 CW2 � COORDINATOR NOTES FOR SIGNING UP NEW MEMBERS 





1) dctb.timebanks.org��2) under 'control panel' you'll see 'users awaiting interview/approval of their membership'��3) click on the member's name there to get to their profile.....if for some reason you can't find them, you should be able to by using the 'search' mechanism at the top right of the page��4) under their profile click 'edit user account'��5) IF username is different than the member's name it needs to be changed to their name due to a system issue (hopefully I caught this when getting the initial application)��6) under 'status' click 'active', and under 'roles' click 'member' (and unclick awaiting interview).....'save' at bottom of page��7) 'edit profile details' to add more info as current applicants don't have access to this when applying (this may change, but for now....)��8) take them thru the website.....I won't go thru all the details as I think it's pretty straightforward for the most part, but a few noteworthy items here for a start anyway�� a) 'post a service ad' and 'record an exchange' -- need to click the symbol next to the main category to open up subcategories; particularly important for ads�� b) 'post a service ad' -- automatically set for 'request' so member needs to change this to 'offer' if need be�� c) 'post a service ad' -- member needs to choose expiration date of ad, for now it's anytime until 12/31/12. When the ad expires (or hopefully soon it will be when it's about to expire) they'll get an email notifying them of this. They can change the expiration date at any time, or reactivate an expired ad by changing the date as well.�� d) 'post a service ad' - even if you click 'post a new offer/request' under the member's profile, you'll see that at the bottom of the page it says 'authored by' YOU!. If you don't change this box to the member's name the ad will be under your profile instead. It seems easiest to me to just log out after you've shown them the site and then have them log in to create ads and possibly respond to any they're interested in.�� e) 'alerts' -- currently no button for member to click to request this, so they'd need to click the 'help' button on top and then 'contact TimeBank coordinator' to request this�� f) at the top of any page there's a 'help' button to get them/you to the 'user guide'. Once clicked, you'll see above 'member help guide' you can click 'help guide' and then 'coordinator help guide'......or here's the link directly to it. �http://actionhub.timebanks.org/node/710


