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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 Sign in to your fundraiser

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

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.

Click Add Group.

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

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

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.

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.
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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.

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.

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).

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

When the order is complete, click Create Manual Order.



Big Chief Fundraising | Coordinator How-To Guide

6 Confirm the manual order

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

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.



Big Chief Fundraising | Coordinator How-To Guide

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.

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

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.

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

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.

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

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.





