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My Lemonade Day Registration Guidelines and Features

Registration Guidelines

- NATIONAL MUST MAKE YOUR REGISTRATION LIVE!
o DO NOT attempt to do this on your own. There are certain fields that have to be populated on the
backend in order to accurately record registrations for the year. If you try to make your

registration live without going through national, you will most likely be missing some of your
registration data.
= Depending on the type of materials you’re offering, we will help you set up and select the
registration type on your site.

Registration Features

Registration for the My Lemonade Day app will be initiated through your Lemonade Day website.
o Ifyou’re offering My Lemonade Day in your city, your Register Now button will be linked to
MyLemonadeDay.org where registration for the app will take place.

- Through the registration process, mentor emails will be verified to ensure you have good contact
information for mentors in your community.
- After completing registration and adding learners, mentors will be able to login to MyLemonadeDay.org

to manage learners, add new learners and view learner progress within the app.

- Mentors ONLY have to add learner names to register them, making the process quick and easy!

- Registration is mobile friendly and the entire process from mentor registration to downloading the app
and getting started can happen on a mobile device.

My Lemonade Day Registration Process

Step 1: Visit a Lemonade Day Website
(specifically a community that is using the My Lemonade Day app)

- Visit a Lemonade Day website that has My Lemonade Day registration live and click the Register Now
button.
- You will be directed to the MyLemonadeDay.org site to begin registration.

Step 2: Sign Up or Login

- Sign Up - If you have not registered for the app before, you will fill in all of the required fields to create
your account.
st s o

Welcome, we are excited for you to join
us as a mentor!

Flea

our mentor details

name

- Login—If you are a returning


https://my.lemonadeday.org/register
https://my.lemonadeday.org/login
https://my.lemonadeday.org/register

user, you will click Login to enter your username and password and access the mentor portal.

Lemonadte Day! & &xo Sign Up

Enter your login email and password

Email

claire@lemonadeday.org

Password

........ >

Forgot Password?

Login

OE——

Dorit have an account? Signup

o NOTE: If you have forgotten your password, click the Forgot Password link and you will receive
an email to reset your password.

Enter your login email and password

Email

claire@lemonadeday.org

Password

Forgot Password?

. Login
o

Don't have an account? Sign up

Step 3: Fill in Mentor Details

- Mentor Details — New users will be asked to complete all required fields in order to register as a mentor.
o Mentor name and community details.

Welcome, we are excited for you to join
us as a mentor!

Please enter your mentor details

Title (Optional) First name

Last name
Phone Number (Optional)

Community

Not here?

Zipcode / Postal code

How did you hear about My Lemonade Day? (Optional)

Next



o Role plus school and/or organization information if applicable.
Let us know which organization you are
a member of?
Role

Select

‘

Organization/School

Enter the name of your organization

Group

Enter the name of your group

o Email and password

Register by entering your email and
creating a password

Email

Type in your email address

Password

Type your password

*Password must have at least 8 characters

Confirm password

Confirm your password

D 1 accept the terms of this Agreement and Privacy Policy

\:‘ I'm not a robot c

reCAPTCHA
Privacy - Tems.

Done

Step 4: Verify Email

- After completing the mentor portion of registration, a confirmation screen will appear asking you to verify
your email.

Thank you for registeriug.

y vt r
Check your spam folder if you can't ind our email.



You will find an email notification in your inbox from support.

O Primary 2% Social @  Promotions

‘support Lemonade Day - Just checking this is really you - Hi Claire Test! Thanks for registering as a Mentor with Lemonade Day! Before you get started, please verify your email address is eva. 1:09 PM

Click the green button to verify your email.

2 Lemonade Day!”

Hi Claire Test!

Thanks for registering as a Mentor with Lemonade Day!

Before you get started, please verify your email address is evaclairedutton@gmail.com, by clicking on the link below.

Yes, that's me! -

Join the community on social media.
® ® @ @ &

You will automatically be directed to the login screen.

(0 temonade Day ® &N

Thank you for verifying your email.

Enter your login email and password

Email

Password

Forgot Password?

Dorit have an account? Sign up




Step 4: Add Learners to Learner Manager
Manually Add Learners

- Once you’re logged in to your mentor portal, you have the opportunity to add learners using the learner
cards or learner table.

o NOTE: We recommend using learner cards for up to 4 learners and the learner table for larger
groups.

