
STEP ONE
From your headquarters, click on the Order/View/ Track Thank 
You Gifts button under Steps to Success.

STEP TWO
Enter your student donations. 
Click on Enter Student 
Donations.

You will need to add all of 
your students, detailing their 
donation levels achieved. The 
student’s online donations will automatically be in the Enter Student 
Donations screen.

 • �To add a new student, click Add Row. You can also add  
multiple rows at a time by entering the number of rows desired 
when prompted.

• If you make a mistake you can also click Delete Row. 

• �To search for a student who might already be entered, use the 
Student Search box at the top right.

• �The online tool will default to order thank-you gifts for each 
student. If the student is declining these gifts, change the box 
to YES. Those items will not be included in the gift calculation 
totals on the Order Your Gifts page but their donations will still be 
included in the school’s total.

• �Be sure to select a t-shirt size for all students who reach level 3. 
You must enter t-shirt sizes for all students that qualify before 
continuing. 

• �If you need to sort the information you are entering, the small 
arrows to the right of each column heading allow you to sort the 
rows by that heading.

• �To download the thank-you gift information you entered, click the 
Download & Print button.

• �When you are done entering, click Save. To get back to this 
information, click Manage Thank You Gifts.

STEP THREE
Click Manage Instant Gifts to keep track of students who you have 
given instant gifts to.

• �Students who have received donations that qualify them for an 
instant gift will be on this page. (This information is taken from the 
Enter Student Donations screen.) 

• �Each student will have an “X” under each gift they have achieved. 
Once you hand out the gift, click on the corresponding box and a 
check mark will appear.

STEP FOUR
Order your school’s thank-you gifts. Click Order Your Gifts.

• �Complete all fields with white boxes.

• ��Participant Gifts, School Event Summary Totals and Top Fundraiser 
will automatically populate for you.

• �Be sure to select your Volunteer Thank-you Gift. (Click View 
Thank You Gifts to see all the choices for your fundraising total.)

• �Review your order one last time and click Submit Summary Gift 
Order. If you don’t click Submit your order will not be sent. If you  
want to print your order, there is a Print button to the left of Submit.

STEP FIVE
• �To Track your order, click the Order Status button.

For Schools participating in both Jump Rope For Heart and 
Hoops For Heart:

• �For schools participating in both events, you will need to make 
the event selection on a per student basis on the Enter Student 
Donations screen. Based on your selection appropriate gift 
choices will be provided for each student. 
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