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SETUP:
Where will  guests be entering the
event?
Set up numbers of tables needed.  
Set number of volunteers for each
check-in table.  
Set one table for at-the-door ticket
purchases.  Equipment:  # of iPads
needed; 1  mobile phone device for
sell ing tickets
TO DO: Print the Ticket QR code and put
it  on a sign or (at least)  on the table.  




Ticketing QR Code



CAPTURE GIFTS
DURING THE
EVENT:
Volunteers can be easy to f ind in
statements hats/apparel
Equipment needed: Mobile Phone
Supplies needed: Post It  Note,  gem clip,
pen, QR code
Scan the QR code to access online giving.  

Donation QR Code



STEPS FOR AN
ONLINE DONATION

Scan or enter card
here

Enter contact
information for a receipt

Enter the gift amount
and credit the gift



ACCEPTING CASH OR CHECKS
For checks,  ask the donor to write the name of the team in the
memo line of the check
For cash,  use the post-it  note to write the name of the donor
and the team on the note,  attach it  to the cash with a gem
clip
Take cash/checks to the cash/check station where a volunteer
will  manually input these gifts .  

SETUP FOR THE CASH/CHECKS ENTRY STATION:
Set a Location
Two people at the cash/check entry station – one receives gifts
from volunteers,  organizes the gifts and can call  out the
entries to the 2nd person who enters gifts .  



HOW TO TRACK / ANNOUNCE
FUNDRAISING UPDATES:

Go to this bookmarked link on
an ipad (or phone)
Link to automatic updates:
https://leaderboards.swell.gives/
eventname#!/



NOTE: BE SURE TO REFRESH
THE BROWSER TO ENSURE
THAT YOU’RE CONNECTED

TO THE INTERNET AND
HAVE THE LATEST UPDATES.

WHEN CONNECTED, THIS
PAGE UPDATES

AUTOMATICALLY BUT IT’S
EASY TO GET BUMPED

FROM WIFI DURING AN
EVENT WITH MANY DEVICES

RUNNING. 

https://leaderboards.swell.gives/firstlightstars#!/

