Fundraiser Coordinator Guide

Simple steps to set up, manage and submit your Big Chief fundraiser

TIP: Keep this guide handy while your fundraiser is running. The screenshots below match the
coordinator portal and are included as reference.

1  Signin to your fundraiser

Go to fundraising.bigchief.ca and sign in using the email address and password you used when you
registered.

Hi there!

You're just minutes away from starting to earn 35-40% fundraising
profits.

Login

I Email Address I

Password I

Forgot Password?

Log In

Want to start a fundraiser?
Apply for a fundraiser

! ‘ — \ ’ - —
4% 7 \ : 'A\Iasty Way.o Fundraise!”
r/ Easy. Profitable-Everyone’loves jerky.

After signing in, you will arrive at your Coordinator Dashboard. This is where you can manage
groups, participants, orders and your fundraiser progress.
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2  Add groups and participants

From the dashboard, click Participants. This opens the Groups page.

Shag AR
Ao :
L) or | (7 ViewFundraser | Test +
FUNDRAISING
Coordinator Dashboard
£ Dashboard O28-0R T, 2026
) orters
J
£ Setting N ‘ \
Total Sales $ Total Orders = Days Remaining [C] Participants AR
$0.00 0 23 0
0f 5200 Goat 10 the ast week Ends Oct 7. 2026 Actoss 0 groups
L L J
Progress Toward Goal 0%
Keep pushing - every Big Chief snack counts. /5200
s 150 w100 w50 $200 Goat
L

Click Add Group.

@® nddGroup [ Downlcad Participants & Groups:

jps and participants

Enter a group name, then add each participant to that group.

Group Name: Cancel

Add Participant

Participants:

When everyone has been added, click Save. If you have more than one group, repeat these steps until
all groups and participants are entered.

Group Name: Cancel
AM Class

Add Participant

Participants:

Tom Jones Delete  Edit
Anne Smith Delete  Edit
James Dean Delete  Edit
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3  Edit groups and share your fundraiser link

You can return to the Groups page at any time to add or edit groups and participants.

Groups

Create, manage, and organize fundraiser groups and participants.

AM Class Delete Edit

Tom Jones
Anne Smith
James Dean

PM Class Delete Edit

Sam Doe

Ronald Time

Once you receive the email confirming that your fundraiser has been approved, go to the dashboard
and click Copy Link to share your fundraiser with supporters.

' ™

Share Your Fundraiser 9% Live Link

https:/[fundraising.bigchief.ca/customer_flow/1789065311 Copy Link

075x796931088976445400

Tips to increase Sales

» Share your fundraiser link daily

» Post progress updates to social media
» Text friends and family directly

« Add your fundraiser to team chats

* Remind supporters before the deadline

IMPORTANT: Your link becomes active only after your fundraiser is approved and the start date
has arrived.

If someone opens the link before the start date, they will see a Fundraiser Not Yet Open message.

# Fundraiser Not Yet Open

This fundraiser hasn't started yet. Ordering will open on September 23, 2026 Please come back once the fundraiser begins.
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4 View orders and enter cash orders

Once your fundraiser begins, you can view online orders and create manual orders for customers
who have paid you directly by cash.

Coordinator Dashboard

Track, manage, and fulfil every snack order across your fundraiser
() Orders

(- Group ] (- Participant ] (- status |m
2, Groups

,
% settings Total Sales $ Funds Raised $ Remaining to Goal $
$0.00 $0.00 $200.00
Recent Orders
GROUP CUSTOMER PARTICIPANT AMOUNT STATUS PAYMENT DATE ACTIONS

To enter a cash order, click Manual Orders. Select the participant the sale should be credited to.

If the participant is not already listed, use Add Participant. Only add a new participant when needed.

Support the Fundrajger

Add Participant

- Select Group - Enter the Customers Information Below (Required)
First Name Last Name ADD [ First Name ] [ Last Name ]
Pick a Participant you know in the fundraiser. Add participant if not listed (Required) [ Email Address ] [ Phone Number ]
- Select Participant - E
Select some of these great products to help support the fundraiser. YOU R CART

Your Cart is Empty.

If you add a participant, their name will then appear in the participant list for selection.
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5 Complete the manual order

After selecting the participant, enter the customer's information (or the name you want the order
recorded under).

Enter the Customers Information Below (Required)

[ [First Name ao ] [ Last Name ]

[ Email Address ] [ Phone Number ]

Select the products and quantities that the customer has already paid for in cash.

Select some of these great products to help support the fundraiser.

YOUR CART

712 - Original Beef Stick - 20g

I $7500 Qty:1 Remove $75.00

Subtotal $75.00
Total $75.00

¥ CREATE MANUAL ORDER

0g
info

$75.00 (1

Coordinator has additional info

$75.00 () EEXED

752 - Sweet & Spicy Beef Stick - 209 106 - Original Beef Jerky - 30g 303 - Jalapeno Beef Jerky - 30g
Coordinator has additional info Coordinator has additional info Coordinator has additional info

$75.00 (1 |EEXTZE  $86.00 $86.00( ' | EEEXZD

When the order is complete, click Create Manual Order.

