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How to Log Into Your Participant Center 

When you registered, you created a username and password. Go to: www.mdhalfmarathon5k.org and in 

the top right corner, enter your username and password. Then click the “GO” button. 

 

 

This will bring you back to Maryland Half Marathon & 5K homepage. At the top of the screen, you will 

see your name next to “Welcome” and a link for “Participant Center.” Click on that link. 

 

 

 

 

 

 

 

 

http://www.mdhalfmarathon5k.org/
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Now you are in your Participant Center. The landing page will look like this: 

 

 

Update Your Fundraising Page 

From the landing page of your Participant Center in the “What to do next?” section, click on “Set up 

your Personal Page.” 
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A window will pop up and you can edit the title of your Personal Page and the text. Here you can include 

your personal story, why you chose to participate in the Maryland Half Marathon & 5K to benefit 

UMGCCC, and why you hope friends and family will support you. After making your changes, remember 

to click the blue “Save” button and click out of the window to close it. 

 

If you wish to change the photo on your page, scroll down on your Participant Center landing page and 

in the bottom right corner, you will see “Photos/Videos.” Click on “Update Media.” 
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From this screen, select “Choose File” to select the photo/s you would like to use from your computer. 

After making your selection, remember to click “Save/Upload.” 

 

After saving/uploading, click out of the window to return to your Participant Center landing page. 

Click on your “Personal Page URL” to view your updates. To make any additional changes or corrections, 

repeat the previous steps. 
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Create Your Custom URL 

You can edit the link to your fundraising page to make it easier to share. All custom links begin with 

http://www.ummsfoundation.org/goto/ - and you can add a unique, identifying ending. 

In the “Personal Page” section, click on “URL Settings.” 

 

In the window that pops up, you will see a box in which you can enter your custom URL, such as your 

name, then click “Save”. 

 

Once your link is saved, you will see it below “Personal Page URL.” You can copy and paste this link to 

share with friends and family. 
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Sending Emails through Your Participant Center 

After you log into your Participant Center, select the “Email” tab 

 

To start, you must select the contact/s you would like to send a message to. Click on “All Contacts” to 

view your list of email addresses.  
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You can either select “Email All” to send an email to all of your contacts listed; or you can individually 

select contacts and click the “Email Selected” button. 

 

To add a new contact, click on the “Add Contact” button on the right: 

 

In the pop-up window, enter the contact’s name and email address, then click “Add.” Add additional 

contacts by repeating this process. 
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To import your contacts from your email account, click on “Import Contacts.” 

On the next screen, choose your email service and click “Next.” 

 

This will bring you to a login screen to sync your email account. Follow the steps to your account to 

select the email addresses you wish to import. 

If you selected “Import my Address Book contacts from a generic .csv file,” the next screen will prompt 

you to import the file from your computer. Follow the steps to upload the file. 

Compose Your Email 

After selecting the contact/s you wish to send a message to, the email template will populate with the 

contact/s listed in the “Recipients” box.  
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Next, from the “Use a template” drop down menu, select the type of email you wish to send: “Thank 

You” for a donation received; “Solicitation” to request donations; or “Your Saved Templates” if you have 

previously drafted and saved an email in your Participant Center.  

 

Once you select a template, the drafted content will automatically populate. You can edit the content to 

whatever you would like to say. First, edit the “Subject.” This will appear as the email subject when it is 

sent. Then you can edit the body of the email. Make sure you scroll to the bottom of the email and enter 

your name at the end!  

 

When you are finished, you can either “Save as a Template” to send the email at a later time or send the 

email by selecting “Preview & Send.” 
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Entering an Offline Donation 

When you mail a check to the UMMS Foundation, the gift will be counted toward your fundraising but it 

will not automatically appear on your fundraising page. If you would like to see these donations on your 

fundraising page, you will need to add them as an offline donation. 

On your Participant Center landing page, scroll down until you see the section that says, “Personal 

Donations.” Click on the “Add” button. 

 

Enter the name of the donor, the amount of the gift, and payment type. If you are entering a check that 

you have already mailed to the UMMS Foundation and do not have the check number, you can enter 

the gift as cash. 

If you do not wish to see the gift amount displayed on your page, you can unselect the box “Yes, display 

the amount of this gift.” This will display the donor’s name on your Honor scroll but not the amount of 

the gift. 
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Click on “Additional gift entry fields” to include more contact information for the donor, such as street, 

city, state and zip code. 

 

 

Once the information is entered, click on “Add.” If you are entering multiple donations, click on “Save 

and Add Another” and repeat the process.  

 

After adding checks, remember to send the checks (or money order for cash) to the UMMS Foundation, 

P.O. Box 64573, Baltimore, MD 21264-4573 and put your name or team name with MHM&5K on the 

memo line. 
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Update Your Individual Fundraising Goal 

On your Participant Center landing page, in the “What to do next?” section, click on “Set a Goal.” 

  

In the pop-up window, enter your fundraising goal and hit “Save.” Remember, don’t let your donors see 

you hit your goal. Keep upping your goal so they keep donating. 
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Updating Your Account Information 

On your Participant Center landing page, select the “Profile” tab. 

 

This is where you can update your name, username, password, date of birth, email, home address, or 

phone number. Then scroll to the bottom of the page and click “Update.” 

 

You can also update your answers to the questions during the registration process: 

 

And update your “Privacy Options” and team membership options: 
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Forgot Password 

I forgot my username or password. What should I do? 

From www.mdhalfmarathon5k.org, click “Forgot Password?” in the upper right corner of the page. You 

will be prompted to enter your email address. You will then be emailed your username and/or a link to 

reset your password.  

 


