2.0 How to update users or client data

2.1 Background:

The ASPIRA Association web site provides its users the capabilityt o cr eat e Virtue
communities” which al | anmdedindividuals. &leetbuilding a mong | i
block for establishing this interactivity are called* gr oup s ” .

What are groups and what function they have?

Groups are a collection of users who can share access to protected resources and tools.
A group enables users with permissions (ASPIRA Staff members) to create and manage
their own groups. ASPIRA Official groups are created by the webmaster, which has
special permissions including the ability to delete the group the owner created.

Group members or subscribers communicate amongst themselves using the group
home page as a focal point. They do so by posting the usual content types: blog, story,
web page, etc.; or by communicating via e-mail, chats, and they can also share
documents. A block or menu is shown on the group home page that links to these group
specific posts and actions. The block also provides summary information about the

group.

Groups membership may be selective or not. ASPIRA official groups are selective

groups which require approval by the group administrator in order to become a member.

This feature makes our groups and our members to interact on a safe environment. In

order to allow an individual to belong “subscr
on his/her registration profile. ASPIRA groups are private groups which will not be

displayed in a list of groups which can be viewed by non-ASPIRA members.

As the group administrator you can:

e administer organic group at administer >> settings >> 0g.

e disable commenting and attachments for nodes of type group at administer
>> content >> configure >> content types >> group.

e enable group details block, group subscriber block, new groups block, and
my groups block at administer >> block.

e create content, invite friends, manage subscriptions, view list of subscribers,
and see the group administrator in the group block.

e enable images in the group details block if you have the image module
installed.
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o file issues, read about known bugs, and download the latest version on the
Organic Groups project page.

2.0 Updating your client profile

First, you will need to login int o

t he

system by

cl i

cki on t

ng

menu section of our web page (www.aspira.org). For this training session we have login

as a staff ndeesdffé whicmistheestaffinchargeofthe “ Test ASPI
Club” .group
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shown below and click on the Login button.

Home

User account

Create new account

Username: *

Login l Request new password

ivestaff

Enter you; The ASPIRA Association username.

Password: *

[eeeeeeed

Enter the passwor&iﬁa{ éccompaniés YOUr username.
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Once you login a window will be displayed presenting your profile information.
joestaff

View ‘ Edit Track Personal files

History

Blog
Yiew recent blog entries

Member for
11 min 40 sec

Profile

Individual Prefix
First Name joestaff
Middle Name
Last Name staff

Scroll down on that window and you will see a link to access your group information and
management site. To access your group click on the group name.

Profile

Individual Prefix
First Name joestaff
Middle Name
Last Name staff
Individual Suffix
Birth Date October 22nd, 1977
Street Address (Home) 123 Main Steert
Supplemental Address 1 (Home)
City (Home) Chicago
State (Home) |IL
Postal Code (Home) 60647
Country (Home) United States
Gender Male
Ethnicity Hispanic/Latino
National Origin FPuerto Rico
Number in Household 3
Household Income §$36,196-41 415

» View Contact Record
» View Contact Dashboard

Groups

Yor ..aay si.3re these codes to enable others to easily join your groups
Group Registration code

TEST Club A3ALTB-592

Once you click on the Test Club group link a new window will be displayed presenting
the group information and group blocks or menus.
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TEST Club Home » Groups
o Create Blog entry TEST Club
o Create Forum topic
o Create Event

view | Edt | Outine | E-mail |
in Health Staff High Schools
o Create Page

o Group calendar Our Club
o Invite friend Our Club is located on the Eugenio Maria de Hostos School in Bowling Green, NC. Our
° 7 members meetings are held Mondays at 4:00 PM EST.

o Manager. webmaster

¢ Flag as Offensive ot spar 40) report spam
o My membership

— Test Group Home Page

i Welcome to our group page.
£ Flag as Offensive am { 40 report spam
Group notifications
This group offers a RSS test event
feed and an email
subscription. Or subscribe tart: 10/23/2008 - 15:32
to these personalized, mezone Eto/GMT-S
sitewide feeds: day parade
o My unread: Feed
Page Add new comment 4 reads Calendar Flag as Offensive TEST Club calendat
o My group: Feed teROIspam
Page 157 re Flag as Offensive  notspa report spam

As the group administrator you can create blogs, forums, events, pages and calendar
entries for your group using the menu located on the page left hand section. Note that
on your group you have already seven (7) members registered. To see the members list
and to access their profiles click on the “members” menu item.

