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USER'S GUIDE

Welcome to the SharePoint for Members User's Guide.

SharePoint for Members is a website that you can use to work with the
various association communities you are a member of—chapters, rosters,
committees, interest groups, and ad-hoc communities. You'll be able to
find resources, connect with other members, participate in discussions,
and collaborate on projects specific to your communities.

In addition, SharePoint for Members provides direct access to the
Protech Web Portal, where you can update your contact information,
renew your membership, and find and register for events.

This user's guide will help you log in to and find your way around the
SharePoint for Members site, and it includes the following topics:

e Signing in to SharePoint for Members

e  Getting around in SharePoint for Communities

e  Communities sites

e Joining an opt-in community

e  Keeping track of changes
e Setupanalert

e  Subscribe to an RSS feed
e My CRM Dashboard

Signing in to SharePoint for Members

In order to access your communities in your association's SharePoint for
Members site, you must log in, using the same user name and password
that you use to sign in to your association's Web Portal.

1. Inyour browser, open the SharePoint for Members home page.
2. Click the Sign In link in the upper right corner.
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Click here to sign in.

Welcome to IAFCRM

CRM is an industry term for software solutions that help
i i iations, and not for profits manage
and member relati ips in an ized way.

Annual Conference - Join us in Sunny San Diego!
Reagister now for the Annual Meeting and receive early-bird savings!

3. The sign-in page appears. Enter your user name and password,
then click Sign In.

Sign In
Back |
Home Membershi; Events Directories Online Store Communities
e — i A s B
User name: j'fcy
Password: [eessnes

O Sign me in automatically

4.  The home page will reappear. Your name will be displayed in the
upper-right corner.
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Welcome Roy Jacobsen ~

@e | ATCRM

Back |

i Home m Information Membershig Events Directories Online Store Communities

Welcome to IAFCRM

CRM is an industry term for software solutions that help
enterprise businesses, associations, and not for profits manage
customer and member relationships in an organized way

Annual Conference - Join us in Sunny San Diego!
Register now for the Annual Meeting and receive early-bird savings!

Getting around in SharePoint for Members

You'll use the Menu bar to navigate from one area to another in
SharePoint for Members. The Menu bar includes menus and buttons that
you'll use to open new pages and complete tasks.

Welcome Roy Jacobsen ~

@e IAfCRM l

Home Mx Information Membershig Events Directories Online Store Communities
O ——— 2= R S B

Welcome to IAFCRM

CRM is an industry term for software solutions that help
enterprise businesses, associations, and not for profits manage
customer and member relationships in an organized way.

Annual Conference - Join us in Sunny San Diego!
Register now for the Annual Meeting and receive early-bird savings

In some cases, you'll activate the menus by holding your mouse pointer
over the menu button; a menu will then appear and you can make your
choice. In other cases, you'll click the menu button to go directly to the
target page.

The Menu bar on the SharePoint for Members home page has more
options than it does within each of the communities sites.
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Menu bar on the SharePoint for Members home page

On the SharePoint for Members home page, the Menu bar includes the
following menus:

Home—This menu includes the following options:

e Change Login: Click this option to change your login hame.
e Change Password: Click this option to change your password.

Important

Changing your login name and password for SharePoint for Members
also changes them for Protech Web Portal.

e Logout (WP): Click this option to log out from your association's
Protech Web Portal.

e Default Web Portal Page: Click this option to open the home page
of your organization's Protech Web Portal site.

Qe |IAfCRM

Home ..M.J Information Membershig

Default Web Portal Page

My Information—The options on this menu will open pages in the
Protech Web Portal, where you can work with the following options:

e My Profile

e My Company

e My Pledges

e My Committees

e My Chapters

e My Exhibit Contract
e My Shopping Cart

e My Groups
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Qe |IAfCRM

Home My Information Mglnbershig Events

Membership—This menu includes options for working with your
membership and subscription information on the Protech Web Portal:

o  Renewal Online
e  Renew Company Dues
e  Renew a Subscription

) E—
\fTCRM

Information Membership D
i — e

Communities—You'll use this menu to open the home pages for each of
the types of communities within SharePoint for Members. The options
on this menu include the following:

e  Chapters

e Rosters

e  Committees

e Interest Groups
e Community
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Menu bar on communities sites

When you are working in the communities sites, such as the Chapters
site or the Committees site, the Menu bar will have only two buttons.
Clicking the Home button will take you to the top-level SharePoint for
Members home page. Clicking the second button will take you to the
home page for the communities site you are currently in.

For example, if you are working in the subsite for one of your chapters,
clicking the Chapters button will take you to the Chapters site home

page.

