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Update Contact Information in the Info Hub

You may update your own existing contact information or add new contact information in the Info

Hub.

1. Click My Info in the Navigation Panel. The screen will display the Contact info tab.

None 1

Contact Info Membership Account

4 s
Mary White #

CONTACT INFO

None 2147 Main Street ( by MN 56441

Work maryw@mailinator.com

PROFESSIONAL BIO

Related Businesses

(]

©

Related Contacts Refer Others

LISTS/COMMITTEES

New Newsletter

Governance Committee

Business Spotlight
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2. Click the 0 icon in Contact Info to add additional contact details OR click the pencil icon to
edit existing contact detalils.

Add Contact Info - Tami Petterson

Phones / Emails / Sites
Phone, email, or website
Addresses
Address City State/Prdmatal Refmmtry Type Usage Note
Code
ARMCP InfoHub Wiki — Update 2.24.20 3

Association of Residential Mortgage Compliance Professionals (ARMCP)
© 2020 ARMCP. All Rights Reserved.



http://supportwiki.memberzone.org/index.php?title=File:Black_plus.jpg
http://supportwiki.memberzone.org/index.php?title=File:Contact_Details.jpg

3. The LISTS/ICOMMITTEES section will display committees to which you belong.

e You can click the X adjacent to a list‘committee that you no longer wish to belong to, OR

e You can click the o icon in the Lists/Committees section to view the lists/committees
available to join and join.

Lists/Committees | can join

n Category Name Description
Governance Committee

Business Spotiight

Hot Deals Weekly Emalls
Educational Committee
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Update Related Businesses Information

You may update related organization information via the Info Hub.

1. Click My Info in the Navigation Panel.
2. Click the Related Businesses tab.

Contact Info

Mailing

Other

Membership Account Related Businesses Related Contacts Refer Others

CONTACT INFO FOR TULIPS

cheri.petterson@growthzone.com

3. Click the o icon to add additional organization information. NOTE: You must
have Create privileges to add new information.

OR

4. Click the to edit existing information.
5. Click Save if changes have been made.
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Update Related Contacts

1. Click My Info in the Navigation Panel.
2. Click the Related Contacts tab.

Contact Info Membershig Account Related Businesses Related Contacts Refer Others

| O add contact

Business Name Contact Name Status Title Contact Email Access Level Last Login Actions

Tulip Cherl Petterson
Tulip: Terrance Williams terrance@mailinator.com taff

3. Click the Add Contact button to add a new contact. NOTE: Create privileges are needed to add
new information.

OR

/’

4. Click the . to edit existing information. NOTE: This option also allows the member to send the
reset password email to the contact.

5. Click Save if changes have been made.
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Send a Referral

The Info Hub makes it easy for you to refer non-members to your organization, by selecting My
Info and clicking the Refer Others tab.

1. Click My Info in the Navigation Panel.
2. Click the Refer Others tab.

Contact Info Membership Account Related Businesses Related Contacts Refer Others

Refer a Business or Individual for Membership

We appreciate your referral of prospective members. Please provide the information below and we will be in contact with
them regarding the benefits of Cheri's Sandboxes. Thank you!
Organization Name

First Name
Last Mame
Email Address

Comments

May we mention that you referred them to us?

Fill in the required field (Organization, First Name, Last Name, Email Address)
(Optional) Enter Comments.

Select whether the organization may mention you as the person who referred them.
Click Submit.

o gk w
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View Billing Transactions and Pay Invoices

You may view your account history and pay bills within the Info Hub.

1. Click My Info in the Navigation Panel.
2. Click the Billing tab.

Zontact Info Membership B g Related Businesses Related Contacts Refer Others

BALANCES m PAYMENT PROFILES

BALANCE CREDIT BALANCE OPEN INVOICE AMOUNT

OPEN INVOICES

TYPE TRANSACTION DATE REF # CONTACT NAME DETAIL ITEMS AMOUNT ACTIONS
8 s T Fund
-]

A Place for Dogs X 7 . 54 Acoony

e Balances: The balances section will display the current balances.

