
   

Setting Up a Fundraising Page on COGives.org - PTO 

1. Go to ColoradoGives.org/lpsfoundation 

2. In the top light grey bar on the right side, click Login 

3. If you already have a CGD account from previous years, log in and proceed to #5 

a. Most PTOs used their president gmail username and password 

b. If you don’t remember your password, click on the “Forgot Password” button and 

proceed with the direction to reset password 

4. If you don’t already have a login, then click on “Create Account” on the bottom left side of page 

a. Fill in your First name (if you are a school, list the school name as the first name – for 

example Highland) 

b. Fill in your last name (If you are a school, list “Elementary School” or “Middle School” or 

“High School” as your last name) 

c. Fill in your email address (If a PTO, please use the PTO President email) 

d. Create a password (must be at least 7 characters and contain at least one of the 

following: upper case letters, lowercase letters and numbers) (If a PTO, please use the 

password for the President gmail account) 

e. Confirm password 

f. Check the box for “Agree to Terms of Service” 

g. Click on the grey button “Create Account” 

5. Once logged in, click on “My Account” next to the Login button 

a. You will see your name in the middle white box 

6. In the center of the page, there is a dark grey bar, click on My Campaigns on the far right 

7. If you already have a campaign showing, you can choose to copy and edit OR create a new one  

You CANNOT use a previous campaign 

a. Copying a previous campaign, click on “Copy Campaign” 

i. Your campaign will open up and you will have to change the following: 

1. URL Link – must be new. Cannot use a previous link 

2. Start and End Dates – Must be updated.  (Depends on if this is for 

Colorado Gives Day or a Fund Run) 

a. Use XXXXXX for the start date 

b. Use 12.31.20 as the end date (For Colorado Gives Day) 

c. For another fundraising event like a Fund Run, make your end 

date the last day of the event month 

3. You can choose to update the rest of the information or keep it the 

same 



4. Verify that the email is correct and check the box whether you want to 

allow donors to email you directly 

b. When updated, click the SAVE button 

c. Once you click SAVE, it will take you back to the page showing your campaigns.  From 

here you can edit or view. 

d. To edit, click on the Edit button and from there you can change all the information for 

your call-to-action, change pictures, and add videos 

i. Consider making a quick video – it’s a great way to share your message.   

ii. Upload under the Multi-Media section at the end of the page 

e. ALWAYS SAVE your page! 

f. When your page is finished, click on the ‘Submit for Approval” button.  An email will be 

sent to Beth notifying her that your page is ready to go live.  Beth will review it and then 

make it live on the LPS Foundation COGives.org website. 

g. You can then begin to send your personal URL link out to friends, family, neighbors, 

colleagues 

i. Consider making Facebook and/or Twitter posts 

ii. Draft a personal email to everyone you know 

iii. Don’t forget your unique URL 

8. To create a new campaign, do the following: 

a. Click on the “Create Campaign” button 

b. Choose Littleton Public School Foundation as your organization 

c. Enter a Campaign Title 

d. Enter your Campaign Summary 

e. Complete your personal URL – best to use your school name as this is the link you will 

share with all your people and you want it to be easily remembered (If you are a PTO, 

please use the school name followed by 2020 – for example:  Eudlid2020) 

f. Check the box if you are going to offer an Incentive Fund. 

g. Upload a picture of your school’s logo only here under ‘Personal Details” 

h. Under Campaign Goal, select No and enter your personal goal 

i. Enter the start date as XXXXXX and the end date as 12.31.20 

i. If you are hosting another type of fundraising event like a Fund Run, use the last 

day of the event month as the end date. 

j. Select if you want to be emailed when your page hits your goal 

k. Under Multi-Media - Upload a photo which best describes your campaign. The photo 

needs to be a horizontal orientation. Please make sure that all kids pictured have an 

approved media release from your school! 

l. Upload a video - this is a great way to share your message! 

m. Click SAVE!   

n. Once you click SAVE, it will take you back to the page showing your campaigns.  From 

here you can edit or view. 

o. Once your page is finished, click on the ‘Submit for Approval” button.  An email will be 

sent to Beth notifying her that your page is ready to go live.  Beth will review it and 

then make it live on the LPS Foundation COGives.org website. 



p. You can then begin to send your personal URL link out to friends, family, neighbors, 

colleagues. 

q. Consider making Facebook and/or Twitter posts. 

r. Draft a personal email to everyone you know. 


