
INTERNAL Log-in page: 

  

 

Home Screen: Double Check that the location selected is Mercer Street (Founders Day Commissioner). 

 



Activity List is where you will find rosters: 

 

Click on either “Founders Day Sponsorships” or “Founders Day Parade” and it will open the sessions menu. 

Click “View” to view participant rosters.  

 



You can click any of the highlighted areas to view participants’ information.  

 

Participant Sheets will show you each registrant’s prompt answers, contact information, etc. You can print or 

save it as a PDF.  

 

 

 



Clicking the receipt will open a receipt of the transaction of that specific participant. Receipts automatically get 

sent to participants after they submit payment.  

Parade Receipt:  

 

 

 



Sponsorship Receipt:  

 

These are example receipts and can be edited easily. Take note of the “Prompts” Section. These questions are 

answered as the participant is registering/paying. Any information needed from the participant can be included 

in the prompt section.  

 

 

 

 



Public-facing page:  

 

 



 
Sponsorship Page. Highlighted areas can be edited. Each level can have a different description. Sponsors will 

create an account for their organization. Prompts will be utilized to gather additional information.  

 

 

 

 

 

 

 



 

Parade Application Page. Highlighted areas can be edited. Parade applicants will create an account for their 

organization. Prompts will be utilized to gather additional information.  

Participants will follow the remaining on-screen instructions to complete the transaction.  



 

Attachments (Parade Participant information sheet, sponsorship information sheet, any additional information 

that is important for the participant to be aware of)  

Prompts: The system will not allow the participant to continue if the fields are blank. No limit on prompts.  

 

 

 

 

 

 

 



 

Payment Page:  

 

Then they will be prompted to add their credit card information and complete the transaction.  