¢ Payment Profiles: Any stored payment profiles will be displayed in the section.
See Store Credit Cards in the Info Hub for details on adding stored payment profiles.

e Open Invoices: The open invoices section will display all of the open invoices.

e Scheduled Billing Items: This section displays any current recurring billing configured
for the member. You may ONLY assign or change the stored payment profile associated

to the schedule (by clicking the icon). A change to the actual schedule must be
made by staff in the back office.

Edit Scheduled Billing Item = ®

[tem

Description Quantity Price Total
Default Membership 2

Payment Profile
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e Billing History: This section will display all transaction history, including payments,
invoices, refunds, credits and so on.

The Pay Now button is only displayed if the member has a balance. section is displayed on the Info
Hub Home Page.

Store Credit Cards

1. Click My Info in the Navigation Panel.
2. Click the Billing tab.

fontact Info Membership Related Businesses Related Family - TOP Related Contacts Refer Others
& x
BALANCES PAYMENT PROFILES "o
BALANCE CREDIT BALANCE OPEN INVOICE AMOUNT Visacthphenean 4242-7 )
- ¢
OPEN INVOICES
TYPE TRANSACTION DATE REF # CONTACT NAME DETAIL ITEMS AMOUNT ACTIONS

3. Click the O icon in the Payment Profiles section.

e Associate With: This setting allows you to define whether the profile is associated to the
user or the organization. By default, the name of the user logged into the Info Hub will be
displayed.

e Payment Profile Type: Select Credit Card

e Enter all required credit card and address information.

4. Click Done.

The credit card is now available to the user/organization for payment of bills through the Info Hub,
when registering for events, purchasing from the store, etc. Additionally, the credit card is available
in the back-office for payment of bills and setting up automated payments.

Edit Expiration Date of Credit Card Stored in the Info Hub

0 NOTE: You can only edit the expiration month & year for an existing card. If you need to

update the CVC of the card, you must delete the card and enter the new card with new
CVC.

1. Click My Info in the Navigation Panel.
2. Click the Billing tab.

ARMCP InfoHub Wiki — Update 2.24.20
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SCHEDULED BILLING ITEMS

DESCRIPTION FREQUENCY NEXT BILL DATE QUANTITY PRICE  PAYMENT PROFILE

PAYMENT PROFILES ©

n,

BILL CONTACT NAME

MEMBERSHIP NAME

ACTIONS

’,
3. Click the . for the credit card you wish to edit.

Edit Payment Profile

Associate With

Update Card Information

ate a field thatis not a ible In this form, you must d

Card Exp Month Card Exp Year

4. Update desired information.
5. Click Done.

Delete a Credit Card Stored in the Info Hub

1. Click My Info in the Navigation Panel.
2. Click the Billing tab.
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SCHEDULED BILLING ITEMS

DESCRIPTION FREQUENCY NEXT BILL DATE QUANTITY PRICE  PAYMENT PROFILE BILL CONTACT NAME MEMBERSHIP NAME ACTIONS
PAYMENT PROFILES ©

n,

7’
3. Click the . for the credit card you wish to delete.

Edit Payment Profile

Name

............

Associate With

Update Card Information

Card Exp Month Card Exp Year

4. Click Delete.
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Store Bank Account Profile

1. Click My Info in the Navigation Panel.
2. Click the Billing tab.

Contact Info Membership Account Related Organizations Related Contacts Refer Others

SCHEDULED BILLING ITEMS

,,,,,,,,, _

L+

Add Payment Profile s 8 x

3. Click the icon in the Payment Profiles section.

Associate With

her: Petters

Payment Profile Type

Card Number Month Year cvcC
8 v 2018 v

Address Line 1

Address Line 2

City State/Province Postal Code Country Code

v nited States v
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4. Select Bank from the Payment Profile Type drop-down list.

