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

e 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.

e Step Three: Disband the old team to release the Team Captain. This changes the status to
an individual.

e 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.
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Welcome back Amanda Oldershaw Click here to logoff Help

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.

# Event Center % Event Web Site 8 Event Emails b ¥ Reports

{ Customer Service > Daff Dash BC_SIR_Columbia_Valley 2016 > Lion Head Bunnies )
Related Actions

Edit Team Details This page shows information, donaticns, and members for the selected team. Use

Record Team Donation

Lion Head Bunnies (ID: 350896)

Captain: Active Members: 2

Mrs. Cheryl Test Team Goal: $2,000.00
123 Any Street Confirmed Gifts: $5.00 (0.25%)
Wancouver, BC vda 7y8 Total Gifts: $5.00 (D.25%)

cmaranda@bc.cancer.ca

Previous Event: Mone
First Event: Daffodil Dash - Columbia Valley 2016

(21290)
Records 1-2of 2 First Previous Next Last
Q, Search Show Al Page 1 of1 ToPage &
Name % Action Email —
Janis McKell Manage Participant imckell@bc.cancer.ca
Cheryl Test{captain) Manage Participant cmaranda@bc.cancer.ca

Records 1-2of 2 First Previous Next Last
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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.

Welcome back Amanda Oldershaw Click here to logoff Help
# Event Center # Event Web Site ® Event Emails

Related Actions
. This is a summary that shows the contact, registration, Personal Page, team, and fundraising information for the selected participant
Record Donation and the tools that you can use to work with this information

Edit Contact Information
Edit Registration -
il Jmckel .cancer.ca
Make Inactive Username jmckell43535522
Remaove From All Teams Participation Type: Adult
Registration Type: Offline
Fundraising Goal: $150.00
Create New Team Registration Status: Active Make sure Team Rank is Member.
ge Team Team Captains can not be
B - _pbe ) moved until the Team has been
H Disbanded.

ame; Janis Mcl

Make Private

romote to CaptH
Promote to Co-Captai
Reset Password Gift History

Fdit Panes

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.

Lion Head Bunnies (ID: 350896)

Captain: Active Members: 2

Mrs. Cheryl Test Team Goal: $2,000.00
123 Any Street Confirmed Gifts: $5.00 (0.25%)
Vancouver, BC vda Ty8 Total Gifts: $5.00 (0.25%)

cmaranda@bc.cancer.ca

Previous Event: None

First Event: Daffodil Dash - Columbia Valley 2016
(21290)

@ Mem be =

Records 1-1of 1 First Previous MNext Last

Q, Search Show All Page 1 of 1 To Page ©

Name %  Action Gift Type % GiftDate = Amount 5 On Behalfof

Amanda Test Oldershaw  View/Edit Online (Credit card)} 05/13/2016 $5.00
' Change Soft Credit \

Records 1-1of1 First Previous MNext Last
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Step Two: Change the soft credit on any online gifts made to the Team...(cont’d)

Merging Teams

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

‘Welcome back Amanda Oldershaw Click here to logoff Help

# Event Center ¥ Event Web Site B Event Emails 3 @ Reporis + Switch To Another Event
Customer Service » Daff_Dash_BC_SIR_Columbia_Valley_2016 = Lion Head Bunnies > Change Soft Credit Daffodil Dash - Columbia Valley 2016
1. Select Ty,

pe * 1. New Soft Credit Recipient

Determines the type of TeamRaiser entity who will get credit for this gift

2. Select Recipient:

Displays either the Participant Search page for lecating the new participant recipient; the Teams List for selecting the
appropriate team; or the Confirm changes page if TeamRaiser Event is selected as the new recipient.

Search for Recipient

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

remain

Name

Lion
ID: 3

ing 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.

% Action Team Captain Company 5 Team Goal 3

Head Bunnies
50896

Cheryl Test $2,000.00
cmaranda@bc.cancer.ca

yianaoe
CosbandTean

Norah's Granny Nanny's Manage Amanda Oldershaw $5,000.00

1D: 3

48957 Disband Team  aoldershawi@bc.cancer.ca

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