- Tutorial popups/tool tips will guide you through the process of adding and managing your learners. You
can restart the tutorial at anytime by clicking the “How Do | Add a Learner” link at the top of the
Learner Manager.

- You'll begin by adding the first and last name of each learner to a learner card or row in the learner table.
To submit a learner, press enter on your keyboard to save or click Save This Learner.

€ AddNew Learner

LEARNER FIRST NAME

LEARNER LAST NAME
Lomonade Do/ & oo

MentocCode = TEST® O
GUARDIAN EMAIL (OPTIONAL)

Register a Learner

GUARDIAN PHONE NUMBER (OPTIONAL) earner Permiss

SAVE THIS LEARNER G e ectadmd

- NOTE: Only the first and last name of the learner is required, making the process very quick.
- Parent/Guardian Email and Permissions
o Asvyou add your learners, you can also add your email or the email of their parent/guardian in
order to grant certain permissions to the learner.
o Permissions:
=  Media - allows learners to upload photos within the app
= Location —allows learners to add their stand location within the app
=  Contest entry — allows learners to enter local and national contests
=  NOTE: Learners do not need any of these permissions to complete the app but the
permissions unlock additional features as mentioned above.
=  NOTE: If you have the ability to grant these permissions to the learner, you can put your
own email in when adding learners to the table.

Upload Learners

- You also have the option to upload learners using a CSV file.



Above the learner table, there is an Upload CSV button.

Register a Learner

@ Learner o © Permission @ @ Program @
Profile First Name Last Name Media Location CE‘:::;‘ Guardian Email‘,ﬂ Sent Contact Number Sync Lesson Progress Results
@ Py @UL) @y @ @ Bl @I @ ¥UeErt Exog

- - - dd Email Address Add Contact Number What do we do next?

Add First Name Add Last Name

When you click this button, a pop up window will appear.

Upload .csv

Step 1. Download the .csv template below. The first 3 rows include an example to guide you.
Step 2. Add one learner per row from row 4 onwards. We exclude the first 3 example rows when processing your .csv.
Step 3. Choose your completed .csv file below to upload your learners.
Step 4: If your data was added successfully, close this window and learners will be automatically added to your table.

File Validation Requirements

Requirements

Column 1: First Name*

Column 2: Last Name*

Column 3: Legal Guardian Email

Column 4: Legal Guardian Contact Number

Download the learner information .csv template

o Atthe top of the window are directions for uploading the CSV file.

o Atthe bottom of the window is a link to download the CSV template.
Click the link that says Download the learner information .csv template.
When you open the template, you will see:

o Column headersinrow 1

o Column header description in row 2

o Example entry in row 3
@EH9-=-

Home Insert Page Layout Formulas Data Review View Developer PDF Architect 4 Creator
Cut i e =
% cu Calibri 1l AT == S Wrap Text General - J
53 copy -

Paste ) A== =T o - g =0 .00 Condi
+ < Format Painter ZpyU &- A Si= £ Merge & Center $ % | i s —

Clipboard I | Font I | Alignment I | Number T |

D10 e e |
A B | c | D | E
First Name Last Name Guardian Email Guardian Contact Number

Learner First Name Learner Last Name Guardian Email (x@y.z)
Lemmy Lemonade support@lemonadeday.org

Guardian Contact Number (+1(999)999-999)
10000000000



Beginning on row 4, mentors will add their learners’ first and last names into the columns along with the
guardian email and contact number (if applicable).

o NOTE: Rows 1-3 are automatically eliminated from the upload, you do not need to manually
delete them. If you delete these rows, the first 3 rows of your data will be excluded from the
upload.

o NOTE: Guardian email and contact number are not required. If guardian information is
unavailable, mentors can put their contact information here.

After learner information has been put in, save the file as a .CSV.

