
Do It Yourself Fundraising Guide 
 
To Set Up a Do It Yourself (DIY) Fundraising Event: 
 
Step 1: Visit your chapter’s DIY website: 
 Gateway: http://main.nationalmssociety.org/site/TR?pg=entry&fr_id=22666  
 Greater Illinois: http://main.nationalmssociety.org/site/TR?fr_id=20430&pg=entry  
 Indiana: http://main.nationalmssociety.org/site/TR?pg=entry&fr_id=22659  
 Michigan: http://main.nationalmssociety.org/site/TR?fr_id=22664&pg=entry  
 Mid America: http://main.nationalmssociety.org/site/TR?pg=entry&fr_id=22660  
 Upper Midwest: http://main.nationalmssociety.org/site/TR?fr_id=22665&pg=entry  
 Wisconsin: http://main.nationalmssociety.org/site/TR?pg=entry&fr_id=22687  
  
 
 
Step 2: Click on: 

“Kick Off An Individual Activity” or 
“Kick Off A Group Activity”  

 
 
 
 
 
 
 
 
 
 
 
Step 3: The system will walk you through setting up your event including: 

 Naming your event 

 Setting a goal for  
your event 
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Step 4: Make a Self-Pledge: 
Fundraising Tip:  People 
who start by making a self-
pledge on average raise 
40% more in donations 
 
 
 

Step 5: Log in or create an account:  
New Users - you will be prompted to 
enter your contact information and to 
create a username and password for 
future use 
Returning Users – If you already have    
an account but do not remember your 
username or password please email your 
chapter.  
 
 
Step 6: Read and agree to the waiver.  
You may also print a copy of the waiver 
to retain for your records 
 
 
 
 
 
 
 
 
Step 8: You will be provided a summary 
of your event registration.  Click the 
“Complete Registration” button 
 
 
 
 
 
 

 
Congratulations you have set up your event! 

 
 
 

 



Your Participant Center: 
Learn How To: 

 Access Your Participant Center 

 Navigate Your Participant Center Home Page 

 Update Your Fundraising Goal 

 Send Emails From Your Participant Center 

 View and Import Contacts 

 Check Your Progress 

 Enter New Gifts 

 Customize Your Personal Page 

 Update Your URL and Settings 

 Post Photos and Video 

 Add/Remove Personal Page Components 

 View Your Personal Page 

 Fundraise With Facebook 

 Contact  Us 
 
 
Accessing Your Participant Center 
Step 1: Visit your chapter’s DIY website (link provided on first page of this doc)  
 
Step 2:  Enter your username and password in the login box at the top of the screen to access 
your Participant Center  
 
 
 
 
 
 
 
 
 
Step 3: Click on “Participant Center” 
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Navigate Your Participant Center Home Page 
 
From your Participant Center you can: 

1. View your overall fundraising progress. You can also update your goal from your home 
page 

2. Visit the “Email” page to send emails to your potential donors 
3. Visit the “Progress” page to view your overall fundraising progress 
4. Edit your personal page and tell others why you are participating in Walk MS 
5. Learn “What To Do Next.” This box changes with suggestions to help you with your 

fundraising and get the most out of your Participant Center 
6. Learn ways to utilize your Participant Center and get fundraising updates 
7. Enter new gifts 
8.  Learn the tools that are available to you 
9. Create a message that will be displayed for anyone who joins your activity 

 
Detailed instructions on the Participant Center features are available on the following pages. 
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Updating your Fundraising Goal 
From your Participant Center home page, you 
can update your goal. 
Step 1: Under your current goal click on 
“change” 
 
 

 
 
 
Step 2: Enter the new goal amount you want 
and click “submit” 
 
 
 
 

 
 
Send Emails From Your Participant Center 
On the “Email” page, you can compose and send solicitation, recruitment, and thank you emails 
from your Participant Center. A link to your personal page will be automatically inserted into 
each email. 

1. Compose emails, save and view drafts, view sent emails and  view your contacts 
2. Customize the text of your message 
3. Save your email as a draft to work on later, preview your email before sending, or save it 

as a template  to use again later 
4. Need help getting started? Use one of the suggested message templates 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    4                   3                  2                                                 1 



View and Import Contacts 
On the “Email” page, you can create and maintain your personal 
address book 
 
Step 1: From the email page click on “Contacts” 
 

 
Step 2: Click on “Import Contacts” to  
import contacts from another email  
application you use (such as Gmail or 
 Yahoo!) and follow the step by step  
instructions. You can also upload a .csv  
file exported from another email client  
(such as Hotmail, Outlook, or AOL) 
 
Step 3: Add contacts manually by  
choosing “Add a contact” and typing in  
each contact name and email address 
 
Step 4:  From this page you may also 
view what contacts you have emailed, 
who has opened your messages, visited 
your page or made a donation 

 
 
 
 
