Together We Rise

Website User Manual

There are 4 main user types:


0. General Public


1: Member – member of a chapter, but not a leader


2: Leader – leader of a chapter


3: Admin – can configure the site, and perform advanced site maintenance
The documentation will detail site usage from all three perspectives.

0. General Public
Login/Logout: Anyone may login or out by clicking the button in the top right hand corner.  This gives you the option (if access is granted) to become one of the types of users listed below (with increased rights).

Help:  Everyone may access the onsite help by clicking the question mark icon next to login in the upper right hand corner.

Member Directories: Everyone can view all the members, sorted by business category.  Below each category, you will see a list of businesses, followed by the member who owns that business.  You can also search by keyword for business descriptions (e.g., products and services). To do this, you simply click on “Directories” in the main menu, the click on “Members” in the sub menu (right below it).
Chapter Directory: Everyone can see a list of chapters, with info such as area, leader, meeting time\dates, and meeting location.  If you click on the link “Chapter N of AREA” you will go to that site’s specific page and see more details.  You can also search for chapters near you by city or by zip code. To do this, you simply click on “Directories” in the main menu then “Chapters” in the sub menu right below it.

News: Every user may see the newsletter, kudos, or events.  To see these, you simply click on “News” in the main menu, and then click on what you want to see in the sub menu.  A popup will appear with the .doc file you wish to view.  NOTE: You need to enable popups to view this.
Sitemap: This is a page that summarizes all the site links in a single page (all the links you are allowed to navigate to!).  Simply click “Sitemap” in the main menu to view this page.

Search: Everyone may search for products\services\members or chapters by clicking on “Search” in the main menu, then click on the appropriate specific search in the sub menu.
1. All Registered Users (including Members):


All registered users (any of the 3 listed above) may do the following:

Logging In\Out: The login (or logout) button is the top-right most button the website

You Account Profile: users may change their profile (name, business, et cetera) by clicking “My Account” in the top right hand corner of the web site (left of “Login”).

Send Meeting Invitation:  All registered users may send a meeting invitation to all other registered users by clicking the “Setup Meeting” link next to “My Account” in the top right hand corner.  You can select who you wish to send the meeting invitation to, Place, Time, Date, and Type (Coffee, Lunch, etc…), ask your admin to add more options if you wish!

Refer Business: All registered users may send business referrals to all other registered users.  You may enter the recipient, Customer name, Contact Type –Call, or wait for call (ask you admin more options!), and the Customer’s number.  You may be rewarded for many fruitful referrals (all registered members can log the outcome of the referral when viewing them).

View References: All registered users may view references that have been sent to them by clicking the “View References” link next to “Refer Business” link in the top right hand corner.  You may also review business references (Real Lead, not interested, et cetera) – ask your admin for more options.  You will also see any meeting invitations here also.  You may also remove references and meetings by clicking the “remove” button located at the top of that reference or meeting.  
Message Board:  All registered users may communicate to all other members by using the “Members” message.  Click the “Message Board” link at the bottom of the header (above the flash animation).  You should see a “Members” link appear in the strip below the main menu.  Click that and you will see a list of all threads (conversation subjects), along with author, number of replies, and some other information as well.  Click on the link (subject), and you will see all the replies, along with the thread starting message as well.  You can also start a new thread by clicking on the “Post” link in the side bar (to the left).  Just fill in a subject, and a message body.  The subject will appear in the window you just came from.  NOTE: Empty subjects and bodies are not allowed.  At any time, you may click on the “Search” option (in the side bar) to search for messages by author, subject or body.  Click “Search” to see your results.  When viewing your results, you can click “View All” to see all the messages.    You may click “Search results” to view more search results.
Searching:  Click the “Search” Link in the main menu (next to sitemap), and you will be allowed the added ability to search the Member’s messages board, by clicking the “MEMBER MESG” link in the sub menu.  It works exactly as described in the previous section.

2. Chapter Leaders
View Reference Stats: By clicking the “Reference Stats” link in the upper right hand corner (next to login); the chapter leader may view reference statistics for all users in their chapter.  They will see the name of the member, followed by the number of outcomes their references have received (i.e., number of other users who have reviewed their references with that particular outcome).  This can be used for rewards.
Leader’s Message Board:  Leader’s have access to a leader’s message board which works in exactly the same way as the member’s message board, but is only available to chapter leaders (and the admin).

Search: Chapter Leaders have an extra option in the “Search” link in the main menu – “Leaders MESG” to search the leader’s message board as well.

Chapter Administration: The chapter leader is like an administrator for her own chapter.  She can view her chapter by going to the chapter-directory, and clicking on the link to her chapter as described in section 0.  She has two extra options: Edit and Members in her side bar.  Edit can be clicked to edit chapter options.  She may change area, zip, meeting time\day, et cetera.  The chapter leader may even assign a new leader!  By Clicking “Members” the leader can view all the members (non leaders) of her chapter.  She can remove members from her chapter by click the “remove” button next to the member.  She can add members to her chapter by clicking “Add User” in the side bar.  Here she can enter the username, first\last name, password, business description, business category, et cetera.  Contact you website administrator for more business categories.
3. Administrator
Reference Stats: The admin can view reference stats as described in section 2, except for ALL users.  

News: The admin can upload news (kudos, newsletter, events) by clicking on the same links as described in section 0 – Click on “Directories” in the main menu.  You will see an upload form.  Click browse to find the MS Word ® document you wish to upload.  You can click in the “View this document” link in the form to view the current.  Click the “Upload” button to make your changes.

Chapter Administration: The admin had leader powers of all chapters.  The admin can go to the chapter-directory as described in section 0, and click on the “remove” button or “edit” button next to the chapter link to remove it, or edit it.  An administrator can add chapters by clicking on the “Add Chapter” link in the side bar of the chapter-directory, or by clicking on that link in “My Account”

Member Administration:  The admin has full control over all user accounts.  She can add\remove\edit users by going to the “Manage Members” link, which is in the sidebar of the member-directory and My Account.  Here, you will see a list of users, with info such as first name, last name, phone, email, and two buttons: remove and edit.  Remove deletes the user from the system.  Edit will allow you to change all account setting for them, e.g. password, username, first name, last name, et cetera.  NOTE: The admin will NOT be asked for the old password when setting a new one.  From member-directory, the admin can also add business categories by clicking “Business Categories” in either My Account or the side bar of member-directory.
Drop Down Control:  There are several drop downs that users must select in the site.



Referrals
1) Reference Outcomes – what was the outcome of the reference?

2) Contact Type – You call the customer, or wait for them to call?

Meetings

3) Meeting Type – lunch, coffee?

Business Categories
4) Business Category – what kind of business is this user in?

The admin may add, remove or edit all of these by clicking on the link (see 1 through 4) in “My Account”  