Qe | ATCRM —
Home Chapters {'_"'}
D AwaId nominations due ! HEw 8/21/2008 3:117
Click here to Click here to return L o nominations for the Md-West Chapter Awards Ceremony.
return to the main to the Chapters | by the next manthly meeting.
home page home page
uncement

= Chapter Events

= Chapter Tasks Chapter Events
= Chapter 10/21/2008 7:00 PM Chapter Social ! Hew
Joim s for = svenin

a of fine dining and conversation

Communities sites

SharePoint for Members includes sites for the different types of
communities—qgroups of individuals with common interests or
characteristics—in your association. For example, your association can
set up community sites for its committees, and every committee member
will have access to the committee site.

Welcome Roy Jacobsen ~

Welcome to the the Protech Committees Community site! All Committees

§Hfl 1AFCRM - Nuclear Energy Committee

-l watershed Protection
Members to network and plan for the future in the following ways: T

This new and exciting product by Protech will provide an area for your Committee

Links

Discussions

Share Documents
Committee Calendar
Tasks

Email Alerts

RSS feed capable

oy I

s g fyouare a memberof a

o cammittes, you will have
access to the committee site.

RSS viewer

Wheatworld RSS Feed
History’s Modern Marvels to Showcase Wheat and
Industry

s Temsinln ta Dack imal S 11 € Wikant CoEE

Today's Important Committee Events

Your access to most of these sites is controlled by whether you are a
member of the community. For example, you can only access a
committee's site if you are a member of the committee. However, your
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association can also create sites for communities that you can choose to
join.

Welcame Ray Jacobsen -

.. I AfC R M Welcome to the Professional Services Community

Back |

Home GCommunities

PEETTIIS Community Announcements Jointh
* Presentation Welcome to the Professional Services community site! ! new 8/27/2008 9:25 AM oin € group
templates by Administrator

e We've created this site to give everyone involved with Professional Services a place to share T

ideas, find information, and discuss important issues. Join the group and make your voice
heard!

= Useful links
Click here to join

Discussions this cormmunity,

= Client relations

= General topics

Sites

People and Groups

Joining an opt-in community

Your association can set up sites for ad-hoc, opt-in communities—groups
that you can choose to join to leave at any time, and which are not based
on your membership in a committee, roster, or chapter. These ad-hoc
communities can be formed around political issues, professions, hobbies,
or any other common interest.

1. To view the available opt-in communities, log in to the SharePoint
for Members site.

2. On the home page, hold your mouse pointer over the
Communities menu. A list of community types will appear.

Note

Your association's SharePoint for Members pages may appear different
from the following illustrations.

10
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Welcome Roy Jacobsen ~

Qe | AfCRM

Home m Information Mﬂemhig Events Directories Online Store

Back |_|

Communities

Hold your mouse over
Communities to see the  |\f
community types.

CRWTS ITITOUSTy T 10T Sunware
enterprise businesses, assouanons: AN NOCRMAM
customer and member relationships i

Annual Conference - Join us in Sunny San Diego!

r now for the Annual Meeting and receive early-bird savings!
t more information

3. Click the Community menu selection. The Communities site
home page will appear.

4. Clicka link in the All Communities list to view the community's
home page.

‘Welcome Roy Jacobsen ~

@e IATCRM

Home GCommunities
e —

Click a link to view
the community.

Back

Welcome to the the Protech Communities Site! All C ities
+~§Hi Family Tssues

-l W@%

This new and exciting product by Protech will now provide your Association an area to
build Communities through the use of these robust social networking tools. Now your
members can stay in touch with one another, collaborate and share information in the Links

following ways: o Interaction Design Association
o I Design Net

* Discussions a Marae -Next Gen UI Test tool
® Share Documents

*  Community Calendar RSS Viewer

*  Tasks

*  Email Alerts IxDA Discussion

.

RSS feed capable

[Event - Recap] Chicago Happy Hour - August

5. In the community's home page, click Join the group.

11
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Welcome Roy Jacobsen +

.. I AfC R M Welcome to the Professional Services Community

Back

Home Communities

PEETTIIS Community Announcements Jointh
* Presentation Welcome to the Professional Services community site! ! vew 8/27/2008 9:25 AM oin € group
templates by Administrator

We've created this site to give everyane invalved with Professional Services a place to share
ideas, find information, and discuss important issues. Join the group and make your voice
heard!

Lists
= Useful links

Click here to join
Discussions this cormmunity,

= Client relations

= General topics

Sites

People and Groups

6. You will automatically be added to the list of community
members. You can leave the community at any time by clicking
the Unsubscribe button on the community's home page.

Keeping track of changes

You can keep track of changes to the discussion boards, document
libraries, and lists in the SharePoint for Members using two different
methods: setting up alerts, or using RSS feeds.