Manage Groups 
On the “Email” page, you can assign your 
contacts to groups to make it easier to send 
email messages 
Step 1: Click on “Groups” to view all of the 
contacts in your address book 
Step 2: To add contacts to a group you have 
created click on the “Individuals” button and 
then highlight the names of the people you 
would like to add to a group 
Step 3: Click on “Add to Group”, enter the name 
of the group you would like to create and then 
click “Submit” 
Note:  Some groups will auto populate.  For 
example as donations are made contact will 
automatically be added to the “Donors” group 
 
 
 
 

 

 



 
 
Check Your Progress 
From the “Progress” page, you can: 

1. View the total funds you have raised 
2. Change your fundraising goal 
3. View how close you are to reaching your 

fundraising goal 
4. See a list of your Top 10 donors 
5. Decide if you would like to receive email 

notifications when gifts are made to you 
6. The “Donation History” section provides 

you with a complete list of donors 
 
 
 
 
 
 
 
Enter New Gifts 
On the “Progress” page, you can enter new gifts that are given to you in the form of checks or 
cash 

 
Step 1: Click on “Enter a new gift” button 

 
 

Step 2: Enter the information for your donor and their 
 gift 
 
Step 3: Click the “Add” or the  
“Save and Add Another” button 
 
Once these gifts have been added they will show on your  
Progress page and will be confirmed by chapter staff  
when the donations are received at the chapter office. 

 
 
 
 
 
 
 
 
 
 
 



Customize Your Personal Page 
On the “Personal Page” tab, you can design 
the look of your page, customize the 
content and tell your personal story 
 

1. Change the title of your page, this 
is a great place to include your 
name 

2. The system has the features that 
you would find in many word 
processing programs (spell check, 
font style and size, etc.)  

3. Write your story of how you are 
connected to the MS movement 
and what you are doing – 
remember that nothing is more 
compelling than your own words 

4. Be sure to save your work often 
 
Fundraising Tip: The fundraising average and the average number of donors is approximately 
DOUBLE for participants that change their pages! 
 
 
 
 
Update Your URL and Settings 
On the “Personal Page” tab, you can create an easy-to-remember URL for your personal page 
and you can make the page private or public 

 
Step 1: Click on the “Edit” link 
 
Step 2:  Enter the information that you would like to 
appear in your URL to make it easy for people to locate 
your personal page 

 
Step 3: Choose if you would like your page to be 
public or private, this will determine if donors can 
find you using search functions (Note: Private 
pages do not show up on the team roster and are 
not easily accessible for donors) 
 
Step 4: Save your preferences 
 

 
 
 
 



Post Photos and Videos 
On the “Personal Page” tab, you can utilize the “Photo/video” section to personalize your 
webpage with pictures of you, your family or your 
team 
Step 1: From your personal page click on the 
“Photos/Video” link 
Step 2: To upload an image browse your files to 
locate the image that you would like to upload, enter a 
caption and press “Save / Upload”  
Step 3:  To upload a video paste the YouTube link in 
the provided box and press “Save” 

Note: Photo images just be JPEG  
files and smaller than 200 KB 
 
 
 
 
 
 
 
 
Add / Remove Personal Page Components 
On the “Personal Page” tab, the components section allows you to choose which options will 
appear on your personal page 

Step 1: From your personal page click on the  
“Components” link 
Step 2: The “Status Thermometer” allows 
donors to see how close you are to reaching 
your goal 
Step 3: The “Fundraising Honor Roll” is an 
excellent way to honor top donors on your 
page 
Step 4: “Enable Personal Blog” allows you to 
keep your page current by posting updates 
to your personal blog about your training 
and fundraising 

Note:  You must hit “Save” to activate your choices 
 
 
 
 
 
 
 
 
 



View Your Personal Page 
On the “Personal Page” tab, you can view your personal page to see how it will look to your 
potential donors 
Step 1: From your personal page click on the “View Personal Page” 
link 
Step 2: You will be taken to a screen 
to view your personal page including 
all of the components you have 
enabled 
 
 
 
 
 
 
 
 
 
 
 
Contact Your Local Chapter 
Still have questions? Contact us and we will be happy to offer additional assistance. 
 
Gateway Chapter      Mid-America Chapter 
Sharon Hileman      Libby Kreighbaum 
314-781-9020, option 2, ext. 27201   816-448-2195 ext.82715 
sharon.hileman@nmss.org      libby.kreighbaum@nmss.org 
  
Greater Illinois Chapter     Upper Midwest Chapter 
Sandra Bronson      Amanda Baldwin 
312-423-1131      612-335-7966 
sandra.bronson@nmss.org     amanda.baldwin@nmss.org   
 
Indiana State Chapter      Wisconsin Chapter 
Amanda Shelley      Kristin Raeber 
317-870-2500      262-369-4436 
amanda.shelley@nmss.org                                                               Kristen.raeber@nmss.org 
 
Michigan Chapter 
Tammy Willis 
517-646-0807 
Tammy.Willis@nmss.org  
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