{ Save As | = |
Ev| Ju « Lemonade Day 2020 » My Lemonade Day App » Registration - | 3 | | Search Registration p| H
.| $
Organize + Mew folder 4= - @ 2
- ftional For
@ Microsoft Excel blame Date modified Type |tting ~ as T:
[EL) 2021 Group Registration_Digital_School_12.9_Demo 12/9/2020 2:08 PM Microsoft Excel C... | F—————
.0 Favorites L [EL) 2021 Group Registration_Digital_School_last name test 12/8/2020 10:43 AM  Microsoft Excel C... | =—=
Box Sync @ 2021 Group Registration_Digital_School_test12.3 12/3/202010:35 AM  Microsoft Excel C... |: 5
& Downloads
Bl Desktop
4 Libraries
@ Documents
J’ Music
[&=l Pictures <1 il 3
File name: learner_tests 12,17 -
Save as type: ’CSV (Comma delimited) v]
Authors: Claire Tags: Add atag Title: Add a title
“ Hide Folders Tools - Save ] ’ Cancel ]
e 1
17
13
19
20
21

Click Yes when it asks if you want to save the file in this format.

.
Microsoft Excel |

learner_tests_12. 17.csv may contain features that are not compatible with C5V {Comma delimited). Do you want to keep the workbook in this format?

@ + To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick Mo. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

’ No ]’Help]




When you close the file, click Don’t Save

p
| Microsoft Excel 23]

Do you want to save the changes you made to
learner_tests_12,17.csv'?

I Save I [Dor_'l'tSaue ] [ Cancel

Once your file is created and saved, go back to your web browser and the CSV pop up window and click
Choose File.

Upload .csv

Step 1. Download the .csv template below. The first 3 rows include an example to guide you.
Step 2. Add one learner per row from row 4 onwards. We exclude the first 3 example rows when processing your .csv.
Step 3. Choose your completed .csv file below to upload your learners.
Step 4: If your data was added successfully, close this windoy and learners will be automatically added to your table.

File Validation Requirements

Requirements

Column 1: First Name*

Column 2: Last Name*

Column 3: Legal Guardian Email

Column 4: Legal Guardian Contact Number

Download the learner information .csv template

Find the file that you just created. If your upload is successful, the top of the File Validation Requirements

box will turn green and it will say, Learners Uploaded Successfully. In the box you will be able to verify
that the number of learners is correct.

N
©

Upload .csv

Step L. Download the .csv template below. The first 3 rows include an example to guide you.
Step 2. Add one learner per row from row 4 onwards. We exclude the first 3 example rows when processing your .csv.
Step 3. Choose your completed .csv file below to upload your learners.
Step 4: If your data was added successfully, close this window and learners will be automatically added to your tahle.

leamer_tests_1217.esv

Learners Uploaded Sucoesstully

Dovwmnload th csv template




- Ifthereis an error with your file, the top of the File Validation Requirements box will turn red and it will
say, File invalid. In the box you will receive feedback on the specific errors as well as see the rows where
the errors occur so that you can easily find the issues in your spreadsheet and fix them.

[ )

Upload .csv

Step 1. Download the .csv template below. The first 3 rows include an example to guide you.
Step 2. Add one learner per line from line 4 onwards. We exclude the first 3 le rows when processing your .csv.
Step 3. Choose your completed .csv file below to upload your learners.

File invalid

Errors:
Line 4: Unexpected number of columns.

Line 5: Unexpected number of columns.

Line 6: Unexpected number of columns.

Line 7: Unexpected number of columns.

Line 8: Unexpected number of columns.

Line 9: Unexpected number of columns.

Line 10: Unexpected number of columns.

Line 11: There is more than one learner with this

L {,l::rlzel?'sy 1031;1; g;;lﬁe is missing. J

- After your learners have been uploaded successfully, you can view them in your learner manager by
clicking the “X” in the top right corner to close the box. Your table will automatically be refreshed with the

new learners.

Lemmy Testing — — — test@lemonadeday.or o 555-555-5555 What do we do next?

Learner Test - - - test@lemonadeday.or o 555-555-5555 What do we do next?

Step 5: On-board Learners and Get Started

- After you have added your learners, you will see a red notification on the learner cards that says “Learner
Not Registered on the App”. When you click on the notification, you’re provided with instructions for
where to go to download the app.

TT

# EDIT
not registered DONE

GUARDIAN EMAIL
Learner not registered on the
App

GUARDIAN PHONE NUMBER Download the app on your learner’s device to access
the learning content.

GUARDIAN CONSENT

Location Media Contest

GETIT

< Gooéle Play

o Only guardians may manage consent

LEARNER NOT REGISTERED ON THE AFP

Remember your Mentor Code for Registration

T DR Mentor Code: SCH692

10



You can also find links to download the app at the bottom of the Learner Manager.

