Holiday Bike Drive — Instruction Manual for Onlirikeferrals

1. First visit our website atww.CommunityCyclingCenter.or@n the left-hand side menu,
click on “Events.” Click on “Holiday Bike Drive.” itk on “Agency Information.” Read

through the page and then click on the link “Clieke to refer children.”
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Agency Information

Thank you for your interest in referring children to the Community Cycling
Center's annual Holiday Bike Drive! This year, we have transitioned to an
online registration system. Faxed or emailed referrals will not be accepted.

To be eligible, children must be:

1. Between 3 and 9 years old.

2. Between 30 and 57 inches tall.

3. Referred by a partner (such as a social service agency, school, or
church) who can confirm they are from a low-income family. (Qualify for
free or reduced lunch.)

To refer eligible children:

1. Create an account for yourself as an agency partner.

2. Add the child to your account as a "new registrant.” You will need to
know the child's height in inches and date of birth. You will have to fill
out a "new registrant” form for each child you wish to refer.

3. Sign up the child for a specific gender/size group (eg. "Boys Small, 20
to 44 inches™).*=

Click here to refer children now
Questions?

1. First, check out our Freguently Asked Questions.

2. Then read through our step-bv-step instruction manual. Most of yaur
guestions regarding the online registration system will be answered
here.

3. If you still have questions, contact us at 503.288.8864 and ask to
speak to Melissa or Eloise about Holiday Bike Drive Registration. The
best times to call about Holiday Bike Drive are Mondays, Wednesdays,
and Fridays from 12pm to 5pm.

Serving families

This year we would like to make Holiday Bike Drive even better for whole
families. If a child you are referring has siblings between the ages of 3
and 9, please refer them too. In the past, these sibling have attended the




2. Click on “My Account:” in the upper right-handmer.




3. If you have already created an account, youagin using your username and password. If
this is your first time referring a child, you museate a primary account first. Click “Create
Account.”




4. Create your account on this page. You can usgenvar username and password you like, but
please write them down. You’'ll need your login inf@tion to refer children in the future. Enter
your work contact information in the form. Clickd®e” at the bottom.




5. Now you can refer children to Holiday Bike Driv&o back to the Holiday Bike Drive
Program page. First you need to know the gendehaight in inches of the child you wish to
refer. For example, if you wish to refer John Dwhp is 40 inches tall, click on “Boys Small
(30 to 44 inches).”




6. Choose “1” for Quanity. Click “Add to Cart.” Ghe next screen (not shown) you will click
“Checkout” at the bottom right.

Please note: this software was designed for ordoramerce, which is why it uses language like
“Add to Cart” and “Checkout.” Howeverno payment will be necessary for Holiday Bike
Drive.




7. Now you must identify who it is you are refegirPlease don’t refer yourself! If you have
already added the child to your account, you carosh them from the drop down menu where it
says “Select One.” For new children, click the tNRegistrant” button.




8. Enter the name, gender, and height of the glildwish to refer. Use your agency email and
mailing address here. When you are finished, ¢liZieate New Person.” On the “Checkout

Detail” page (not pictured) you should now be dblselect your referral from the pull down
menu. Click “Continue Registration.”




9. Now you will need to finish up the referral byopiding us with your agency information and
additional information about the child. When docle&k “Continue” at the bottom of the page
and then click “Confirm Registration”. Please ptiilm¢ confirmation page for your records.

Note: After the referral period is closed, we willsend out a packet to your agency with
individual invitations and the scheduled time yourreferrals should arrive to pick up their
bikes. Children must have an invitation to receive bicycle.