Add Payment Profile

Associate With
etter

Payment Profile Type

Add Bank Account Click here if your bank Is not listed...

Cancel
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5. Click the Click here if your bank is not listed... hyper-link. NOTE: You may click Add

Bank however, it would then be necessary to select your bank, and enter log-in credentials
for that bank.

Add Payment Profile

Associate With

Payment Profile Type

Bank

Add Bank Account Click here if your bank is not listed...

Account Holder
Type

Account Holder I
Name

Account I
Number

Routing I
Number

Country

Currency

N
m m o

=rr
Lance!

Enter all required bank information.

6. Click the checkbox - | authorize ARMCP to electronically debit my account and, if

necessary, electronically credit my account to correct erroneous debits.
7. Click Done.
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The bank account will initially be displayed as (Un-Verified), it is not available for use until it has
been verified. To verify that the account is valid, two small deposits will be made to bank account.
The user will need to return to the stored profile to verify the account by entering the amounts of the
two small deposits:

1. Click My Info in the Navigation Panel.
2. Click the Billing tab.

Fontact info Membership Billing Related Businesses Related Contacts Refer Others
SCHEDULED BILLING ITEMS
BALA E
[monce  cdemane  opemmeksAmesmt  |Awos
[~
[~
[rpe | tamacdonvate meferencomumber  ossitems [Ameuwt [Ssmc | Adiem |
=3
. rd o
3. Click the next the Unverified bank account.
Edit Payment Profile s 8 =

Name
NEIGHBORHOOD NATIONAL BANK:#*##widae»2542 {(usd)

Associate With

Bank Account Verification

Amount 1 Amount 2

m Ca rlce‘

4. Enter the amount of the deposits made to the bank account in the Amount 1 and
the Amount 2 text boxes.

5. Click Done.
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If the deposit amounts are correct, the bank account is now verified and ready for use.
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Pay an Invoice

1. Click My Info in the Navigation Panel.
2. Click the Billing tab.

Contact info Membership Billing Relared Businesses Related Contacts Refer Others
SCHEDULED SILLING ITEMS
NEXT 8ILL PAYMENT BILL CONTACT
DESCRIPTION EREQUENCY o o QUANTITY PRICE oo NAME
;"“"':‘l‘fh_:hr Morthly 6014/2019 1.00 $104.17

PAYMENT PROFILES

None to daplay

BALANCES

BALANCE CREDIT BALANCE OPEN INVOICE AMOUNT

$100.00 SO0 $100.00

$0.00 $35.00

$25.00

OPEN INVOICES

MEMBERSHIP NAME ACTIONS

Brone |
Membershg

TYPE TRANSACTION DATE REFERENCE NUMBER DETAIL ITEMS AMOUNT BALANCE ACTIONS
Jrrvaice &/ 67 $350.00 e Fishing Hats $350.0( $100,00 n
3. Click the arrow on the Actions button for the invoice to be paid.
OPEN INVOICES
TYPE TRANSACTION DATE REFERENCE NUMBER DETAIL ITEMS AMOUNT BALANCE ACTIONS
.
-
? "'——-—-u
Iwaice 972472018 670 $350.00  lce Fishing Hats $350.00 $100.00 ‘ol —-b
== Enter Credit Card |
= Annugl Dinner Download Involce
wolce 11/472018 691 $75.00 R,.,;.‘:}’,,“.'nn $75.00 3 & |
BILLING HISTORY
TYPE TRANSACTION DATE REFERENCE NUMBER DETAIL ITEMS AMOUNT  BALANCE ACTIONS
moice Y24/2018 670 $350.00  lem Fishing Hats $350.00 $100.00 -
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4. Click Enter Credit Card.

