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How to send emails from your Participant 
Centre 

 Your Participant Centre provides you with email templates to use as you begin 

fundraising for your event. You can customize the content of your email and track 

who’ve you have sent to and who has replied. 

1. 1. Go to www.walkforalzheimer.ca  and click ‘Login’ at the top of the screen. 

• Enter the Username and Password 

• Click ‘Submit’ 

• Click the name of the registered event. 

2. Click the ‘Email’ tab 

 

http://www.walkforalzheimer.ca/
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3. Select ‘Compose Message’

 

4. Enter the email addresses of your recipients in the field. 

 

5. Click on the ‘Use a template’ dropdown menu to select the email template of 

your choosing. Options include “Thank you, Recruiting, Solicitation, and Other.” 

 

6. Once a template has been selected. The subject line and body of your email will 

auto populate with the template that was selected. 
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7. You have the option of editing your template. You can change the subject line, 

message in the body and add a personalized greeting. A personalized greeting 

adds a salutation to the first name of your contact which is taken from your 

contact list and customized for each email. For example, Dear Tony or Dear 

Tamara. If your contact list does not include a first name, it will read Dear Friend. 

If you use a personalized greeting, do not put a salutation in the first line of your 

email i.e. do not write in Dear Tony yourself. 

8. Click ‘Preview and send’ button on the bottom left 

9. Please note, you can save your customize message by selecting the ‘Save as 

template’ button. 

 

10. You may enter the contact information in the recipient field, or you may select 

your contacts by clicking on the different groups under the ‘Contacts’ column. 

By selecting a group, the list of contacts will appear to the panel on the right. You 

will have the option of selecting your contacts from the list. For example:  
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