[image: image1.jpg]Buildin
thel)) ? Dreams

YyOUr I





Thank you for joining us in the fight against cancer through Relay For Life.  This document provide help and instructions for a building tool that is intended for Relay committee members in the Mid-South Division that are preparing to build the Relay of their Dreams.  The building tool was designed, developed, and tested by volunteers in the Mid-South Division of the American Cancer Society.

If you would prefer, these instructions can be watched in video format here:
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Accessing the Building Tool

Accessing the building tool is very simple if you have internet access.  You can either visit the building tool directly by following this link:
http://planning.midsouthrfl.org
or you can find a link for ‘Relay Planning’ in the header of http://www.midsouthrfl.org:
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Searching for Relay For Life Event

When you access the building tool, you will be presented with a search screen
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You only need to enter one of the search fields.  In some cases, you may not know your Lawson Code, but you do know the name of your staff partner.  A good way to search is by entering the first name of your event staff name and click ‘Search’.
You will now be presented with a list of events.  Select your event by clicking the Lawson Code.

Login

Each event has an event password.  This password is shared among all volunteers and staff participating in planning.  The default password is RFL, but may have been changed by a previous planner.  If RFL does not work, you will need to get the current password from your event staff or committee chair.
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Enter your full name, select whether you are a staff or volunteer planner, enter the event password and click ‘Log In’.

Event Plan Screen

After logging in, you will be presented with the Event Plan screen.  At the top you will see some basic navigation links:
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The event plan is divided into a number of planning sections.  Each of these sections can be customized to a ‘Beginner’, ‘Intermediate’, or ‘Advanced’ level.  This provides the opportunity to customize your plan in order to build the Relay of your dreams:
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The Core planning sections at the top should be completed by September 1st, 2011.

The Additional planning sections at the bottom should be completed by February 1st, 2012. 

With a quick glance you can see the planning level and completion status for each planning section.

To view and update a planning section, simply click on the corresponding button.

Editing a Planning Section

In planning for most sections, you can choose between ‘Beginner’, ‘Intermediate’, or ‘Advanced’:
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Planning questions are presented based on this selection, and this selection is shown on the Event Plan screen.

To complete planning for a section, simply enter answers for each question and click the ‘Save’ button at the top or bottom of the screen.

Once you are done, you can return to the Event Plan screen by clicking the ‘Event Plan’ link in the top navigation links, or click the ‘Save and Return to Event Plan’ button:
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The same process is used for each event planning section.  We encourage you to visit your plan and update it throughout the year.  This is a great place to capture darn good ideas or best practices that you discover along the way and hope to include in your event.

Printing the Event Plan

The Event Plan can be printed for committee meetings using the ‘Print’ navigation link at the top of the screen:
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Simple select the planning sections you would like to print and click the ‘Print’ button.

