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WELCOME

We think our software will exceed your expectations in terms of the
quality of your final product and the time and effort you will save in
putting on an exceptional event. This User Manual will be your guide
to producing a professional, user-friendly Pledge website regardless of
your computer experience.

You will be creating your own pledge registration website as you
proceed through the steps. Initially, you will work in the
administration area (Admin) to complete your account and event
profiles. After you’ve finished your event profile (in Step 2), click on
'View Website' in the upper right corner of your Admin. This will
launch your website in a new window. It's a good idea to keep both
windows open - your Admin window, where you add and edit
information, and your public registration website window. As you add
and edit in the Admin, remember to click 'update' at the bottom of the
page. Then refresh your public website, using the refresh button or
Ctrl-R, and review the information you’ve added or changed.

As you work in the Admin area, notice that many of the fields have
little question marks beside them. Placing your cursor on the question
mark will give you more information about the field.

If you have questions after reviewing this Pledge User Manual, go up
to the Admin Control Panel and click on Help -> Frequently Asked
Questions (FAQs). If you don’t find your answer there, call your sales
representative or ask us in writing by clicking on Help -> Submit
Support Request.

STEP 1 - ACCOUNT PROFILE

Your Admin Control Panel defaults to the Events module, which is
where you will do most of the work of building your pledge website.
Click on Tools -> Account Set-Up -> Account Profile. This is where
you will enter basic information about your organization and the
contact person for the event(s) you are planning. The contact
information entered here will be made public to your registrants, via
the registration confirmation email.
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Please note:

The Business Name (or organization name), First Name, Last Name,
Address, and each item with a red asterisk is a required field. Other
fields are optional, and may be left blank.

The e-mail address you enter in the Support E-mail field is the primary
email address associated with this account; where all event email,
such as registration confirmation notices and support request
responses will be received. You may also enter additional emails in the
Additional Email Notifications field, separated by commas, if you wish
others to receive confirmation of orders made through the system.

You may change your username and password for logging into the
Admin system here.

In the Main Site Image or Alternate Site Image fields, upload your
company or event logo in JPEG format. If you use the Main Site Image
(sized 400 x 100 pixels), this will appear in the left half of your public
website header. You will then have the default 'Click here for
Sponsorship Opportunities' logo in the right hand corner. If you wish,
you may upload up to three Sponsor logos in this area. See Step 4 -
Manage Sponsors for more information. If you choose the Alternate
Main Site Image (sized 700 x 100 pixels), this image will fill the entire
header of your public website. Please see the 'Image Management'
section in the FAQs for detailed information on uploading and
managing images. If you continue to have difficulty, please click on
Help in the Admin Control Panel and submit a detailed support
request.

STEP 2 - EVENT PROFILE

Next, choose Events -> Event Profile. This is where you enter the
basic event information including name, date, time, location and cost
for registrants of the event.

e Sub-Hostname - When you are managing multiple events under
the same administration area, each event must have a different
sub-hostname. The sub-hostname is part of your event’s unique
URL. If you only have one event, leave this field blank.

e Registration Start Date - This is the date that your organization

will begin taking online registrations. Online registrations will be
open from this date until the registration end date or the start of
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