, to do this you would  
       select “Compose” on the blue arrow line. 

25. You can see this is branded with your Wild West Walk image as well as our  
       thermometer of $$ raised to date. This is another perk of using our system! By  
       clicking on the Wild West Walk image in the right margin, your email  
       recipients will automatically be taken to the Fun Walk website. It also clarifies  
       that a link to your page will be added to the bottom of the email! 



 

 

26. Once your email has been reviewed and is final, scroll to the bottom of the  
       page and click “Send.”  

27. Congratulations! You’ve sent an email! Statistics show that participants who  
       utilize the online fundraising components can raise up to 11 times MORE than  
       walkers who don’t. Thank you for going above and beyond to help  
       Candlelighters provide every day needs AND unique experiences for families of  
       children with cancer in Houston. 

28. With any questions along the way, please don’t hesitate to reach out to Kelsey  
       Tarpinian at 713-270-4700 or kelseyt@candle.org  

 

THANK YOU FOR WALKING WITH US AND RAISING FUNDS  
FOR CHILDHOOD CANCER FAMILIES! 
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