Team Captain Payments

As a team captain, you may receive donations in the form of cash or check. You can enter these donations on your
event site, then physically send the cash or check in to your event coordinator. When he or she has received your
funds, they will change the status of your payment from pending to approved, In the mean time, the funds will be
counted toward your team total.
This guide will discuss how to add team captain payments. See the “Managing Your Team Fundraising Page”
guide to learn the basics, like how to edit your team page and account information.

Entering a Payment

From your dashboard,
click Donations 1 , then
New Donation.
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Select New Donor or
choose from the list of
previous donors, then enter
the donor information 2 .
Depending on your event,
this will include first name,
last name, email address,
home address, and phone
number.
Next, use the Donation
Method drop-down menu
to choose either cash or
check 3 .
Enter the amount 4 .

If it’s a check, enter a
reference number. This
can be the check number
or something else.
Set the Anonymous
drop-down menu to YES
if the donor would like
to remain anonymous
5 . If not, you can enter
an optional recognition
name and comment in the
remaining text fields.
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When you’re done, click
Submit 6 then Confirm.
The amount will be
counted toward your team
total.
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Checking a Payment
Status

To check the status of
past payments, click the
Donations option on your
dashboard, then click
“Entered Payments” 7 .

Payments that have been
received and approved
will say “PAID.” Other
payments will remain
grayed out until they are
accepted. Contact your
event coordinator to verify
the status of pending
payments you’ve sent in.
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For information on next steps like setting up and sharing your profile, see “Managing Your Team
Profile” under the Help tab. For additional support, go to Technical Support under the Help tab.

