Team Captain Website Instructions

Recruit your team. Complete the Registration List and collect registration fees.

(Checks made payable to PALM.)
Register your team members online.

http://moonwalk.palmpeoria.org/register/index.asp

Click: “Team and Sub team Registration”.

Team and Sub-Team Registration

Use this button if you are a team captain registering a community team. (M you are associated with a
schocl, visit the free Mocn Walk School Program page for informatian on registering a classroom or
school.} A ather Moon Walk team captains. inchuding community pragram sub-team captains, cick the
Eutton below (o begin leam registrabion. Once you have set Up Your 128M NAME, youU May anler your
team members” information and may opt lo send invitabons fo your leam members 1o log their own miles.
Note: Ta register more team members after your first registration arder, log in s & team captain under
“Log In" and select “View Team / Add team membars.”

Complete Team Leader information.

’ Team Registration

Begin the team registration by telling us more about yourself, the team captain. After you have
registered, you will begin the team setup process.

Please fill cut the form below and press the "Register” button. After completing this form, you will be able

N to input your team information and members,

I
= Required field

First Name * Angie
Last Name * Ludwig
E-mail ™ angiel@palmtricon.org

Address 1 124 SW Adams, Suite 315

Address 2
City Peoria
State llincis

Zip Code 61602

Phane 309-637-0934

Your registration option * Registration Only ($10) 3

Please note: "Previously Registered Captain ($0)" refers to those
Captains who are overseeing more than cne Moon Walk team, and
‘who have already paid their registration fae for the 2008 program
during a previous registration session.

Moon Walk incentive information: Select size where applicable or "NO" if you prefer not to receive
an incentive, even if eamed.

100-Mile reward: Adult Shirt: Size M Y

Please enter a user name and password to access the mileage logaging area and secure sections
of this Web site. Your user name and password must each be at least 5 alphanumeric characters.
Please remember your user name and password.

* .

User Name angiel
%

Password

Verify Password *

Keep your User Name and
Password. It will be needed
whenever you log on to Moon
Walk.




Enter Team/Company Name and Dept Name.

’ Moonwalk Team Setup

| Please type in your team name as you want it to appear. Then you can begin to input your team
members.

If you are setting up a sub-team, please precede your team name with your Super Team name or
@ abbreviation. Examples: City of Peoria-Firefighters; CAT-Mossville

Team Mame: PALM TRICON

Enter Team Name

To add/register team member: Click “Log In”and enter the user name and password.

User Name

Password

Click: “View Team / Add Team Members”

Add a Team Member

Enter your team member information. All fields are recommended, but not required
» If you provide e-mail addresses for your members, you will be able to e-mail them individually or as
a group through this Web site during the program.

If you would like this team member to be able to log his or her awn miles on this Web site, check
the "Send Logging Invitation® box.

Click "Add Team Member” to clear the form and enfter your next team member,
= New team members will be held (even if you log out) until you click "Submit Team Order."
Group your orders as much as possible to keep trips to Moon Walk Central to a minimum.

First Name Last Name E-mail
Steve Ludwig angiel@palmtricon.org
Registration Option Reg Only ($10) - Shirt Size L
Phone 309-637-0934 Send Logging Invitation

Add Team Member

Continue to add Team Members until team is complete. Then “Submit Team Order”.

Team Entry Complete
‘When you have completed your team eniry process, press the button below. You will be notified when

you can pick up your materials at Moon Walk Central. Group your orders as much as possible to keep
trips to a minimum.

Submit Team Order

The following message appears:

N |
Thank you for registering your Moon Walk team members!
Remember- If desired, you may add more team members throughout the program by kagging in on the home page.

Please print this document and bring it with you when you pick up your order. YOU WILL RECEIVE E-MAIL
CONFIRMATION REGARDING WHEN YOUR ORDER WILL BE READY FOR PICK-UP.

Complete paymaent for all kits is due at kit pick-up. If possible, have team members pay your organization and bring a
single check for all team membars from your organization, made payable to: PALM. If bringing a single check presants
a problem, have your team mambers make their checks payable to PALM, then pay using their individual checks.

Pick up your team member kits at Moon Walk Central at the Methodist Wellness Center. At kit pick-up, present

this kit order confirmation e-mail, a copy of your Moon Walk Registration List (and any individual registration
forms) and complete payment.

Attached to your order package, you will receive a confirmation sheet detailing your order’s contents and cost, plus an

activation code to allow you to begin logging your team members’ mileage using the user name and password you
selected

You will receive email confirmation regarding when your order will be ready for pick-up.
Only team captains and co-captains may pick up registration kits and incentive t-shirts.



