
Plunge Guide – Utilize Your Personal 
Pages 

This guide is designed to help registered Plungers at any level of expertise use 

their personal pages.  

Good luck! 

Logging In and Accessing Your Pages – 

Visit the Plunge website and select Log In from the menu on the left. This will take you 
to your personal page. From here, you can access the capabilities your personal plunge 
pages have to offer. 
 
You can access all of the tools and features of your personal page with the top 
navigation tabs. 
 

  

Top 

navigational 

tabs 



MY HQ acts as the home tab. Here you can track your fundraising progress, view the link 

to your personal page, send emails and edit your personal page. 

 

 Fundraising statistics - Here you have the 
option to increase your fundraising goal and run reports on donations. 
 

 

On the email statistics table, you can quickly view email analytics, including how many 

have been sent, and how many clicks/donations you have received from the emails.  

 

 

 



My Webpage 

On the My Webpage tab you can customize your personal page. Give it your own style 

and make it grab the attention of your family and friends. 

 

 

 

 

 

Here you can edit what you 

want others to see when 

they enter your page. Add 

your own welcome message! 

Here you select what image you want 

to appear when others are directed to 

your page. You may select a provided 

image, or upload your own. 

Here you can edit what 

the text blurb says 

below your image.  

Select 

from a list 

of cool 

themes 

we have 

for you! 



 
 

Once you’re finished personalizing, preview what your page will look like by clicking 

“View Personal Page” at the top, or clicking the “Preview” button on the edit page.  

 

If you decide to select your own 

picture, click browse to locate the file 

on your computer. Then, click submit! 



 
Voila! If you like the page, be sure to click submit. Don’t worry, you can always go back 

in and edit at any time.         

 
 



Email 

Email: you can start email campaigns to get friends and family to help add to your 

donations and build your teams!  

 

 

 

 

 

 

 

 

 

 

 

 

The Greetings 

Tab is your place 

to say “Dear 

Mom,” or simply, 

“Hey Dude!” as 

the start of your 

email. 

Here’s your place to add your 

email recipient’s email 

address(es). Add up to 30! You can 

change the amount of rows 

available by clicking the dropdown 

box and selecting the correct 

amount. 

To make it so you don’t have to re-

type email address every time, add 

email address individually or by 

group. That way, next time, you can 

simply check off their box and add 

them to your recipient list. 



 

After selecting your recipients, you can create the body of the email. 

 

 

 

 

 

 

When you are finished typing your body, click “Preview Email” to open a window which 

will display the message your recipients will see. If you like it, click “Send Email.” And off 

they go! 

 

Since you’ll be sending more than one email, 

this option allows you to name each email 

specifically, so you can come back and use it, 

or make changes to it later. You can save up 

to six private templates. 

The subject is what your 

recipient will see in their 

email browser as the 

subject line.  

The highlighted message 

will be bolded 

information displayed at 

the top of your email – 

make it motivational! 

Here is where you type 

your message. We have 

a default in for you, but 

feel free to make it your 

own! 



If you’d like to import your own email address book from a web browser, it’s easy! From 

the top menu select “Address Book Import.”  

 

 

 

All you have to do is enter which address book you’d like to import, enter your password 

information to sign in. Once successfully logged in, click “OK” to allow your page to 

access the addresses. You then see the below screen, allowing you to select and add any 

emails from this list you’d like. Easy! Those contacts are now in your address book. 

 

 

If you’re using Outlook on your 
computer for email, you may want to 
export your contacts to a CSV file. Open 
Outlook, find your contact list, and 

select the Save As... or 
Export...menu option, usually from 
the File menu Follow the direction 
to save the file in a Comma 
Separated Value (CSV) format. 
Then, click here to export your Outlook 

contacts from the CSV. 

 



  

If you’d like to see the history of emails sent, click “Email History Log” on the navigation. 

 

You’ll see a list of the statistics for each email you’ve sent.  

 

 

From the Email tab, you can also connect your personal page to Facebook and Twitter.  

 

Once you enter your log-ins for Facebook or Twitter, you can share your personal page 

with your friends and drive traffic to your page! 



Reports 

Reports: you can check in and see how close you are to reaching your fundraising goal.  

 

 

  

If you’d like, 

you can access 

a printable 

version, or 

export your list 

of donations to 

an excel 

spreadsheet to 

have your 

report offline. 



Tools 

The Tools tab features handy capabilities allowing you easy access to forms and edit 

functions. 

 

This page you are greeted with allows you to manually enter a pledge you have received 

in paper/person form, and a list of all of those you have manually entered so far. 

 



From the “Print Donation Form” option, you can print out donation forms to hand to 

your family and friends if they prefer to donate that way. Once clicked, your computer 

will ask you to open or save the file. Using Adobe Acrobat, open the file. Click OK. From 

there you can print out as many copies as you like. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The next option on the Tools tab is “Edit Profile.” By clicking here, you can edit the form you 

initially filled out when registering  for the Plunge. This comes in handy if you change your 

mind about a shirt, move, or want to change your fundraising goal or plunge time!

 

 

Just click update and you’re done.  



Additionally, from the Tools tab, you can choose “Edit Login.” If you want to change 

your password or username to something more easily remembered, this is the place to 

do it. Click Update when you’re finished. 

 

 

 



Community 

Within the Community tab, you can see what other Plungers are up to. One of the 

features is a bulletin board, where you can see what other people are talking or asking 

about. This is a great feature to see if someone answers a question, or to post an idea 

you might have. Just click “Post Message.” 

 

  

 

The “Important Dates” function will fill once the date nears, so check back often! 

 



Gadgets 

Finally, the Gadgets tab is for those of you with websites in which you’d like to promote 

your personal page and drive donations!  

 

To place either of these cool gadgets on your website, simply copy the Embed code, and 

then paste it where you would like it to appear on your website. Also, the gadgets are 

clickable, and will direct people to your personal page. 

 

 

Happy Plunging! 


