
Offline Pledge: How to Guide 
 
How do I enter my offline pledges? 
 
1. Log into your fundraising page account. 
 

 
 
2. Choose ‘Enter Offline Pledges’ on the right hand side of the top menu. 
 

 
 
3. Enter donor information for the cash or cheque donation that you have received. 

Please note that according to CRA tax guidelines, you must provide a complete 
mailing address, including e-mail address, to receive an e-tax receipt. 

 

 
 

 
 
 
 



4. If you do not know your sponsor’s email address, you may click the box that says: 
“Send the e-tax receipt to my e-mail and I’ll forward it to the donor. 

 

 
 
 

5. Choose how you would like the donor to appear on your Honour Roll. 
 
6. Click the ‘Add Donor’ button at the bottom of the page. 

 
 

 
 
 

7. You will receive confirmation. 
 
 

 
 
 



8. If the donor has paid in cash or with a cheque made out to you, select the donation 
and you may pay with your credit card. 

 

 
 
 
9. Once you have entered the donor’s information online, if you would rather send 

the cash, money order or cheque (made out to the “Stephen Lewis Foundation”) to 
our office you may do so by indicating on the cheque or in a letter that these 
donations are being made in support of your online giving page. 

 
a. Do this by writing the following information on the envelope, or by 

including a letter that says: 
• “This money has been collected for Mary Smith’s personal fundraising 

page.”  
 

10. Mail them to: 
  Stephen Lewis Foundation 
  260 Spadina Ave, Suite 501 
  Toronto, ON 
  M5T 2E4 
 
11. Once these donations have been received, an SLF staff member will confirm their 

receipt online. At this time an e-tax receipt will be forwarded to the email address 
provided and the participant’s thermometer will rise accordingly. 

 
 
 
 
 
 
 
 
 

Property of the Stephen Lewis Foundation 
Created by Shama Joshi 


