
LOG IN TO YOUR RUNSIGNUP ACCOUNT
THEN CLICK "PROFILE"



SCROLL DOWN TO THE "FUNDRAISING"
SECTION OF YOUR PROFILE



CLICK "SEND EMAILS" NEXT TO PALS IN
MOTION



ADD THEM ONE AT A TIME, or

CREATE A SPREADSHEET OF YOUR
CONTACTS TO UPLOAD ALL AT ONCE

YOU CAN ADD CONTACTS ONE OF TWO WAYS:

1.

2.



TO ADD THEM ONE AT A TIME:
CLICK "MORE" THEN "MANAGE CONTACTS"



UNDER "ADD A CUSTOM CONTACT", ENTER
THE EMAIL ADDRESS, FIRST AND LAST NAMES

CLICK "ADD CUSTOM CONTACT" WHEN DONE.
REPEAT FOR ADDITIONAL CONTACTS



FIRST NAME, LAST NAME, EMAIL ADDRESS

TO ADD THEM FROM A FILE, YOU WILL NEED TO
CREATE A SPREADSHEET OF YOUR CONTACTS.
OPEN YOUR SPREADSHEET PROGRAM (EXCEL OR
GOOGLE SHEETS) AND CREATE A NEW DOCUMENT. 

ADD COLUMN HEADERS:

ENTER THE INFORMATION FOR EACH OF YOUR
CONTACTS. THEN SAVE THE SPREADSHEET AS A
.CSV FILE ON YOUR DESKTOP

YOU CAN ALSO EXPORT A CONTACT FILE FROM
YOUR EMAIL PROGRAM TO UPLOAD.



TO ADD THEM FROM A FILE, CLICK "MORE"
THEN "IMPORT CONTACTS"



CLICK "CHOOSE FILE"



FIND YOUR CONTACTS FILE ON
YOUR COMPUTER, SELECT IT,
AND THEN CLICK "OPEN"



MAKE SURE THE FIELDS MATCH
YOUR COLUMN HEADINGS, AND
THEN CLICK "ADD CONTACTS"



REVIEW YOUR CONTACTS, THEN
CLICK SAVE CONTACTS"



YOUR CONTACTS HAVE BEEN SUCCESSFULLY
ADDED! CLICK "EDIT" OR DELETE" TO MAKE
CHANGES



YOU'RE READY TO SEND EMAILS! 
CLICK "MORE", THEN "SEND EMAILS"



SELECT YOUR RECIPIENTS: 
TO SEND AN EMAIL ASKING FOR DONATIONS, CLICK
"SELECT ALL" UNDER FUNDRAISER CUSTOM CONTACTS



SELECT YOUR RECIPIENTS: 
TO SEND A THANK YOU FOR DONATIONS, CLICK "INCLUDE DONORS"
(YOUR DONORS WILL APPEAR HERE AFTER DONATIONS ARE MADE)



SELECT THE EMAIL TEMPLATE: 
WE HAVE CREATED BASIC TEMPLATES FOR EACH TYPE OF
EMAIL YOU MIGHT WANT TO SEND. YOU CAN MAKE
CHANGES TO ANY OF THESE TEMPLATES IN THE NEXT
STEP. YOU CAN ALSO SELECT A BLANK TEMPLATE, TO
WRITE YOUR OWN PERSONALIZED MESSAGE



EDIT THE TEMPLATE, OR CREATE YOUR OWN
EMAIL, IN THE "WRITE YOUR EMAIL" SECTION



BE SURE TO EDIT THE CUSTOM FIELDS IN THE EMAIL
WITH YOUR PERSONAL INFORMATION (BOLD FONT
IN THE TEMPLATE)

Enter your
fundraising goal

here

Enter your
personal

fundraiser URL
here. See next page

for where to find
your URL



HOW TO FIND YOUR FUNDRAISER URL:
Click "Link Sharing"
Then Copy your fundraiser URL and paste into the email



SAVE AS DRAFT when done!
You will then be able to select your email from drafts
later (this is similar to saving as a template). You can
save more than one version of any email to drafts



TO VIEW/SELECT DRAFT EMAILS:
Click "More", then "Draft Emails"



SELECT DRAFT EMAIL YOU WANT TO SEND, THEN CLICK
THE EDIT BUTTON, UNDER "DRAFT OPTIONS"



FROM HERE, YOU CAN SELECT THE RECIPIENTS, AND
MAKE ANY EDITS TO THE EMAIL.



CLICK "SEND EMAIL" WHEN DONE AND READY TO SEND!



PREVIEW EMAIL TO MAKE SURE IT LOOKS GOOD



IF ALL LOOKS GOOD, CLICK "CONFIRM EMAIL". 
IF YOU NEED TO MAKE CHANGES, CLICK "EDIT EMAIL".
IF YOU WANT TO CANCEL, CLICK "CANCEL EMAIL".



The next screen shows you the emails you have sent and/or
scheduled. You can always return to this screen by clicking
"Fundraiser" >> "Edit Fundraiser" >>"Sent Emails"


