step.clearbrook.org

STEP IT UP FOR CLEARBROOK
PARTICIPANT CENTER GUIDE

Cronin Park, Arlington Heights
5K Run or 1 Mile Walk

This will show you how to send emails,
customize your fundraising page...and more!

You can see a video tutorial here.

Your generosity allows us to empower our individuals.

Visit http://step.clearbrook.org and click login.
A pop-up box will appear,
asking you to fill in your
username/password.
If you forgot your
username and/or
password, just click forgot
username/password.
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Once you have logged in, click participant center.
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At the top, you'll see that you are on the homepage. From
here, you can easily navigate to the email section or your
profile.
Your home page will give an overview of your fundraising
progress. View the next steps at the bottom of the screen.
You can click on any of the links in the checklist to do the
next step. These will all get you where you’d like to go!

If you want to use Facebook to fundraise, click on the Connect
Fundraiser to Facebook button. You’ll want to login to Facebook
on a different tab before this, or it will prompt you to login when
you click on the button.
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the process. It will also automatically post the fundraiser to your
Facebook feed. This allows your friends to donate directly on
Facebook. You will see the donations you receive via Facebook
reflected in your total on your personal page and in your
participant center.

As you scroll down on your home page, you'll see all the options available in the Participant Center.
Go down to the bottom and you'll see the section that shows you your personal progress.

In this purple section, you can see how much you have raised. You can also change your fundraising
goal. Once you've reached your goal, we recommend increasing it! Please will continue to give.
In this light blue section, you'll see a list of everyone who made a donation on your personal
fundraising page, along with the date they donated and the dollar amount. You can send them a
"thank you" email by clicking on the envelope icon next to their name.
If you'd like a full list of your donors, click on the arrow in the blue box. It will download their
information in excel. Please note, if they gave via Facebook, their information may not come through
here.
In this darker blue section, you can update your personal fundraising page. You can edit the text - we
recommend making it personal. People want to know why YOU support Clearbrook.
You can also customize the URL for your personal page.
If you continue to scroll down, you'll see a place to upload a photo to your page. The more personal,
the better!

Team Captains have access to their team information.

In this purple section, you can see how much you have raised as a team. You can also change your
fundraising goal. Once you've reached your goal, we recommend increasing it! Please will continue
to give.
In this pink section, you'll see a list of everyone who made a donation on your team fundraising page,
along with the date they donated and the dollar amount. This will not show donations that were made
to personal pages, only those made on the team page.
In this darker blue section, you can update your team fundraising page. You can edit the text - we
recommend making it personal. People want to know why YOU support Clearbrook.
You can also customize the URL for your personal page.
If you continue to scroll down, you'll see a place to upload a photo to your page. The more personal,
the better!

Team Captains can also see their team roster. You can download this in excel if you'd like. To
do so, click on the blue down arrow.

On the Email tab, you can send emails to thank donors
(thank you), recruit others to join your team (recruit) and
asking them to donate (solicitation). Select which template
you’d like to use, or select other to write your own
message. You can edit the templates, they simply 160
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If you click on contacts, you'll be able to see anyone who has
donated to you this year (or in years past) and your team
members.
You can add contacts one at a time by clicking add contact. You
can also import contacts from your address book by clicking
import contacts.
It automatically filters your contacts into groups so you can easily
send a message to donors, team members, past donors, etc.

Once you've selected the email recipients and message
template, you are ready to send! We recommend customizing
the email as much as possible.
The email will send from your email address (the one you used
when registering). Any responses will go to that address.
The email will send on a stationary that includes a link to your
personal fundraising page, making it easy for friends to donate or
register on your team.

The last part of your Participant Center is your Profile. In this tab,
you are able to update your contact information, including your
username and password.
You can also update your answers to the questions answered
when you registered, which includes the t-shirt size you
requested.

Still have questions?
You can reach the
Step It Up For Clearbrook team at
847-385-5009 or step@clearbrook.org
We are here to assist you!
You can also watch this video tutorial for additional help

Together, we enrich the lives of thousands.
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THANK YOU