Payment From
Allison Wiison
Stored Payment Methods
Select a Stored Payment Method v

Enter Card Information

Card Number Month Year cvC
n v 2018 v

Address Line 1

Address Line 2

City State/Province Postal Code Country Code

v nited States v

Store Payment Info For Future

Payment Date Amount

5/2018 = 100

Advanced Options Cancel

5. Enter Credit Card Information OR select a previously stored credit card. If entering a new
credit card, you may elect to store the credit card for future purchases by enabling Store
Payment Info For Future.

6. Select the invoices you wish to pay. NOTE: If you wish to pay invoices for other contacts
related to the organization, enable the Advanced Options and enable the Display Related
Contacts' Invoices. The invoices for all contacts related to the organization will be
displayed in the invoice list for selection.

7. Click Done.

ARMCP InfoHub Wiki — Update 2.24.20
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Download an Invoice

If you wish a copy of an invoice, you may download it from the Account tab in the InfoHub.

1. Click My Info in the Navigation Panel.
2. Click the Billing tab.

e TRANSACTION DATE REFERZNCE NUMBER DETAIL ITEMS AMOUNT BALANCE ACTIONS

b
" r——
b
O
3. Inthe Open Invoices or Billing History section, click the arrow on the Actions button for
the invoice you wish to download.
4. Click Download Invoice.
ARMCP InfoHub Wiki — Update 2.24.20 19
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Update Directory Listing Information

1. Click Directory Listing in the Navigation Panel. The current directory listing type will be

displayed.

My Directory Listing

Type Directory Name Owner

Actions

ARMCP InfoHub Wiki — Update 2.24.20
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2. In the Actions column, click the pencil icon.

Edit Directory Listing

Alternative Display Name (Optional)
Short Descrs ption

Description

Keywords

Highlights (for Directory)

Categorles

Images

Videos

3. The following directory listing settings may be updated.
organization that will be displayed in the directory.
e Short Description - The short description is displayed with the search results.

ARMCP InfoHub Wiki — Update 2.24.20
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e Description - The description is displayed when the organization is selected from the
directory.

¢ Keywords - Keywords are used to search the directory.

e Highlights (for Directory) - Provides ability to add additional description of the
organization in the directory.

e Categories - Select the business categories under which the organization will be
displayed in the directory.

e Images - Click the Add button to add images to be displayed in the directory.

Image Manager

Upload Select Existing Cancel

e VIDEOS - Click the + button and enter a URL for video(s) to be displayed in the
directory.

Add Edit Contact Video Gallery item 8 x

e Custom Fields - if you have added custom fields, such as pricing or driving
directions, these may also be updated for the directory listing.

4. Click Done.

ARMCP InfoHub Wiki — Update 2.24.20 22
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Manage Email Subscriptions

A member may easily subscribe and un-subscribe from the email lists in the Info Hub. Only email list

that you have designed as "Users Allowed to View List" and "Users Can Join" are available for
subscription/un-subscription.

1. Click My Subscriptions in the Navigation Panel.

Home
My Info

My Directory Listing(s)

My Subscriptions

Events

ARMCP InfoHub Wiki — Update 2.24.20
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A list of email lists will be displayed. The lists to which the member belongs will be selected.

My Email Subscriptions

Email Address
claude@mailinator.com
Subscriptions
] List Name Description

”, Young Professional

2. Click the check-boxes for the groups you wish to subscribe to OR de-select the check-boxes
for the groups you wish to un-subscribe from.
3. Click Save.
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Manage Events in the Info Hub

View Full Event Details

You can view full event details in the Info Hub by either clicking the name of the event in the event
list on the right-hand side, or by clicking into Events in the left-hand navigation panel, and clicking
an event from the calendar. The view of the event is similar to the view that the public will see on
your public website.