Alerts

When you set up an alert, you will receive an email message whenever
the content of the area changes. For example, if you set up an alert on
one of the group discussion boards, you'll be notified whenever someone
adds a new topic, or replies to a topic. You'll set up separate alerts for
each discussion board, document library, or list that you want to monitor.
You can remove an alert at any time. For more information, see Set up an
alert on page 13.

RSS feeds

RSS (Really Simple Syndication) is a method used by some websites that
allows users to “subscribe” to their content, making it easier to keep up
with new and updated content. When you add an RSS feed to a feed
reader, you no longer have to actually visit the website to see if there is
any new content.

If you use an RSS feed reader, such as the feed reader built into
Microsoft Internet Explorer 7.0, Microsoft Office Outlook 2007, or a
web-based reader, such as Bloglines (www.bloglines.com) or Google
Reader (http://reader.google.com), you can subscribe to feeds in any
discussion board, document library, or list. For more information, see
Subscribe to an RSS feed on page 14.

12
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Set up an alert

You can keep track of changes to the discussion boards, document
libraries, and lists in the SharePoint for Members by setting up alerts.
(You can also subscribe to RSS feeds if you prefer. For more
information, see Keeping track of changes on page 12.)

When you set up an alert, you will receive an email message whenever
the content of the area changes. For example, if you set up an alert on
one of the group discussion boards, you'll be notified whenever someone
adds a new topic, or replies to a topic. You'll set up separate alerts for
each discussion board, document library, or list that you want to monitor.
You can remove an alert at any time.

1. Go to the discussion board, document library, or list that you want
to monitor.

2. Click Actions, then on the menu that appears, click Alert Me.

Welcome Roy Jacobsen +

.. I AfC R M Welcome to the IAFCRM - Mid-West Chapter

Back |
Home Chaﬂers
. 2008 , | actions - | views | Calendar -
Jan Feb Mar View R5S Feed
|;‘Q Syndicate items with an RSS reader. Expand All Collapse 4l | [@Day [ Week [30Month
Apr May Jun
: Alert Me [uesday Wednesday Thursday Friday Saturday
Jul Aug Sep 5_ Receive e-mail notifications when —— 30 e = — = s = e
Oct Nov Dec items change. p:
Today is
Wednesday, August 27, 2008
Discussions
* Chapter Discussion H - = = Ci 8 9
Lists
= Chapter Events
v
£ >

3. Inthe page that appears, enter a title for this alert.

‘Welcome Roy Jacobsen ~

.. I AfC R M Welcome to the IAFCRM - Mid-West Chapter

Back |

Home Chaﬂers
Biscussions
= Chapter

TEEEEE Alert Tile Chapter Events | T

Enter the title for this alert. This is induded in the subject of the e-mail L

Lists notification sent for this alert.
= Chapter Events
= Chapter Tasks Change Type Only send me alerts when
o EiETE Specify the type of changes that you want to be alerted to. B

Announcements O New items are added

Custom List O Existing items are modified

Documents O tems are deleted
* Shared Documents
* Chapter Wiki Send Alerts for These Changes Send me an alert when

=

13



Protech SharePoint for Communities

4. Select the options to control when you want to be notified, and
select the notification frequency.

5. Click OK to save your alert.

Subscribe to an RSS feed

You can keep track of changes to the discussion boards, document
libraries, and lists in the SharePoint for Members by subscribing to RSS
feeds. (You can also set up an alert if you prefer. For more information,
see Set up an alert on page 13.)

RSS (Really Simple Syndication) is a method used by some websites that
allows users to “subscribe” to their content, making it easier to keep up
with new and updated content. When you add an RSS feed to a feed
reader, you no longer have to actually visit the website to see if there is
any new content.

If you use an RSS feed reader, such as the feed reader built into
Microsoft Internet Explorer 7.0, Microsoft Office Outlook 2007, or a
web-based reader, such as Bloglines (www.bloglines.com) or Google
Reader (http://reader.google.com), you can subscribe to feeds in any
SharePoint for Members discussion board, document library, or list.

This procedure shows how to subscribe to one of the SharePoint for
Members RSS feeds using Internet Explorer. If you use a different feed
reader, you'll need to modify the steps to fit that application.

1. Go to the discussion board, document library, or list that you want
to monitor.

2. Click Actions, then on the menu that appears, click View RSS
Feed.

Welcome Roy Jacobsen =
.. I AfC R M Welcome to the IAFCRM - Mid-West Chapter
Back
Home Chapters
4 2008 3 Actions ¥ view: | Calendar
Jan Feb Mar =4 View RSS Feed
’ Syndicate items with an RSS rea\i{b Expand All Collapse Al | [T} Day [F]Wweek [3I Month
Apr May Jun
A, | Alert Me [ussday Wednesday Thursday Friday Saturday
Jul Aug Sep "l_ Receive e-mail notifications when = 30 l = 3 — = = = EEEE
oct Nov Dec items change.
Today is
Thursday, August 28, 2008
Discussions
= Chapter Discussion H - B = - = 9
Lists
= Chapter Events 2
< >

3. A preview of the feed will appear. Click Subscribe to this feed.

4. Inthe Subscribe to this Feed dialog, you can modify the name of
the feed, and if necessary, choose a folder to save it in.