Download the "My Lemoenade Day” app to access the learning content.

a & App Store

To get started, first help your learners download the app from the App Store or Google Play.

o NOTE: The app is accessible on I0S and Android mobile devices and tablets plus Chromebooks
that have Google Play access.
Once the app is downloaded, learners will add their profile.

As a new user, the learner will click Create to enter their name and complete their profile.

Create a Profile Login @
. .(Q) @

Create

o NOTE: If a leaner already has a profile, they will click login to enter their username and password
on a device.
Learners will add their name as it appears in the mentor table.

Creating your Profile Login @

Please Euter your Full Name.

First Name

Type in your First Name

Last Name

Type in your Last Name

_

o NOTE: The learner name is case sensitive.

11


https://apps.apple.com/us/app/my-lemonade-day/id1465714143
https://play.google.com/store/apps/details?id=org.lemonadeday.mylemonadeday&pli=1

Learners will add your mentor code.

Creating your Profile Login @

Enter your Meutor’s Code.

Mentor Code

Type Mentor Code

.

Next

o NOTE: As a reminder, the mentor code can be found at the top of the Learner Manager in your
mentor portal.

— / Your Learner Manager & mo @
# Lemonade Dy S 12 Lenmer
cards (VBB Table

SCH692

Frost Bank

‘Username: frostbank Username: jenniferb

GUARDIAN EMAIL GUARDIAN EMAIL
claire@lemenadeday.org claire@lemonadeday.org

GUARDIAN PHONE NUMBER GUARDIAN PHONE NUMBER

Next, they will create a username.

Creating your Profile Login @

Choose a Username
Make sure it is something you can remember!

Usemame

PSPl Type your Username i

Finally, the learner will create an alphanumeric password.

12



Time to create your password!

-t

l-oviII@

“Your password needs to be at least 8 characters long and should not be shared with

anyone.

Password

Type in your password

E|

Confirm Password

Retype in your password

Log in

o NOTE: Mentors can reset their learner’s password by visiting MyLemonadeDay.org, logging into
the mentor portal and clicking View More and Reset Password on that learner’s card.

Test User

Username: test

GUARDIAN EMAIL

claire@lemonadeday.org

GUARDIAN PHONE HUMEER

GUARDIAN CONSENT

Media

Contest

Location

ETHNICITY
LESSON LAST SYNCED
4.3 90 days ago

REMOVE LEARNER

NOTE: Passwords will be autogenerated. You can continue to generate passwords until you find

one that your learner will remember. Click confirm to reset the password. password.

r

e

Reset Learner's Password?

Are you sure you want to reset this learner’s password?
You cannot undo this action.

Once you are happy with the password below, please communicate the new password

to you learner and click confirm to complete the reset.

TanSnail97

(® GENERATE PASSWORD

m SRR

o Once you close this popup, the preview of this password will be lost for safety.

1

13


https://my.lemonadeday.org/login

Group Registration Overview and Options

If you are using the My Lemonade Day app in your community with schools and organizations, here is an overview
of the group registration options.

1. MENTOR LEAD REGISTRATION
a. Regardless of group size, mentors always have the option of registering their own learners by:
i. Completing mentor registration
ii. Adding learners manually or through CSV template.
*HIGHLY RECOMMENDED FOR GROUPS (10-15 OR LESS)*
b. Mentors would follow the same instructions listed above to register their group.
2. HYBRID REGISTRATION
a. Inthis option, mentors and City Directors each have a role in registering the group.

i. Mentor completes the mentor portion of registration

ii. Mentor completes the group registration spreadsheet
iii. Mentor provides group registration spreadsheet and mentor login to City Director
iv. City Director uploads the learners to the mentor’s table
v. City Director provides mentor with completed spreadsheet for reference

b. See below for detailed instructions

3. CITY DIRECTOR LEAD REGISTRATION
a. Inthis option, City Directors complete the majority of registration on behalf of the mentor.