< Annual Expo. [ Hlinlw]
DESCRIPTION
| Ex X[
| Ex
HOURS
Avg v — Aug
21 “ 22
PRICING
M $
s $1
LOCATION
333 N Central Ave r % C Arizona Center ;‘JO
33 N Cer Ave Phoenix, AZ -
i
Van Buren/Ceditral Ave D333 North i (&)

From the full events detail page, you can click the Register button to register for the event. Alternate
registration methods are described below.
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Register for an Event

Upcoming events that have been configured to display in the Info Hub will be shown on the Info
Hub Home page. If registration is available, simply click the Register button to open the event
registration page.

1~g ND Veterinary Chapter ...
!2‘8 South India qlnner _
1(.)» ND Veterinary Chapter ... _
NS" v ND Veterinary Chapter ...
2u7 2020 South India Dinner

Home

My Info

My Directory Listing(s)

My Subscriptions

Events

Alternately:

1. Click Events in the left-hand navigation. The Events Calendar will be displayed in Month
View, or the user may change the view to List View.

vonth View List View
« [Clear All)
Event Name Start Date Description Actions
ND Veterinary Chapter Weekly Breakfast Meeting ND V wy of Week K Meot u
South India Dinner : . f e n
ND Veterinary Chapter Weekly Breakfast Meeting ND Veter y 1er Week 1k [ n
ND Veterinary Chapter Weekly Breakfast Meeting ter Week eak { n
2020 South India Dinner it 2 u
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2. Click the event from the list or scroll through the calendar to find and click the desired event.
The Event description page will be displayed.

L

i ,  NOTE: If you have already registered for an event, “Registered” will be displayed in all
locations where you would be able to register for an event. For Example, below shows the
Event list on the main page.

Jul

27

Aug

1

Jun

8

Jun

8

Jan

26

UPCO

MING EVENTS

Fall India Feast

Friday, 1100 AM

Ye Old Barbeque

. - M oA
.."'.lt'w',,\l,, .00 FWi

2019 Golf Tournament

Calite ; B¢
saturday, 500 /

2019 Rodeo & Barbec...

Saturday, 5:00

e Ts

Ye Old Barbeque

Tuesday, &
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Update Event Registration

Once you have registered for an event, you can easily update registration via the Info Hub. The
attendee name may be updated, and additional attendees may be added.

1. Inthe Info Hub, click the event that you wish to update.

@ crers oinner o TR KNS

HOURS CONTACT INFORMATION
Cherl Pette:
Apr Friday . Ape Frids
26 £:00 7) 26
LOCATION
21748 S Raider Ct ¢ 8 sinin

21742 S Ra y, MN 5644

21748 South
Raider Count

Loogle

Loz dae B3 Termacilse  Bepor » mag ersr

Click the Update Registration button.
Update the registration as desired.

If needed, enter Payment Information.
Click Submit.

arwnN
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Register Additional Attendees

Once you have registered for an event, you can easily register additional attendees via the Info Hub.

1. Inthe Info Hub, click the event that you wish to update.

vionth View List View

@ crers vinner o T TN

HOURS CONTACT INFORMATION

Apr Friday " apr Cheri Petterso
26 £:00 P 26

LOCATION

21748 S Raider Ct s

21748 S Ra 3 stry, MN 56441

21748 South
Raider Court

)
. : ~ongle

Map dete #3013 Googe  Terma of Use  Baper & mag e

Click the Register More button.
Add additional attendee as needed.
Enter Payment information.

Click Submit.

ar®N
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Add an Event

Your members may add event via the Info Hub.

NOTE: Only users with Create or Full Control access to events may add events. Users
with Full Control may add events without approval, and users with Create may add

0 events, but the event must be approved by staff. Staff who have subscribed to the Event
Submitted For Approval will receive a notification that an event has been submitted.
See Configure User Notifications for details.

Users with Create or Full Control access may add new events via the Info Hub.

1. Click Events in the left-hand navigation panel.

Music i the Park

Crab Fest

Business after Hours

Community Ferum

Tulip Festiva

New Indian Feast

Ice Fishing Event

4th Annual Indlan Feast
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2. Click the Add New Event button.

