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•Once you’ve clicked “online import
•Click “add from my address book”
•Choose your e-mail provider
•Enter e-mail address and password
•This will automatically upload your contacts
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•If unable to use online import, click “import contacts”
•Chose file format depending on where you are 
pulling your contacts from (i.e. Outlook, Yahoo, AOL)
•Format file: 3 columns in excel titled first, last, email
•Save as .csv to your computer
•Click “browse”
•Choose file
•Upload



6���������
�



:����
�����
����
•Highlight names from 
contact list and click 
“add recipients” to pick 
and choose who you will 
e-mail

• Choose 1 of 3 letterheads 
•Edit subject line of e-mail
•Personalize template to include 
personal story of why you walk
•Preview e-mail
•Send!
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•On your “my progress” page
•Use this link to enter checks 
or cash received that you will 
either send in or turn in on 
walk day
•Click “enter gifts received 
offline” offline” 
•Enter each gift separately 
with donor information
•Now these gifts will show on 
your fundraising 
thermometer
•Send them to: 
National Psoriasis 
Foundation
6600 SW 92nd Ave., Suite 
300
Portland, OR 97223
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What can you edit?

•Photo
•Team description
•Change fundraising 
goal, team division, 
company, and team 
namename
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Scroll down to:
•Track compiled # 
of gifts received by 
all teammates
•Graph of TEAM 
fundraising 
progressprogress
•Team roster –

•# gifts received 
by each 
teammate
•How much 
raised by each 
teammate
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•Make sure to click “log out” at the bottom 
of your Walk Center screen
•This is especially important if you plan to 
register more than one walker on the same 
computercomputer
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