i. Mentor completes group registration spreadsheet and provides it to their City Director
ii. City Director completes mentor portion of registration on behalf of mentor
iii. Mentor MUST confirm their email
*CD must remain in close communication with mentor to know when email has been
confirmed and learner upload can take place* - You can also find the email verification
date within your registration report if you need to locate it yourself.
iv. City Director uploads the learners on behalf of the mentor
v. City Director provides mentor with the completed spreadsheet along with the mentor’s
login and mentor code that was created
b. See below for detailed instructions
4. CITY DIRECTOR AS MENTOR
a. Inthis option, the City Director registers the learners under themselves as the mentor.

i. Actual mentor completes the registration spreadsheet and provides it to the City Director.

ii. City Director adds learners under their mentor profile and additionally can add the actual
mentor email under the guardian email.

iii. Actual mentor will receive an email inviting them to register as a mentor but it won’t be
required for learners to get started in the app.

iv. City Director returns registration spreadsheet to actual mentor along with the City
Director’s mentor code.

b. See below for detailed instructions

14



Group Registration Form
Used for the Hybrid, City Director Lead, and City Director as Mentor Registration Options

Step 1: Group Registration Form

Send the REGISTRATION form to any schools or partner organizations that will be utilizing the Hybrid, City
Director Lead, or City Director as mentor registration models. Have them complete the Participant
Registration tab and return the completed spreadsheet back to you.

= Lemonade Day!

School Registration Spreadsheet

MNOTE: Fields marked with an "*" are required

TEACHER/GROUP LEADER INFORMATION

Teacher First Name* Teacher Last Name* Email* Phone
School Mailing
State™ (2 letter School Mailing
School Name* School District® School Mailing City abbreviation) Zip/PC*
PARTICIPANT INFORMATION
PARTICIPANT FIRST NAME* PARTICIPANT LAST NAME™® GUARDIAN/PARENT EMAIL

W|eo [~ |o e | M|

FOR ADMINISTRATIVE USE ONLY
USERNAME PASSWORD

MENTOR LOGIN MENTOR CODE

All fields with “*” are required fields

NOTE: If mentors do not have guardian/parent emails, that field can be left blank OR mentors can put
their email in that field. This will allow the mentor, guardian or parent to provide the learner with
permission to upload photos, put in their stand location and enter contests. It is not required that they
have these permissions to complete the app.

NOTE: If you are utilizing the Hybrid model with your mentors be sure that they know to add their login
credentials into the administration section so you can login as them to upload their learners. If you are
utilizing the City Director Lead model, remember to add your mentor’s login credentials and mentor code
into this section so they can login. If you're utilizing the City Director as mentor model, be sure to include
your mentor code in the bottom section. You DO NOT need to include your credentials since the actual
mentors will be invited to create their own.

NOTE: After the City Director completes the upload, we recommend that you return the completed
spreadsheet back to your mentor for reference as learner names will have to be entered into the app
exactly as they appear on this spreadsheet. Please note that learner names ARE case sensitive.

15


https://lemonadeday.box.com/s/hwz17lhmy3ntnidw50mddv9e2d861ue2
https://lemonadeday.box.com/s/9mio7by5dexfywq73iwjhv6436jq9x5j

Step 2: File for Upload

ensure that all required fields have been filled in.

Next click on the File for Upload tab.

Participant Registration

File for Upload

After you receive the completed form back from your mentor, review the Participant Registration tab to

Sheet3 .~ ¥1

Step 3: Save File

=

Save the entire file as an Excel document.

This area of the excel file has been pre-formatted for upload into the registration system.
Be sure that all required fields are complete for the youth that have been entered.

Save As 7782 || 2021 Group Regi
m | . <« Lemonade Day 2020 » My Lemonade Day App » Registration - | +5 | | Search Registration L | F
1M
Organize = MNew folder d= - @ ﬁ l
- ftional Format

@ Documents o Name Date modified Type Size ftting ~ as Table =

dﬁ Music . . . . .

=T 1 2021 Group Registration_Digital_Organiza.. 12/9/202012:30 PM  Microsoft Excel W... 58 KB

ct
= V!d e ) 2021 Group Registration Digital School ~ 12/16/202012:29 .. Microsoft Excel W... YR | S
e 2021 Group Registration_Digital_School 1. 12/9/2020 207 PM Microsoft Excel W... 59 KB |: H
p keg 9
@ H — @] 2021 Group Registration_Digital_School t.. 12/3/2020 10:23 AM  Microsoft Excel W... 53 KB
omegroup

1% Computer E

£, Local Disk (C:)
cj Metwork S

File name: 2021 Group Registratig -
Save as type: | Excel Workbook v] pol Mailing
Fip/PC*
Authors: Claire Tags: Add a tag Title: Add a title p/
[ Save Thumbnail
EMAIL

= Hide Folders Tools - Save ] ’ Cancel ]

—

16

17

18

19

20

21

22

WO (o=

Then click on the File for Upload tab and save just that sheet as a .CSV file. Name the file something that

you will remember and be able to pull up when you go to upload.