Add New Event 8 x
Name
Contact Organization
Allison Wilson Aloha Floral
Email Address Phone
allison@mailinator .con v — Select A Phone - v

Event Contact Details

Description

Location Name

Address 1

Address 2

¢ Name - Enter a name for the event. This is the name that will display on your website.

e Contact - Enter the contact person for the event.

e Description - Provide a description of the event. This description will be displayed on
your website.

e Location - Enter location information. This information will be displayed on your website.

e Publish Date - Enter the date that you wish to begin displaying this event on your
website.

e Start At/End At - This is the start time and end time of the event.

e Time/Hours Details - This section allows you to enter descriptive information about the
time/hours of the event (such as when registration opens, when dinner starts, when
auction starts).

e Organization - The name of your chamber/association will be automatically populated.
You may change this to associate this event to a different organization.

¢ Email Address- email address you want displayed on the event page
¢ Phone- phone number you want displayed on the event page
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e Additional Contact Details - This text box allows you to enter further contact
information, i.e. name, phone number, emalil, etc.

e Category - To assist you in filtering, sorting and/or report on this event, you may select a

category from the drop-down list. This is optional. Click here for further information on
setting up Categories.

e Calendar - Select the calendar(s) on which you want to display this event. The event
may be displayed on multiple calendars.

e Published Status - Select the status of this event, only approved events will be
displayed on the calendars you have selected.

e Enable Registration - Select this checkbox to allow registration for this event. If this is
not selected, a registration button will not be displayed on your website, however, your
staff members would be able to register people from the back-office.

3. Click Save to save the new event.

If the user has Full Control in the Info Hub, the event is automatically approved. If the user has
Create access to events in the Info Hub, staff who have subscribed to the Event Submitted For
Approval notification will receive an email, and will have the ability to review and approve (or
decline) the event. See Approve Events Submitted by Members for instructions on approving
events.
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Add/View Resources

Via the Info Hub, you and your members can easily share resources. Your members will also be
able to upload files to a My Files folder that would only be visible to that member, but also attached
to the member's files tab in the back office. Members may add files, images, videos, etc.

View Resources

Members must have View access to the Info Hub to see available resources. Additionally, if
resources have been limited to particular groups (optional), the members will only see the resources
if they belong to the group.

1. Click Resources in the left-hand navigation panel.
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The resources may be viewed in a card or list view. Displayed for each resource: Name,
Category, Lists/Committees shared with, and Date Added. By dwelling the mouse over a
resource, description of the resource is displayed.

2. Click the desired resource to view it.

The list of resources may be filtered by clicking the Customize Results option, and selecting from
the following filters:

e Resource Type

e Date Added

e Lists/Committees
o Category

Add Shared Resources

Members must have Create access to Resources in the Info Hub to add resources. Standard
word/pdf documents, as well as .jpg, .png and videos may be added to resources. Executable
files(.exe, .msi) may not be added to resources.

1. Click Resources in the left-hand navigation panel.
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2. On the Resources tab, click the Add button.
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File - Max 30MB

Choose File | !

Video Link or External Resource URL (To embed a video, be sure to include https://)

Restrict access to these Lists/Committees Publish Start Date Publish End Date

None Selected « k=

Categories

Cancel

3. Provide a Title for the resource. The title will be displayed in the list of resources, and
provide an understanding of the purpose of the resource.

4. Provide a Description of the resource. The description is displayed when the mouse is
dwelled over the title of the resource.

5. Click the Choose File button to navigate to the desired file, or enter the URL in the Video
Link or External Resource URL (To embed a video, be sure to include https://) box.

6. (Optional) Restrict access to these Lists/Committees: If you wish to limit access to the
resource to certain group(s), select the desired groups.

7. Publish Start Date/Publish End Date: If populated, the resource should only display for
others in the hub after the start date and before the end date. The resource will always
remain for original uploader regardless of publish dates.

