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About this Guide 
 

This guide will give you some basic information on the 4 most  
commonly used functions of the Online Fundraising System (OFS) 

for your MS Society event.  It’s a tool to help you enhance your 
fundraising.  The 4 areas it covers are: My Event Info, Fundraising 

(where you set all of your goals and create information for your  
personal fundraising page),  Team MS (where you set your team 
goals and contact your team members), and My Account (where 

you can update your personal information at any time).  If you have 
further questions, please contact your local MS Society office at  

1-800-268-7582 
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My Event Info Tab 
 

Key Features: 
 
 - Date and check in time of your event 
 
 - Link to your local event website (ie: Edmonton & St. Albert) 
 
 - ‘Register others for this Location’ feature: 
 
  - Register your friends and family  
 
  - This function is NOT available for Bike Tour  
  participants. 
 
 - ‘Transfer my registration to a different location’ feature: 
 
  - Allows you to switch your registration to a different  
  event. 
 
  - Bike Tour Participants:  Some limitations apply with 
 for event transfers, contact you local MS Office for more  
  information. 
 

Register your friends and 
family quickly and easily!  If 
you’re on a team, they are 

automatically added to your 
team! 

Accidentally register for 
the wrong event location?  
Can’t make it to the event 
you registered for, but can 
make it to a different one?   
Transfer your registration 
to the appropriate event! 

My Event Info 
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Enter your fundraising 
goal here.  This will 

show in the thermometer 
on your personal web 

page and when you log 
in to OFS 

The Fundraising tab is 
the one you will use 
the most!  Ask for 

pledges, pledge your-
self, get your pledge 

sheets, and thank your 
donors! 

Tell your story about why you 
fight against MS.  This will  

appear on your personal web-
page so that your donors can 

see it.  Note the Save Changes 
button at the bottom!   Tip:  Write 
your story in Word or Notepad, 
then you can copy and paste.  
This will also come in handy 

when e-mailing your donors...  

Always remember to hit the 
Save Changes button anytime 
you make updates anywhere 

in OFS!   

Have money that you 
haven’t handed in?  Enter 

it here!  Remember 
though, to keep your total 
accurate, make sure to 

set the total back to zero 
when you bring the 
money into the MS  

Society! 

Fundraising 
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Check out your page to 
make sure everything looks 
good!  This link can also be 

copied and pasted into  
e-mail signatures and onto 
your social networking sites 
(ie. Facebook, MySpace) 

Add your contacts to 
send out one e-mail invit-
ing people to pledge you.  

Remember, add all of 
your contacts first, then 
click Create Message. 

Any donors you add will be 
saved so that you can  

contact the same people 
every year without having to 
re-enter all of their contact 

information. 

Fundraising 
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Preview your page before you send it 
out to make sure it’s the way you 

want it!  Also good to look for errors 
and such... 

Personalize your message 
here!  This is another spot 
where the pre-writing, then 
copy and pasting will come 

in handy.  This site will 
time out if it takes too long 

to write something. 

The basic form is always the 
same whenever you want to 
send information to people 
from OFS.  Add the names 
first and then you can send 

one e-mail to everyone.  And  

Fundraising 



 7 

Fundraising Tab 
 
Key Features: 
 
 - Edit your fundraising goal and how much you’ve raised, 
 which will show on your personal web page. 
 
 - Write your personal story, add pictures, start a message 
 board to keep people updated on your progress, and preview 
 your personal web page. 
 
 - Invite people to sponsor you, send a thank you note to your 
 donors, download & print your personalized pledge sheets. 
 
 - Pledge yourself.  This shows your donors that you walk the 
 talk. 
 
 - Create a donor list to use every year. 
 
 - Always remember to SAVE CHANGES! 
 
  

Another key spot to copy 
and paste a message. 

If you don't want to person-
alize your message, we  
always have a default  
message ready to go! 

Fundraising 
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You can join or create a team 
at any time after you register 
for the event.  To join a team, 
simply select from the drop 

down list of team names with 
the captain’s name in  

brackets.   Then click Join This 
Team. 

Whenever you create a new 
team, you are automatically 

the captain of that team.  And 
whenever you are part of a 
team, if you register others, 

they will automatically be listed 
as members of the team you 

are on. 

Anything you need to 
be part of a team can 

be found here.   

Team MS 
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The team Settings page works 
the same way your individual 

Settings page works.  You can 
set your team goal and add any 
money you haven’t handed in.  

Remember:  always reset 
funds handed in and Save 

Changes! 

You can check the fundrais-
ing progress of your team 
members in the Team List 
tab and the Fundraising  

Progress tab. 

After you join or create a 
team, you can Invite People 
to Join Your Team.   This will 
let you send a mass e-mail to 
get people to join you.  Note:  
THIS DOES NOT REGISTER 
PEOPLE FOR YOUR TEAM.  
TO DO THAT GO BACK TO 

MY EVENT INFO AND 
CLICK REGISTER OTHERS. 

Team MS 
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Send messages to your whole 
team to get them pumped up 

for fundraising!  Or you can just 
send messages to your captain 
if you have a sensational idea! 

Team MS Tab 
 

Key Features: 
 
 - Same as the Individual Fundraising tab 
  
 - Can add team pictures, tell the team story, and set  
 fundraising goals for the team, which will all be on your 
 team’s web page. 
 
 - See how other members of your team are doing at their  
 personal fundraising. 
  
 - Track the fundraising progress of your team as a whole. 
 
 - Send messages to your team members or just to the team 
 captains 

Team MS 
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Have you moved or changed 
your e-mail address?  Update 

your information here! 

Repeat after me: 
the Save Changes 

button is my 
friend... 

Struggling to remember your 
username and password?  
Change it up to something 

simple for you!   

You may be tired of  
hearing this, but remember 

to Save Changes! 

My Account & Get Help 
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My Account & Get Help Tabs 
 

Key Features: 
 
 - Update any changes to your last name, address and e-mail 
 
 - Change your username and password!  Still forgot?  Don’t 
 worry, you can always call the office! 
 
 - If you just can’t manage to make something work,  click on  
 the Get Help tab and we will answer you within 2 business 
 days! 
 
 - If you ever have questions, please feel free to contact your 
 local walk coordinator by phone! 
 
 

Struggling with something 
you just can’t seem to work 
out?  Click on the Get Help 

tab!  You can send an  
e-mail right to your local 

walk staff to help you  
troubleshoot your  

difficulties!  We follow up 
within 2 business days of 

getting your message. 

My Account & Get Help 