14
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Internet Explorer f'>_<|

* Subscribe to this Feed
L'l When you subscribe to afeed, it is automatically added
to the Favortes Center and kept up to date.

[N SR FCRM - Mid-West: Chapter Everts |

Feeds V| [ Mew folder ]

Create in:

Subscribe H Cancel ]

5. Click Subscribe.

6. To view your feeds in Internet Explorer, click the Favorites
Center button, and then click Feeds. You can then select the feed
you want to view.

/= Home - IAFCRM - Windows Internet Explorer Q@E
:: Click the Favorites /default.aspx v} 45| X { J Poiis

Center button...
bis  Help

St = = »
|9% | &% | @ Home -1aFcRM - B - - [=2hpage v & Toos -
pce I ...andthen click
W Fi ite if Feed:

¢ Favorites ‘-E'J eeds *—&-Hs&efy— Feeds.

() Microsoft Feeds

@ IAFCRM - Mid-West: Chapter E‘-/eEts +9

Welcome Roy Jacobsen +

Then you can select
eh feed you want
to view Membershij Events Directories Online Store
> [ o ] ... 2 2 A 2 U115 L —

Welcome to IAFCRM

CRM is an industry term for software solutions that help
prise busi associations, and not for profits manage
customer and member relationships in an organized way.

o v
L
|

& Local intranet ®100% ~

7. If you are using Microsoft Office Outlook 2007, any feeds you add
using this method will also appear in the list of RSS feeds in
Outlook.

My CRM Dashboard

You can use the CRM Dashboard to view all of the group sites you
have access to, as well as to view and update your contact information,
and upload a picture of yourself.

You can open the CRM Dashboard from any SharePoint for Members

page by clicking the Welcome link in the upper right corner, and then
clicking My CRM Dashboard.

15
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Click the Welcome link...

Welcome Roy Jacobsen ~

My Settings

Update your user information,
regional settings, and alerts.

Sign in as Different User
Login with a different account.
Sign Out

Logout of this site,

My CRM Dashboard
Navigate to your CRM Dashboa(H

Qe |IAfCRM

Home m Information

Welcome to IAFCRM

CRM is an industry term for software solutions that help
enterprise businesses, associations, and not for profits manage
customer and member relationships in an organized way.

The My CRM Dashboard page will appear. This page includes Web
parts that show the sites and subsites that you have access to, your profile
and picture (if you have uploaded one), and announcements, as well as
any tasks assigned to you, and a list of calendar events.

Welcome Roy Jacobsen =

Qe IATCRM

Home m Information Membershie

My Communities

Back |
Communities
SR

Upload Image

Events Directories Online Store
— — —_—

Announcements

IAFCRM is now launched using SharePoint Technol
by Wiliam Slade

Chapters 6/30/2008 1:44 PM

Committees

Tasks

Communities Title Status Priarity Due Date Contact Infermation

2 Edit Contact
Display Roy Jacebsen

% Complete
There are no items to show in this view of the "Taske" list.

Calendar Name:

N Al D Evi Informal
O 0 g Tite Location  StartTime End Time All Day Event me:
& 85  Admins Boardroom  7/20/2008 1:00PM  §/6/2027 2:00 PM Suffix:
brainstarm Email:

session Company: Olympia
Consulting, Inc.

Job Title:

Address: PO Box =
422, Flossmoor,
IL 60422-0422

City: Flossmoor
State: L

Country:

Zip: ©£0422-0422
Work 708-957-5700
Phone:

Viewing your communities

Use the My Communities Web part to view the communities that you
have access to. You can click any of the links in this Web part to open
that community site.

16
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®e IAfCRM

Home m Information Membershi Events Directories On
e — —l — -
My Communities Announcements
IAFCRM| rePoint Technology 6302008 1:44 7
= chapters by Wiz

Click a cormmunity link

| IAFCRM - Lake Wobegon €————
& g to open that site

[+] 1AFCRM - Mid-west

Tasks
Title Status Priarity Due Date

(] Committees
[¥] 1AFCRM - Nuclear Energy  There are no items to show in this view of the “Tasks” Ist.

Committee
Calendar
B Rosters S =t Location  Start Time End Time :
[“I Health Care Exeq aiick the plus hutton next ldmins Bocrdroom  7/20/2008 L00PM  8/6/2027 2:00 PM
to the group type to view a‘:'sri'gg]fm

the groups you have

%IGS -
access to

Communities

\Zl Family Issues
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