How do I send thank you emails to the donors of my SuperWalk Campaign?
1. Login to your Participant Centre

2. Click on the Parkinson SuperWalk location link. This will take you to your Participant Centre.

3. Click on Thank your Donors in the What to do next section.

4. Click on Donors under the contact section on the left-hand side of your screen.

5. Select the recipients of your email from your contact list by clicking the box beside the name.
Click the box beside All Contacts if you want to select all names in your contact list.
Click Email Selected to continue.

6. To creating your own message, click on the Use a template dropdown and select Blank Message.
To use one of the pre-created templates, go to step 7.

Type in a subject line and your message. Save it as a template to use at a later time, by clicking
Save as a template at the bottom of your email.
Tip: Type your message in a separate word document and save it. Then copy and paste your text
into the text box. This will save you time in case your message does not get saved.
Your saved template will be saved in the Your Saved Templates section of the template
dropdown.

7. To select the pre-created template, use the template dropdown and click on Donation to me. You
may use your own thank you template under Your Saved Templates.

8. The email template will appear. The subject line and content of your email is filled with suggested
text. If you would like to edit the subject line or message, click in either of the text boxes then add or
delete as you would a word document.
You may include “Dear <first name>” by checking the box beside Include personalized greeting.
If you have edited the content and would like to save the template for future emails, click Save as a
template. This template will be available to you under Your Saved Templates folder.

9. Once you have finished editing your message click Preview & Send.

10. A preview of your message will appear. If you are happy with your message, click Send.
If you notice something that you would like to change before you send, click Close and then make
your edits. You will need to click Preview & Send again to send your email.

11. You will receive a notification at the top of your message centre that your message has been sent.

12. To view emails that have been sent out Click on Sent Messages on the left-hand side of your
screen.

13. When you are done, click Log Out at the top right of the page. For security, it is very important to
log out when you exit your Participant Page.