8. (Optional) If categories for resources have been defined, select the desired category from
the drop-down list.
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Add Resources Viewable by the Member and Staff Only

On the My Files tab within Resources members may upload files that are only visible to them, and
the association staff. Once uploaded to My Files, the documents will also be displayed in the back-
office, on the member's Files tab.

1. Click Resources in the left-hand navigation panel.
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2. Onthe My Files tab, click Choose Files to navigate to, and upload the desired document.

"0‘* NOTE: Files uploaded from the back-office, on the user's Files tab will also be displayed

s | ON the My Files tab in the Info Hub.
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Member Participation in the Forum

A link to the Forum is displayed in the left-side navigation.

Y

P

Computer IT Help
All Toplcs

Start up business . which technology is worth it? @

ES
|
=
&
-
i

Looking for AMS software recommendations <]

Are Mobile Apps these days a must? )]

The Forum page is divided into three distinct sections:
Main Section

When a member first accesses the Forum, the main section will be populated with all topics, ordered
by newest first. Within the main section members will be able to:

e See topics listed in order of activity (most active is on top)

e Click on a Topic title to see topic details/comments etc., like topics, and respond to topics.

e Click the eyeball icon on any topic to watch that topic. If a member is watching a topic, the
eyeball icon will go from gray to the primary color set for the Info Hub. The member will receive
email notifications of updates made to a topic. NOTE: If watching a topic, you will receive
notifications, per your contact preferences.

e Add new posts

The following information is displayed for topics:

e The Forum

e The Forum Category

e Who posted and when it was posted.

e The image of the person who posted. The image is the image that the member has uploaded to
their profile in the Info Hub. A gray circle will be displayed if an image is not found.

e The Last activity, who and when posted

Filtering options in the main section allow for filtering to a specific date range, author, category, etc.

Top Right Section In the top right section of the Forum, members will find ways to refresh the
information shown in the main section:

¢ Watching: Clicking this option will refresh the main section to display only those topics the
member is watching. See all items that they are watching.

e My Posts: Clicking this option will refresh the main section to only display the member's own
posts. See just their own posts

e My Drafts: Clicking this option will refresh the main section to only display the member's drafts.
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@ Watching

= My Posts

& My Drafts

Bottom Right Section

In the bottom right section of the Forum, a list of all categories and associated forums is displayed.
For each Forum, the number of topics associated to that forum is also displayed. By clicking on a
category or forum, the main section will be updated with just those specific items.
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Searching & Filtering the Forum

A variety of ways are available for searching and customizing the results displayed in the main
section of the Forum.

¢ In the Main Section:

Type in the name of a forum/topic in the search-box.

Select a Show Only option from the drop-down list. This option will allow you to filter by:
My Watched Posts, Watched Posts, My Drafts, Activity (Last Day, Last Week, Last
Month), or by selecting a specific Forum.

Click the Customize Results button to filter by: Category, Author or Date Range.

In the top right section:

Click Watching to filter the main section to just those forums/topics the user is watching.
Click My Posts to filter the main section to just the user's posts.
Click My Drafts to filter the main section to just the user's drafts.

In the bottom right section:

Click All Topics to view all topics in the main section.
e Click a specific category to view all the forums in that category.

Click a specific forum to view all topics in that forum. A number next to the forum will
indicate the number of topics in the forum.
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Watch Topics/Forums

Members may choose to watch certain forums and/or topics to stay on top of new information added
to the forum. A notification process will automatically send emails to the user based on personalized
Forum Notification preferences.

Set Preferences for Forum Notifications

Forum Notifications allow the user to configure when they would like to receive email notification
about changes to the forums or topics that they are watching.

