
Getting Around  

Once you complete registration, you’ll automatically be logged in 
and able to access your Write-a-thon Dashboard (Fundraising 
Dashboard).  

Once logged out for the first time, you’ll want to access the 
Event Home Page in order to get logged back in. You can do so 
by hovering over the Log In or Sign Up area in the top right of 
the screen.  

Here, you’ll enter the credentials you created during registration. 
If you can’t remember your password, click the Forgot your 
password? link to the right of the Log In button, where you’ll be 
able to enter your email and generate a reset password email. If 
you forget your username, you can either reference your initial 
registration email or contact us at writeathon@clarionwest.org.  

HINT: Usernames are always email addresses.  

Welcome Quest  

You’ll be prompted to begin the Welcome Quest as soon as registration is completed. The 
Welcome Quest is designed to help walk you through the main components of your 
Write-a-thon Dashboard (Fundraising Dashboard).  

As a bonus, you’ll receive your first badge upon completion. Here’s an example of what 
you may see after registration. To get started, click on one of the Welcome Quest items 
and the system will guide you through it from there.  

As a registered participant of this event, you have a variety of tools at your fingertips to help you reach your goals! Your 
fundraising center will be the hub for managing your involvement and fundraising activities.  
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there.  

Once you leave the above screen and are logged in to your Fundraising Dashboard, you’ll always be able to access your 
Welcome Quest via the bar spanning the bottom of your screen. It will stay minimized, but you can expand it by clicking 
on it at any time.  

My Fundraising Tools

You can navigate to all areas of your Fundraising 
Center and copy URLs for your personal/team 
fundraising pages, as well as your personal 
donation page, from this dropdown.  
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Send on a specific date will allow you to define a date and time to tweet. This option will tweet the message on the 
desired date just the one time.  

Periodically will tweet the message multiple times based on what you enter here.  You have the ability to tweet on a 
daily, weekly, or monthly frequency, and you also have the ability to add a start date.  

Once you pick when you want to tweet, you’ll create the content of your tweet. As you begin to create your tweet, you’ll 
see a preview to the right. You also have the ability to insert tags to personalize your message. These can be inserted 
from the Insert dropdown you see in the Post Message box.  Once you’re happy with your post, click the blue Schedule 
Tweet button.  

My Donations/Donation Center 

This is the area you can visit to monitor your progress.  All of your donation activity is housed here for your review. 

Updating Your Goal 

If at any time you’d like to make a change to your fundraising goal, you can do so in this area. You’ll see the Update My 
Goal button right below your thermometer that you’d click, enter your new goal, and save. 

Adding an Offline Gift (if enabled for your event) 

If you have a cash or check donation to add, click the + Add Cash or Check button and enter the information for your 
donor.  

You can classify the gift as a check or cash gift. If it’s a check gift, you can also record the check number for your records. 
In the Donor Information section, the First and Last Name or Company Name, if it’s a Company Donation, are required. 
All other fields are optional. If you choose to enter an email address, a thank you message will be sent directly to your 
donor once you click the Save Donation button at the bottom.  

Any offline gifts you enter will be listed in your Donations Received table with their current status and the ability to 
resend the thank-you email       , edit the gift     , or delete the gift       . 
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Your Write-a-thon (Fundraising Dashboard) 

 Communicate with your donors! 

Go here to set-up 
your Write-a-thon 
participant page! 

Want to change your display 
name? Go here to change the 
name displayed on your 
participant page. 

Please think of this as your Write-a-thon Dashboard! You do NOT have to fundraise 
to participate in the Write-a-thon, but if you enjoy your classes, sprints, or feel like it 
helped, please consider making a donation to support these and other programs year-
round!  



Editing your page 

Remember, the most important thing is to ALWAYS click on “Save Page” at the very 
bottom, left-hand corner of the page.   

One of the first things you will be prompted to do is 
update your profile image. Click on the icon and upload 
the profile pic of your choice. 

Click the gear in each 
area to add to it. 

Click on the eye icon to hide 
any section on your page. 
Your live page will 
immediately adjust to hide 
any section you don’t want. 

Click on the thermometer 
gear to adjust what it shows 
or click on the eye icon to 
hide it completely.

Click on the gear icon to 
enter your personal 
website domain. 

ALWAYS SAVE AFTER 
YOU MAKE CHANGES!



My Registration  

This is an area where you can manage your registration information, manage permissions, 
and access the badges area by using the tabs along the top of the window.  

 

Registration Info  

In the Registration Info tab, you’ll see your Personal Information, which may be updated 
if needed. If you're part of a team or a classification, you'll see the names of those listed 
here, as well. Once you make any changes to these areas, you’ll need to click the Save 
Settings button at the bottom of the page.  

Permissions 
The next tab is where you’ll manage your Permissions. General Permissions 
This is where you can manage permissions for the following:  

! Being followed up with via email 
! Appearing in the search feature throughout the event site 
! Appearing in the leaderboards as a top fundraiser if you qualify  

Email Notifications  
This is where you can manage email notifications for the following:  
! Someone donating through your page  
! Receiving a badge 

Once you make any necessary changes to this area, click the Save Settings area to update 
your Permissions.  

Resources 

Your admin has the ability to upload resources for your use. Resources often include images, flyers, sample emails, 
instructions, etc. If your admin has uploaded anything for your use, it will be located in the Resources section.  

The Resources interface will allow you to sort, preview, and download any files uploaded by the admin. 

My Registration

This is an area where you can manage your registration information, manage permissions, and access the badges area by 
using the tabs along the top of the window. 

Registration Info 

In the Registration Info tab, you’ll see your Personal Information, which may be updated if needed. If you're part of 
a team or a classification, you'll see the names of those listed here, as well. Once you make any changes to these 
areas, you’ll need to click the Save Settings button at the bottom of the page.  

Permissions 

The next tab is where you’ll manage your Permissions.  

General Permissions 

This is where you can manage permissions for the following: 

9 Being followed up with via email
9 Appearing in the search feature throughout the event site
9 Appearing in the leaderboards as a top fundraiser if you qualify

Email Notifications 

This is where you can manage email notifications for the following: 

9 Someone donating through your page
9 Receiving a badge

Once you make any necessary changes to this area, click the Save Settings area to update your Permissions. 

Badges 

If your admin has enabled or created badges for your event you’ll see this section. Here, all badges you’re 
capable of earning will be displayed, but grayed out. You can hover over any of them for a description of how 
you would earn the badge.  
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Badges  

 

Here, all badges you’re capable of earning will be displayed, 
but grayed out. You can hover over any of them for a 
description of how you would earn the badge.  

Any badges you’ve earned will be in full color and provide the 
ability for you to share your achievement on Facebook or 
Twitter. You can share by clicking on the Facebook or Twitter 
icons located within the box of the badge achievement you’d 
like to share.