Select some of these great products o help support the fundraiser

YOUR CART

712 - Original Beef Stick - 209
I $7500 Qy.) Remove  $75.00
Subtotal §75.00
fotal $§75.00

2 CREATE MANUAL ORDER

T2 - Original Beef Stick - 20g 101 - Original Beef Jerky - 12y 732 - alapeno Beef Stick - 20g
Coordinater has add fa Co

additional inf Coordinater has addrional info ordinatar has additional info

$75.00 [ |EENXTE  $s56.00 [ EEEER  $75.00(

752 - Sweat & Spicy Beef Stick - 209 106 - Original Beed Jerky - 305 303 - Jalapeno Beef Jerky - 309
Conrdinator has addibonal info Coordinater has adddional info Coordmator has addibanal ifo

$75.00 [ $86.00 [ $86.00/
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6 Confirm the manual order

Review the customer, participant, items and total carefully. Manual orders cannot be undone once
submitted.

1. This action cannot be undone

Confirm Manual Order

Customer Information

Customer: Michelle McGillivray
Email: michelleO001@shaw.ca
Phone: 4036808275

Fundraiser: TEST - Panda Black
Participant: James Brown

Grand Total $75.00

Please confirm that the payment and order details are correct.

Go Back Create Paid Manual Order

If everything is correct, click Create Paid Manual Order.

IMPORTANT: Only use this option for orders that have already been paid directly to you.

A confirmation will open in a new browser tab. Once you see Manual Order Created, you can close
that tab.

712 - Original Beef Stick - 20g
Qty:1 $75.00

Manual Order Created

Manual Order Confirmed

Total $75.00
J/
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7 Return to your orders and track progress

Return to the original browser tab and click the browser Back button to return to the coordinator
Orders page.

- ______________________________________________________________________________________________________________|

e > C 23 fundrai bigchief. I_ordk da202609101212-1789063920347x417584472193237000

i oapps 93 8" OrderStream™ () Big Chief jerky ~ H.. @ Admin Console [ Adobe Acrobat [l Adobe Express @ TworlaSyne [l ACE Exhibitor Portal 80 ACE Tradeshow Con.. @ ADOBE-Admin Con... i Alberta Blue Cross @ Ariba Network Supp.. @ Anzana -Volleyball ¥ Badger Mappi

A, This action cannot be undone
Confirm Manual Order

Customer Information

Customer: test test
Email: 123@gmail com
Phone: 4564631346

Fundraiser: TEST - Panda Black
Participant: Brandon M

Grand Total $75.00

Please confirm that the payment and order details are correct.

Go Back Create Paid Manual Order

Your manual order will now appear in the order list and will show Paid Coordinator as the payment
status.

FUNDRAISING

Coordinator Dashboard

— Orders s
‘Track, manage. and fuifil every snack order across your fundraiser.

(™ Orders

o = ) Crarapn - 0 T ]

B Settings ‘ Total Sales 3$ ’ Funds Raised $ ’ Remaining to Goal $
Recent Orders.
CUSTOMER PARTICIPANT AMOUNT PAYMENT ACTIONS
Panda 1 Michelle McGillivray James Brown $75.00 Paid Coordinator 90132026 ®
Panda 2 Michelle McGillivray Jennifer Wagner $200 Online 9Mmj2026

Panda 2 Test Order Jim M 200 online 9/10/2026
Panda 1 Michelle McGillivray Brandon M $700 Online 9/10/2026
Panda 1 Keira M Brandon M $75.00 Paid Coordinator 9n0/2026

© e 6 0

The Orders page also shows your Total Sales, Funds Raised and the amount Remaining to Goal.
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8 View order details or download information

To view an individual order, click the eye icon beside the order. The order receipt will open on screen.

Order Receipt

Customer Information

Customer: Michelle McGillivray
Email: michelleOOO1@shaw.ca
Phone: (403) 680-8275

Fundraiser: TEST - Panda Black
Participant: James Brown
Payment Information

Status: Paid

Payment Method: Paid Coordinator
Order Total: $75.00

Order Date: Sep 13, 2026

Items Ordered

712 - Original Beef Stick
$75.00

Grand Total

You can also click Customers, Slips or Orders to download a CSV file.

Orders

Track, manage, and fulfill every snack order across your fundraiser.

@) e

TIP: You do not need to print these files. Big Chief will provide the packing slips when your
fundraiser order is prepared. The downloads are available for your reference if a customer has a
question about their order.
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9 Submit your completed fundraiser

When your fundraiser is finished and you are ready to close ordering, go to the dashboard and click
Submit Fundraiser.

Running: Sep 10, 2026 - Sep 24, 2026
TEST - Panda Black ~

Panda # Coordinator: Test 1

(1) Submit Fundraiser @ Apply for New Fundraiser

Total Sales $ Total Orders

$171.00 5

A confirmation message will appear. After submission, customers will no longer be able to place new
orders. Existing orders will remain available.

Submit this fundraiser?
Customers will no longer be able to place new orders. Existing orders will remain available.

Cancel Submit Fundraiser

Click Submit Fundraiser to confirm.

IMPORTANT: Submitting your fundraiser alerts the Big Chief Team that you are finished. Please
allow 7-10 business days for us to prepare your order. You will receive an email confirming that
your fundraiser was received and advising when your order is ready for pickup.
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