1. Click the ﬁ in the header bar.

L at
'y Usrnarm
- ® Lc
TOPICS Fa
Computer IT Help

4 . , N
o Start up business - which technology is worth ity (/3

& Looking for AMS software recommendations @

2. Click Communication Preferences.
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Forum Notifications
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3. Inthe Forum Notifications section, configure desired settings:

e Email Frequency: This option is set to As it Happens. An email
notification is sent immediately when a change is made to forum/topic the
user is watching, based on the settings below.

e Forum Level Email Preferences: Select preferences for changes to
forums.

e None: If this option is selected, no notification will be sent.

e Watched Forums: If this option is selected, an email notification will be sent when a new
topic is posted to the forum, a comment is posted to a topic in that forum, or a reply has
been made on a comment that has been posted to a topic in that forum.

e Watch Added Topic Only: If this option is selected, a notification will only be sent when
a new topic is added to the forum.

e Topic Level Email Preferences: Select preferences for changes to
forums.

e None: If this option is selected, no notification will be sent.

¢ Watch All: If this option is selected, an email notification will be sent
when a comment is posted to the topic or a reply has been made to a
comment that has been posted to that topic.

¢ Watch Replies to My Comments Only: If this option is selected
notifications will only be sent when replies are made to comments the
user has posted.

4. Click Done

Watch Forums

2
Members may watch specific forums, by clicking the icon. Forums that are watched will

display the icon.
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Once the member is watching a forum, automatic notifications will be sent to them when:

e A new topic is posted to a forum
e A comment is posted to a topic in that forum
e Areply has been made on a comment that has been posted to a topic in that forum

The notifications are sent based on the member's contact preferences.

2
Members may watch specific topics, by clicking the icon. Topics that are watched will display

the icon.
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Once the member is watching a topic, automatic notifications will be sent to them when:

e A comment is posted to the topic
e Areply has been made to a comment that has been posted to that topic

The notifications are sent based on the member's contact preferences.

Working with Topics in the Forum

You have the opportunity to view all topics in a forum, add topics to a forum, comment on topics,
and reply to comments.

Add Topics to a Forum

You may add topics to any of the forums they have access to. NOTE: The user must be within a
Forum in order for the Add a New Topic button to be displayed.

1. Within the desired Forum, click the Add a New Topic button.
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2. Configure the following:
e Title: Provide a title for the topic. This should reflect the idea, concept, or question the topic
is about.
¢ Content: The content will be displayed underneath the title and provides further details.
e Choose File: Select this option to upload a file to the topic.
3. Click Publish to post the topic immediately and click Done. To save this as a draft, simply
click Done. Drafts may be accessed for further editing and publishing by clicking My Drafts in
the top right section.

Comment on Topics

1. Click the title of the topic to view the topic and previous comments.
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2. Click the Add Comment button.

Add a Comment

Type your commaent below

3. Type in desired comment.
4. Click Done.
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Edit a Comment

Only the original author of a comment may edit a comment.

1. Click the title of the topic to view the topic and previous comments.

A

4
2. Click the icon for the comment you wish to edit.
3. Make the desired edits to your comment.
4. Click Done.

Delete a Comment

Only the original author of a comment, and the moderator of a forum, may delete
comments.

1. Click the title of the topic to view the topic and previous comments.

2. Click the m icon for the comment you wish to delete.

Like a Comment
1. Click the title of the topic to view the topic and previous comments.
2. Click the for the comment you wish to like.

Reply to a Comment

1. Click the title of the topic to view the topic and previous comments.
2. Click the Reply for the comment you wish to reply to.
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Reply to a Comment - x

YOU are replying to a comment posted Dy

Type your reply below
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3. Enter your reply
4. Click Done.

Edit a Reply

Only the original author may edit a reply.

t

4

B

1. Click the icon for the reply you wish to edit.
2. Make the desired edits to your reply.
3. Click Done.

Delete a Reply

Only the original author of a reply, and the moderator of a forum, may delete replies.

1. Click the title of the topic to view the topic and previous comments.
P

2. Click the m

icon for the reply you wish to delete.
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