
HOW TO: SEND EMAILS AND MESSAGES 

THROUGH YOUR FUNDRAISING DASHBOARD  



When you are logged in to your dashboard you can send emails to your donors 
and team members. Also, if you are part of a team you can use the messaging 
feature to communicate with your team members.

#1:  HOW TO SEND EMAILS TO DONORS AND TEAM MEMBERS

STEP #1
- Log in and click on ?Get Support? on your dashboard then scroll down 

to the box that says ?Email Your Contacts?

SENDING EMAILS AND MESSAGES

STEP #2
- Choose from an 

editable template or 
compose your own 
email.

- You can view your 
contacts and donors to 
send them an email or 
you can also insert 
specific emails or 
upload a contact list.



SENDING EMAILS AND MESSAGES

STEP #3
- When you click on ?My 

Contacts & Donors? the 
screen to the left will 
open and you can 
select specific donors 
or upload a list of 
emails to your account.

- Once selected or 
uploaded the emails 
will appear, you can 
then select those you 
would like to send to 
and click ?add to 
email?.



SENDING EMAILS AND MESSAGES

STEP #4
- Review your subject and message and click ?Send Email?.
- Tip: Be sure to add in the name of the email recipient before sending! 



SENDING EMAILS AND MESSAGES

STEP #4
- Log in and click on your name (small 

profile picture on the right hand of the 
mobile screen) messages will be listed 
as part of the dropdown menu

- Click messages and a pop-up screen 
will appear and here you can compose a 
new message 

STEP #5
- Once you click new message, the 

screen to the left will appear. Here 
you can choose your team and do the 
following:

- a. Send messages to all team 
members by checking ?select all? or 
use the drop-down menu to select 
specific team members

- b. Edit the subject and message and 
click send message

- Note: Team members will be notif ied 
of the new message via the email 
address used to register. If you 
receive a message from a team 
member you will be notif ied by email 
as well. 

#2: HOW TO SEND MESSAGES TO TEAM MEMBERS
Please note only runners who are members of a team have access to using the 
messaging feature to send messages to other team members.

If you have any additional questions, please feel free to reach 
out to race@bcchf.ca and an RBC Race for The Kids team 

member will be happy to help!
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