User Guide – Basic User
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How to log into the Administration System
At the foot of the screen there is an ‘Admin’ link. The first time you log, enter your user name and then you will be asked to supply a password (which you can change later). Thereafter you will simply be asked for your password. If you forget your password, there is a ‘Forgot Password’ link which will email you your password. The email address used is the one you set against your profile so please keep it up to date.

Change Password

Once you have given yourself a password (on the first log in), you can change it at any time using the link in the left column.

Log Out

When you use the Administration System, it is advisable to Log Out at the end of your session in case another person uses your computer. When you log out, you will be taken back to the Main Web Site.

Return to Web Site

When you use the Administration System, you may want to switch back to the Main Web Site and return again later. Use the link at the top of the screen or the one in the left hand column. When you use this link, the system remembers your log in details and lets you back in straightaway without you having to re-enter your password when you click on the ‘Admin’ link at the bottom of the screen.

Use types

The systems supports two user types – Administrator and Basic User. Administrators have access to all the facilities including making amendments and entering subscriptions. Basic Users have access to the enquiry facilities and can only amend their own profile.
The following pages describe the facilities offered in the Administration System.
Member Lookup (Subscriptions)
This is a comprehensive enquiry on the membership database. You will first be asked to enter a Member Name. If you don’t know the full name, you can enter part of the name. For instance john will bring up johnson, johnstone, johns etc. You can extend the search to include ‘passive’ members by clicking the box provided.

You will be presented with a list of members who match the name you have entered. The list shows the district number, Userid, Name and date they joined. Click on the name you require to bring up further details. This screen gives you the option to perform another search or to see the amendments log relating to this member.
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Select the district on which you wish to report. There is an option at the bottom of the drop down list to show the entire membership but this will produce an enormous report.
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Select the district on which you wish to report. The report shows all members with email addresses in the database.
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Select the skills you wish to report on. 
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This is a comprehensive overview of the full membership showing, district by district, the number of members with a financial projection of income assuming all members pay their normal subscription amount.
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Select the start month for the report. Cancellations are optionally shown and a page break can be added between months.

Member Subscription Report (Gift Aid Only) [image: image7.png]



This is the same as the above list but only shows members who are gift-aid eligible.
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This facility is used by Moorleys to produce mailing labels for the Magazine and other ad-hoc mailings.
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The ‘view’ option shows an on-screen list of modifications from which the fill details of each modification can be seen. The PDF version shows a summary of modifications to the syste,

Notes on PDF files and the Data Protection Act
Most of the above facilities produce PDF files. This is because PDF files are universally readable across platforms using the free PDF reader from Adobe (see www.adobe.com). You are able not only to print a PDF report but also to save it on your hard disc. However, we are covered by the Data Protection Act and no details of the membership are to be held on computers other than that of the administrator or passed to people outside of the Executive.
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