16



| )i« BoxSync » PDrive » Lemonade Day 2018 » Registration » v|"|| Search Registration

Organize v Mew folder 4= - @
- itional F
& Downloads 0 Name Date modified Type Size ing ~ as
B Deskt
- — .. Dallas 10/24/201710:29 ... File folder
LSS Madrid 10/26/2017334 PM  File fold
1 Madn 726/ 3 ile folder
I [EL) Participant_upload template 10/12/2017 8:55 AM  Microsoft Excel C... 1KB |: !
. Libraries
@ Documents
J’ Music
[E5] Pictures
B Videos -
File name: Test Group Registration -
Save as type: | C5V (Comma delimited) v]
Authors: Claire Tags: Add atag Title: Add a title
+ Hide Folders Tools - Save ] ’ Cancel ]

AEEEE|

- Click “OK” when it asks if you want to save the file as a .CSV

.

Microsoft Excel | S

The selected file type does not support workbooks that contain multiple sheets,

Lk + To save only the active sheet, dick OK.
« To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

ok J| [ concel |

Was this information helpful?

- Click “YES” when it asks if you want to keep the workbook in that format.

Microsoft Excel | P |

Test Group Registration.csv may contain features that are not compatible with C5V (Comma delimited). Do you want to keep the workbook in this format?

@ « To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick Mo, Then save a copy in the latest Excel format.
« To see what might be lost, didk Help.

[Yes][No][Help]
. =] J

- Close the file and click “DON’T SAVE”.



Microsoft Excel |

n
4 ! Do you want to save the changes you made to Test
Group Registration. csv'?

[ Save ] [Dor_'l'tSavE ] [ Cancel

- NOTE: Even though you're clicking “Don’t Save”, your file will still be saved to your computer in the
correct format.

Step 4: Reopen and Save

- Reopen your saved .CSV file to ensure that all data was saved correctly.
- Click on file Save one last time. Click “YES” to keep the workbook in that format.

Page Layout Formulas Data Reviel

Information about Test Grou

Save As _ _
Ch\UsershClaire.P4L-CLAIRE\Box SynchP DrivelLem

E Cpen

[ Close L
Permissions

j%‘ Anyone can open, copy, and cl

Protect
Recent Workbook -
Mew
- Prepare for Sharing
Print ( f}' Before sharing this file, be awa
- Content that cannot be ck
Save & Send Check for current file type
Issues -

Step 5: Upload

- You’re now ready for upload. Depending on your registration model (Hybrid, City Director Lead or City

Director as Mentor); follow the steps below to complete the group registration process.

Hybrid Registration

18



Step 1: Connect with your mentor

- Send your mentor the MyLemonadeDay.org link for registration along with the Group Registration
Spreadsheet. You can utilize this template when reaching out to your mentor.

Step 2: Mentor completes mentor portion of registration

- Mentor will visit MyLemonadeDay.org to complete the first half of the registration process.

Welcome, we are excited to have you on
board!

Please enter your details

Title (Optional)  First name

Last name

Phone Number (Optional)

000-000-0000

Community
City Director Trial
Not here?
Zip code / Postal code
(o ]

How did you hear about My Lemonade Day? (Optional)

Let us know which organization you are
a member of?

Role

Organization/School

Enter the name of your organization

Group

Enter the name of your group

- Mentor verifies email address

. 0 Primary a5 Social @ Promotions

Register by entering your email and
creating a password

Email

Password

*Password must have at least 8 characters

Confirm password

Taccept the terms of this Agreement and Privacy Policy

+/ Imnotarobot

CAPTCHA

2 Lemonade Day!”

Hi Claire Test!

support Lemonade Day - Just checking this is really you - Hi Claire Test! Thanks for

Thanks for registering as a Mentor with Lemonade Day!