Home » Community

Members

Faces ’ List Add members

joestaff webmaster
admin adrin abdin conocido fulano
jwillamil pepe

The above is the default view of your group members. Notice that “Joestaff* is the group
administrator as well as the webmaster which created the group. You can modify the
view by selecting the “List” tab. Notice that your group user names are in blue. This
means that their user names are link to more information about them. Select and click
on the member with user name “fulano” to view his profile.
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fulano

View | Track | Contact |

History
Blog
Yiew recent blog entries

Member for
3 weeks 4 days

Profile

First Name Fulano
Last Name Fulano
Supplemental Address 1 (Home)
State (Home) YA
Postal Code (Home) 23456
Country (Home) United States
Ethnicity HispaniciLatino
National Origin Nicaragua

» View Cnntart Rernrd
» Yiew Contact Dashboard

The above is “fulano” profile access screen. To update his profile select and click “View

Contact Record”.

Fulano Fulano

‘ Recently Viewed: eFulamj Fulano

Summary Memberships Events Activities Cases Relationships Groups Notes Tags

Change Log

Fulano Fulano [vCard ] [F'rint] [ Delete ] » View Contact Dashboard  » View User Record
Tags: ASPIRA of Delaware

Job Title: mechanic

Send an Email &2 Meeting 2 Phone Call &2 Other Activities |- select - v|

El Home (primary location)

Email: fulanoi@aspira.org 123 MAiIn street
Thistown, VA 23456
United States

B Communications Preferences

Privacy: Method: Phone, Email, Postal Mail
Email Format Preference: Both

=
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This screen presents “fulano” profile summary and access to tools to edit, print,

delete,

add activities to his profile as well as other functions. At this time we will explore how to
edit “fulano” profile. In order to edit “fulano” profile select and click on the “Edit” button.

& Fulano Fulano

‘ Recently \iewed: 6Fuiam Fulano ‘

[Save] [ Save and New ] [Cancel]

MName and Greeting

Prefix First Name Middle Name Last Name
- prefix - | |Fulano Fulano
Source Nick Name Greeting
default - Dear [prefix] [first] [last]
Job title Current Employer Website
mechanic Fixitall .

| Check for Matching Contact(s) |

Communication Preferences
Privacy Do not phone []Do not email []Do not mail []Do not trade

Mol Phone [VIEmail []PostalMail [1SMS [Fax
Select the preferred method of communicating with this contact.

EmailFormat  [goih o
Select the email format preferred by this contact. Select ‘Both’ to send HTML and Text formats.

User Opt Out O
This aption indicates if the nser has INTENTIONALLY opted out of emall. Please set or reset with care.

Constituent Information
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The above window is where you will edit the profile of the user or group member name

“fulano”. On this window all data fields can be edited. Scroll down and you will

notice

that there are a number of sections names with a plus [+] sign next to them. This means

that if you click on the plus [+] the section will be open and you will be able edit
on each one of these sections as presented below.

the fields
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Veteran Status

Education

B Parents Educational Level

Father Grade Level |79 v
Father Completed HSc. O Yes @& No
Father College Ed. O Yes @ No
Mother Grade Level 7.9 v
Mother Completed HSc O Yes & No
Mother College Ed. OYes @ No

TRIO Program Eligibility

Notice that when you open the section the [+] sign changes to [-]. Before you move to
edit fields on the next section click on the [-] to close the section you were working on.
Click on the [+] of each of the sections with data applicable to the “group” program to edit
the required data.

Once you have performed all edits click on the “Save” button to save changes to the
profile of your group member. Remember: no data will be included on your group
member profile unless you click “Save”.

l+| Research-Youth Uevelopment
Primary Location

Demographics

B Tags and Groups

Group(s) Tag(s)
[[] asPIRA Association National Clubs 2 [ aumni o
[C] asPIRA Association National Clubs: Administrator [ aSPIRA of Connecticut
[[] asPIRA Association Staff ASPIRA of Delaware
[]aSPIRA Association Staff: Administrator v [C]ASPIRA of Florida v
[Save] [ Save and New ] [ Cancel ]

CiviCRM ID: 220

Perform the above operations for each one of your “group” members.
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