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2.0 How to update users or client data 

2.1 Background: 

 

The ASPIRA Association web site provides its users the capability to create “virtual 

communities” which allows interaction among like-minded individuals.  The building 

block for establishing this interactivity are called “groups”. 

 

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 “subscribe” to a group is by inserting a group code 

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: 

 administer organic group at administer >> settings >> og. 

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

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

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

 enable images in the group details block if you have the image module 
installed. 
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 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 into the system by clicking on the “Login/Register” on the left 

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

as a staff member name “Joestaff”, which is the staff in charge of the “Test ASPIRA 

Club” group. 

 

In the “Login/Register” window enter your user name and password on the “Log in” tab as 

shown below and click on the Login button. 

 

http://www.aspira.org/
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Once you login a window will be displayed presenting your profile information. 

 
 

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. 

 

 
 

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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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. 

 

 
 

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

Contact Record”. 
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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. 

 

 
 

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 the fields 

on each one of these sections as presented below. 
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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”. 

 

 
 

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