Before you get started, please verify your email address is evaclairedutton@gmail.com, by clicking on the link below.

Yes, that's me!

Join the community on social media.

Step 3: Group Registration Form


https://lemonadeday.box.com/s/5390ynswlpzhjyorrlonibeg6dh9x5dy

- Mentor completes registration form (school or organization) including their login in the administrative
section for City Director access.

Step 4: City Director Upload and Completion

- City Director logs in as the mentor.
- Uploads the group registration spreadsheet on behalf of the mentor.
- Returns the completed spreadsheet to mentor for reference when on-boarding learners.

o You can utilize this template when returning the completed spreadsheet to your mentor.

o NOTE: Ifit wasn’tincluded in the spreadsheet already, add the mentor code to the
administrative section. This will make it easy for mentors when on-boarding learners. Please note
that the mentor codes are NOT case sensitive.

o NOTE: It's important to return the completed spreadsheet as learners must enter their name
into the app exactly as it was uploaded. Please note that learner names ARE case sensitive.

City Director Lead Registration

Step 1: Connect with your mentor

- Send your mentor the Group Registration spreadsheet. You can utilize this template when reaching out to
your mentor.

- Mentor will complete all of the required fields on the group registration spreadsheet and return it to their
City Director.

Step 2: City Director completes mentor registration

- City Director will visit MyLemonadeDay.org to complete the mentor portion of registration on behalf of
the mentor.

Step 3: Mentor confirms email address

- Once the City Director has completed the mentor portion of registration, the mentor must confirm their
email address by opening the email they automatically receive and clicking “Yes, that’s me!”

< Lemonade Day!”

Hi Claire Test!

Thanks for registering as a Mentor with Lemonade Day!

efore you getstarted. please verty your email dcress s eY2CIAMEXUNONRATL O by <icking on the ink beiow

Join the community on social media.

* ® 0 0 @

- NOTE: Make sure you remain in close communication with your mentor to know when their email has
been confirmed and learner upload can take place. You can also find the email verification date within
your registration report if you need to locate it yourself.
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Step 4: City Director Upload and Completion

- After the mentor confirms their email, the City Director can log back in as the mentor to complete the
learner upload.
- City Director uploads the group registration spreadsheet on behalf of the mentor.
- City Director returns completed spreadsheet to mentor for reference when on-boarding learners.
o You can utilize this template when returning the completed spreadsheet to your mentor.
o NOTE: Be sure to add the mentor’s login and mentor code in the administrative section of the
spreadsheet.
o NOTE: It's important to return the completed spreadsheet as learners must enter their name
into the app exactly as it was uploaded along with their mentor’s code. Please note that learner
names ARE case sensitive but the mentor codes are NOT case sensitive.

City Director as Mentor

If necessary, a City Director can choose to register a group or multiple groups under themselves as the mentor.
This would allow the City Director to complete the full registration process on behalf of another mentor, providing
immediate access for learners without having to wait for a mentor to complete registration or verify their email.

The disadvantage of this method is the actual mentor information may or may not be captured. Additionally, it
may be difficult to track the school or organization information.

The City Director can add the actual mentor email under guardian email which provides those mentors with the
opportunity to also complete the mentor registration and have administrative access to their learners.

NOTE: This process could also be used at an event if the City Director wants to do app registration. See below for
details.

Step 1: City Director Registers as Mentor

- Actual group mentor completes school or group registration spreadsheet and returns to City Director.

- City Director follows instructions to register themselves as a mentor.

- City Director adds learners (most likely as a group upload)
- City Director can add actual mentor email under guardian email so the mentor has the opportunity to
register themselves as well.

Step 2: City Director Provides Info to the Mentor

- City Director returns the group registration sheet along with the City Director’s mentor code so that
learners can be onboarded.
- You can utilize this template when returning the completed spreadsheet to your mentor.

Step 3: Onboard Learners

- Actual mentor helps learners get started following the same steps from above.

Returning Users
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If you’re working with groups that have participated in Lemonade Day using the app before, you can utilize this
template to re-activate them for the next year.

Event Registration

Ideally, event/in-person registration is always best when there are tangible materials to obtain (i.e. Entrepreneur
Workbooks, Backpacks, T-shirts, etc.). In-person registration for a digital program is not typically the best method.
If you choose to do a registration event, there are a few options for how you can go about it when using the My
Lemonade Day app.

