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OVERVIEW

Utilize a promotional code to recruit your 
participants from the previous year. Research shows 
returning participants raise 2.5x as much as a 
new participant. 

Send returning students a “Welcome Back to 
School” email, which includes a $2 off 
promotional code. 

Once your site has been created, you 
have quite a few things that you can 
customize. This document outlines 
some of these features. 

! Promotional Codes 
! Suggested Donation Amounts 
! Logo or Banner 
! Fundraising Thermometer
! Sponsors
! Event Content 



Promotional Codes 
1. Log into the admin portal at
2. Click on events. 

3. Click on the event you would like 
to add a promo code for. Then, 
click edit from the pop-up box. 

4. Click “promotional codes.” 



Promotional Codes 

5. In the top right hand corner, click 
Òadd promotional code.Ó 

6. Complete all fields and select the 
save button. Note: You can select 
to leave the code at unlimited 
uses, or uncheck the box and 
enter a number for Max uses. 



Suggested Donation 
Amounts 

1. Log into the admin portal at
2. Click on events. 

3. Click on the event you would like 
to add suggested donation 
amounts for. Then, click edit from 
the pop -up box. 

4. Click ÒEvent Settings.Ó 



Suggested Donation 
Amounts 
5. Click “Donations and 

Transactions.” 

6. Scroll down to “Form Settings” 
and “Suggested Donation 
Group.”  

7. Click “Create New Group.”

You must 
create an 
“other” 
amount by 
selecting this 
box. 



Suggested Donation 
Amounts 

If you are a Dance 
Marathon program, you will 
automatically receive these 
suggestion donation 
amounts. 

If you need new suggested 
donation amounts, please 
consult with your Dance 
Marathon Manager. 

Do not edit the form ÒNew 
DM Defaults 2018.Ó 



Logo or Banner

1. Log into the admin portal at
2. Click on events. 

3. Click on the event you would like 
to add suggested donation 
amounts for. Then, click edit from 
the pop -up box. 

4. Click ÒEvent Settings.Ó 



Logo or Banner

5. Select ÒLook and Feel.Ó

6. Scroll down to ÒLogo or Banner.Ó 
Upload your file. The ideal size for 
a banner is 1100 x 360. 



Add or Remove 
Fundraising Thermometer

1. Log into the admin portal at
2. Click on events. 

3. Click on the event you would like 
to add suggested donation 
amounts for. Then, click edit from 
the pop -up box. 

4. Click ÒEvent Settings.Ó 



5. Select ÒLook and Feel.Ó

6. Scroll down to the check boxes. 
You are able to uncheck any of 
these boxes if you do not want a 
fundraising thermometer 
appearing on the personal, team, 
or event page. 

Add or Remove 
Fundraising Thermometer



Add Event Sponsors

1. Log into the admin portal at
2. Click on events. 

3. Click on the event you would like 
to add suggested donation 
amounts for. Then, click edit from 
the pop -up box. 

4. Click ÒSponsors.Ó 



Add Event Sponsors

5. Click ÒAdd SponsorÓ in the top 
corner. 

6. Select the correct sponsor. If your 
sponsor does not appear on the 
dropdown menu, please email 
donordrive@cmnhospitals.org. 



Edit Event Content 

1. Log into the admin portal at
2. Click on events. 

3. Click on the event you would like 
to add suggested donation 
amounts for. Then, click edit from 
the pop-up box. 

4. Click “Event Settings.” 



Edit Event Content

5. Select the appropriate tab based 
on what you are looking to adjust.
• Event Details will allow you to 

adjust Event Name, 
Fundraising Goal, Custom Web 
Address, Venue, & Contact 
Name

• Dates & Times will allow you to 
adjust your event start and end 
date and time, check in times, 
and registration cut -off date 
and time

• Look & Feel will allow you to 
adjust your page title, logo or 
banner, and thermometer 
settings.



FURTHER QUESTIONS? 

Check out Donor Drive’s Support 
Portal by clicking the ”Support” tab 
within the admin portal.

Or contact us at:
helpdesk@cmnhospitals.org


