Fundraising Totals

On-line donations:  When someone visits the website and donates to your team using a credit card the donation will appear on your team page.  General Team Donations are listed first under the heading General Team Donations.  Donations made to individual team members will appear both on the Team Page and on the team member’s personal page.  Luminary sales will not be reflected on Your Team  Page nor on your Participant page.  Luminary sales will be recorded separately.

On-line donations/pledges:  If a donor visits the website and does not want to use a credit card to make a donation they have the option to print off a donation form and mail or fax it to the ACS office with their donation.  The donation will not be reflected on your Team Page or your Participant page until you enter the information onto your site using the “Enter Offline Donations” feature.  At each Team Captain’s meeting you will receive a form listing the donations received at the ACS Office and you will then enter those donations onto your site.  Once again, luminary sales will not be entered on the Team Page nor the Particpant Page.

Off-line donations:  Off-line donations are donations received by your team which were not made by credit card on the website.  These donations can be from a bake sale, car wash, raffle tickets, wristband sales, or any other donations you receive.

Entering off-line donations on your website

1.  Go to www.ViennaRelay.org
2. On the left side of the screen, scroll to Registered Participants.  Click Enter My HQ.  

    Type your username & password.  Click Continue.*If you have forgotten your username 

    and password, you can contact Cathy McCabe at crmccabe@verizon.net.

3.  On the right side of the screen you will see a list of items under the heading My To Do

     List.  Click Enter Offline Donations.  

4.  At the top of the page you will see 5 purple tabs.  Underneath each of the tabs are actions. 

     Point to Pledge Entry and click.  

5.  Click Enter Pledge.

6.  Enter the information in the required fields.  Required fields are marked with an asterisk. 

     You must enter a last name for the donor, payment type, Check # (if applicable – if not

     available use #101) and donation amount.  Donor information will appear on your scrolling

     list of donors Last Name, First Name).  So if you are entering donations for a Bake Sale,

     you can type in Donations for the Last Name and Bake Sale for the first name.  Then click

     Submit.  You will see Pledge Summary.  Click Finish.  

Please remember do not enter luminaria sales on your website.  Those are recorded separately. 
