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Merging Teams 
Two Teams can be merged together through the EMC. 
 

• Step One: Move all the Team Members to the preferred team.  
• Step Two: Change the soft credit on any online gifts made to the Team. Offline gifts will 

have to be re-entered on the new team, as they are deleted when the team is disbanded. 
• Step Three: Disband the old team to release the Team Captain. This changes the status to 

an individual. 
• Step Four: Move the old Team Captain (now an individual participant) to the new Team. 

 
Step One: Moving all Team Members to the preferred team. 
 
Login to the EMC and select the event you would like to manage. 
 

• Click on the Customer Service tab. 
• Click Manage Teams, under the Related Actions menu. 
• Scroll or Search for the Team Name being merged/moved. 
• Click Manage. 
• Click the Members Tab. 
• Click Manage Participant. 
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Step One: Moving all Team Members to the preferred team…(cont’d) 
 

• Click Change Team, under the Related Actions menu. 
• Scroll or Search for the new Team Name. 
• Click Select, under the Action Column. 
• Click Finish. 

 

 
 
Repeat above steps for all remaining Team Members. Only the Team Captain should be remaining on 
the Members Tab. 
 
Step Two: Change the soft credit on any online gifts made to the Team. Gifts soft credited to 
Participants will move with the Participant when moved to a new Team. 
 

• Click on the Customer Service tab. 
• Click Manage Teams, under the Related Actions menu. 
• Scroll or Search for the Team Name being merged/moved. 
• Click Manage. 
• Click the Gifts Tab. 
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Step Two: Change the soft credit on any online gifts made to the Team…(cont’d) 
 
Offline gifts will be deleted when the team is disbanded and will need to be re-entered on the new 
Team so take note of the details if necessary. (Amount, recognition name, etc.) 
 

• Click Change Soft Credit 
• Select TeamRaiser Team 
• Click Search for Recipient 
• Select the Team the donation will be soft credited to. 
• Click Finish 

 

 
 
Once all the Soft Credits have been changed on all Online Team Gifts, move on to Step Three. 
 
Step Three: Disbanding Team 
 
All members must be moved off of the team before disbanding. Only the Team Captain should be 
remaining on the Members Tab. 
 

• Click on the Customer Service tab. 
• Click Manage Teams, under the Related Actions menu. 
• Scroll or Search for the Team Name being merged/moved. 
• Click Disband Team 
• Click Disband Team again on the following screen. 

 

 
 
Step Four: Move the old Team Captain (now an individual participant) to the new Team. 
 

• Click on the Customer Service tab. 
• Click Manage Participants, under the Related Actions menu. 
• Scroll or Search for the Participant Name (the former Team Captain). 
• Click Manage. 
• Click Change Team 
• Scroll or Search for the Team Name participant will be moved to 
• Click Select, under the Actions column. 
• Click Finish 