OPTION 1: Personal Devices

- Have event participants register online using their personal device by visiting your city website or
MyLemonadeDay.org. They will follow the steps listed in the registration process above in order to:
o Complete their mentor details

o Add learners
o On-board learners

- Atthe registration event, mentors can provide either their email verification or a view of their completed
learner table in order to confirm their registration.

- NOTE: If you are unable to use individual mobile devices, you may utilize computers or tablets at the
event.

OPTION 2: City Director as Mentor

- This option still allows direct registration on a device but the device will be provided by the LD
community. City Director will have established a mentor login prior to the event and will be logged in as
the mentor at the event.

- Each mentor attending the event will register their youth under the City Director by completing a learner
card. The mentor will add themselves as the guardian for that learner.

- Pre-created cards can be given out with the City Director’s mentor code and onboarding instructions.

- See process and instructions above.

OPTION 3: To be used in the event of technical difficulties

- Should you experience any technical difficulties during your event where you’re unable to access online
registration, you can utilize one of the following paper registration methods.
o METHODA
= Collect the email addresses of interested mentors/participants. Follow up with them after
the event with instructions and a link to register.
= You can utilize this template when reaching out to the mentors from an event.
o METHODB
=  You can also utilize a paper form to gather all of the registration information from
mentors/participants.
= You will be responsible for processing all paper forms in house, utilizing the City Director
Initiated registration instructions and following the City Director Lead model.
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https://lemonadeday.box.com/s/rbsql99glx2pjeggfe2sxu8548ou5dui
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Registration Reports

National will create an automated report that will send you frequent registration updates.
Within the reports, you will be able to see your participant details along with mentor information
including the email validation date.

o NOTE: The email validation date will be helpful if you’re registering on behalf of mentors so you
can confirm they have verified their email and you can assist them in completing the registration
process.

The automated reports will come from “support” and will look similar to the screenshot below when they
arrive in your inbox.

support Pulse: National Weekly Regstration Report - Nalional Weekly Registration Report Learners Registered in the past 30 days 1 1 Dec 15, 2020 Dec 11, 2020 Learners Table More 1.
When you open the report, you will see a table with your registration information along with an
attachment that you can download in excel format.
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Lemonade Day!

Online

Event

Partners
(Large Groups/Schools)

Register online via city website

OPTION 1
(PREFERRED OPTION FOR EVENTS)

Verify email

Register online on individual
mobile device s or computers.
Verify email and add learners to
learner table.

Partner can register online via
city website by manually
entering or uploading
participants OR
City Director can initiate
registration

Add learners to learner table

Show email verification or
completed learner table at
event to confirm registration

City Director can have a Partner
complete the registration
spreadsheet. City Director can
process the registration on
behalf of the Partner.

Assit learners in downloading
the app on their device and
getting started using their name
and mentor code

OPTION 2

(TO BE USED IN THE EVENT OF TECHNICAL
DIFFICULTIES)

City Director can process the
registration on behalf of the
partner either through the
Hybrid or City Director Lead
model.**

NOTE: If your city is offering both the My
Lemonade Day App and Workbooks, you
will choose what type of materials you
want to offer through your website.

- If you're offering Workbooks,
you will send all My Lemonade
Day app participants to register
at MyLemonadeDay.org. For
more information about the
Workbook process, read the
Workbook Registration folder
for more information.

- If you're offering MyLemonade
Day through your website, you
will need to send all Workbook
registrations to National to be
processed. Please see the
Workbook Registration folder
for more information.

*You can utilize this template to reach
out to interested mentors/participants

Collect email address of
interested event participants.
Follow up after the event with

information and a link to

register.*

City Director will provided
completed registration
spreadhseet back to partner.
Partner will on-board learners.

Collect all registration data via
paper form. City will process
registrations in house based on
the City Director Lead model.**

OPTION 3
(CITY DIRECTOR AS MENTOR)

CD registers all event attendees
under themselves as the mentor
with the actual parent/mentor
as the guardian

after your event.

**For more information about City
Director Initiated registration please read
about the Hybrid model and the City
Director Lead model.

Provide CD mentor code and
onboarding instructions at the

Actual mentor/parent will
receive an email and can
register themselves at a later
time to view learner progress
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