
DASHBOARD  MESSAGING
STEP-BY-STEP INSTRUCTIONS



Your Volunteer Dashboard
Getting Started: 

Your Volunteer Dashboard is where you will manage every detail for 
your Sponsorship Group and/or Location. It’s easy to use, with 

instructions built into each section.

How to Log In (First Time)

Go to:  manage.wreathsacrossamerica.org

 ✔ Choose a sign-in method:  Google, Microsoft, Apple, 
LinkedIn, or Facebook — just use the same email WAA has on file 
so your account links correctly.

 ✔ OR sign in with your email & create a password  if preferred.

 ✔ Forgot your password? Click “Forgot Password”  to reset it. 

http://manage.wreathsacrossamerica.org
http://manage.wreathsacrossamerica.org


Build Connection with Dashboard Messages

Keep your 
supporters 

engaged year after 
year

Send reminders to 
last year’s 
sponsors

Say thank you!Rally support 
toward your goal



Boost Your Impact with Highlighted Messages 
What are Highlighted Messages?

❖ Pre-designed, campaign-focused emails created by WAA
❖ We carefully choose send dates based on when 

supporters are most likely to take action
❖ You simply activate them—they send automatically

📊 Last Year’s Impact:
❖ 871 pages participated—they sent messages to over 

165,000 recipients and generated 152,000+ wreaths 
sponsored

❖ Nearly 1 wreath sponsored per message sent!

How to use them:
❖ Find them in your messaging templates, and edit just like 

any other message, then unpause to make it Active—it’s 
that simple.

❖ Take advantage of what’s already working—and make it 
work for your community!



Choose Your Message Template
How it works:

❖ Log into your 
dashboard

❖ Go to Promote → 
Messaging

❖ Click the red + 
Schedule New 
Message button

❖ Choose a pre-designed 
template

Recipient list is 
automatically built based on 

your selected audience. 
You’ll see how many people 

will receive it.



Customize & Schedule Your Message
Click “Use This Template” to 

Customize:

❖ Select the sender
❖ Update the subject line
❖ Choose your send date & time
❖ Edit the message body (wildcards 

pull in system data - do not remove 
them)

❖ Turn it on - just click the Paused 
button to make it Active

❖ Create Message to save it

That’s it! Your message will send at 
the scheduled time. 



Tips for Editing
Helpful Messaging Tips:

❖ Links already included in the 
template will already be 
hyperlinked, but any external 
links you add such as social media 
pages or other websites will need 
to be manually hyperlinked .

 
❖ The gray bubbles are “wildcards ” 

which automatically pull in data 
from the system, so you want to 
keep them. 

❖ Keep it simple
➢ Friendly Greeting
➢ Call to Action
➢ Genuine Gratitude
➢ Simple Sign-off



Tracking Your Results
See Your Successes:

❖ Go to Sent Messages to 
view stats .

❖ If a status shows 
“unknown”  it simply 
means the recipient’s email 
server hasn’t confirmed 
delivery, and everything 
has been sent from our 
side.

❖ Larger recipient lists may 
take a few hours (or days) to 
fully deliver.

❖ Timing  is important, if you 
do not get a good response 
try again at a different time 
in the year. 



Adding contacts is quick and easy:
❖ Go to Promote → Contacts
❖ Click + Add Contact  to enter individual 

contacts
❖ Or Import Contacts  to upload multiple 

contacts from a CSV file

Stay organized:
❖ Use the search bar to quickly find contacts
❖ Hide contacts you don’t want included in 

messaging right now, then unhide later or 
remove them anytime

No need to worry about duplicates —our system 

automatically ensures contacts won’t receive multiple 

emails, even if they’re also listed as a sponsor or volunteer.

Start Building Your Contact List



Send Thank You Messages

Saying “thank you” goes a long way—and it’s one of the easiest 
ways to build lasting support year after year.

Make Reordering Easy

❖ Reorder request messages allow sponsors to quickly repeat 
a previous sponsorship

❖ Their past order is already in their cart—and they can 
review, update, or check out in just a few clicks

Where to find these messages:

❖ Go to Promote → Send Thank Yous  or Send Reorder 
Requests

❖ Send messages individually or in bulk

Keep Them Coming Back



THANK YOU!


