
How to Set Up Your 
Participant Center 
and Send Emails



Log Into Participant 
Center

• In the top right corner, click on LOGIN



Log Into Participant 
Center

• Enter in your user name and password. If you 
don’t know your user name or password, you 
can click on Forgot Username or Password or 
contact Sandy (sandy@neversurrenderinc.org)

mailto:sandy@neversurrenderinc.org


Log Into Participant 
Center

• Choose Participant Center to gain access to all 
the tools.



Setting Up
• Follow the steps on the left. 

• First, set up your personal page. Add your story 
to the content, change the photo to a personal 
one, the ideas are endless.



Personal Page
In the bottom right of the page, you simply click on the red link to access your personal page. 



Personal Page
Editing your personal page is in a new window. Add your name to the title by Editing Headline. Edit the photo by Edit Photo/Video. And 

make the content YOURS by Edit Story. To go back to the Participant Center, go to the previous tab on your computer.



Add Contacts
• Add contacts to your address book. This should 

be fairly easy, so follow the prompts based on 
your email host (Gmail, Hotmail, AOL, Outlook, 
etc.)



Sending Emails
• Next, send an email to those contacts asking for 

support! 

• You can write your own message or use one of the 
templates provided. Be sure to update your name, 
goal, etc. (most items needing updating are in red)



Sending Emails
• When you are ready to send emails, click on the 

Email icon at the top left. 

• Then choose one of the sample messages 
(center) or write your own message.



Sending Emails

• Here, we choose a Basic 
Solicitation template. 

• You can see that there are some 
items in red that need to be 
updated by you. Be sure to take 
this important step so that 
donors know your goal and 
where to mail a donation if they 
choose not to do a gift online. To 
update the items in red, put 
your cursor in FRONT of those 
items, type in the new 
information and delete the red 
letters. Your font should be in 
black in, like the rest of the 
email.



Sending Emails

• Add your recipients, update the 
items in red and you are ready 
to send!



Thank Donors
• As you receive donations, be sure to send them 

a thank you. 

• Log into your Participant Center and send them 
a note you write or use the template provided. 



Update Your Page
• This step will keep you on toes. When its time to 

update your Personal Page, you’ll know by 
seeing this reminder!



Update Your Goal • If you get close to your goal, don’t hesitate to 
set a new goal. 



Update Your Goal
• Update your goal by clicking on SET A GOAL.

• Many times if you’ve met your goal, people may 
not think you want or need any additional 
funding.  Its okay to increase your goal!



Have Fun!

• Best wishes on a successful email campaign. 
Contact Sandy if you have any questions!

• sandy@neversurrenderinc.org or 
218-302-1331
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