NSBE ONLINE CHAPTER MANAGEMENT TOOLKIT

NSBE Online (NOL) is more than a membership da&basnagement system that provides
features to the membership; it also provides a bb&tatures to help aid our chapters in
effectively managing the process of fulfilling ouembership. These features are explained in
this document.

How to Access Your Chapter Page

To access your chapter page, simply click on therfiership” tab then follow the “My
Chapter” link at the bottom of the page.

| General Tasks | | Administrative Tasks

My Personal/Address Infarmatian
Reset WMy Password

Renew your M2BE membership!
My Current Membership Information
My Membership History

L -

¢ My fong

« [y Region

+ My Membership Materials
+ NMember Benefits

Figure 1. Bottom of the Membership Main Page



The Chapter Page

Below a view of the chapter page with some impdrteatures highlighted.

Chapter ID # Chapter Name

\#13[!3 - AUBURN UNWEEQITY (AUBURN UNIV)
In Good Standinge—— Chapter Status

http:iauburn.eduinsb®— Chapter Website Scroll meru to view prewus yearg

| 2007-2008 Officers v

Chapter Expires: Thursday, July

< (update officers)
Active Term: From 7121/2007 to :

Auburn University

ALBLURM, AL 36349 United States
Work: (205) 540-5167

Cell: {(334) 444-3824

{flag as incarrect]

hillsidi@auburn.edu

< Chapter contact information
Zone: Primary Zone
Region: Region Il

Active Members:  284—) inks to membership rosters
Lnpaid Members: 17

Expired Members: 8

Total # Members: 145

L]

31,2008 Link to update Offi

7i31/2008 President : Hill, Sidney
Type: Collegiate Vice President &~ Individual ~ SYvester, Mr. Dionel
: L .II‘II P arpe
i Treasurer: Position Links  “Wright, Millison
108 Ramsay Hall Secretary ,:/ Pugh, Mr. Kevin Jamal

Echols, Jeremy

Harden Jr., William
Davis, Mr. Christopher O'Meal
[Madsen, Dr. Mels

Benefield, Larry

Other Information
Link to chapter constitution
a
| Constitution: View the uploaded file. (802 KB}

Figure 2. The Chapter Page
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NOL chapter leader features

There are a host of features that NOL provides telnd@aders to in order to effectively manage
your chapter. Some of these features include:

Membership roster management
Bulk Emailing

Membership invoice payments
Document Storage

Event and Survey creation

If you are a chapter leader with the proper penoiss the links to these features will be located
at the bottom of your chapter page (please seavelo

What would you like to do?

Renew this Chapter (2007 - 2008 NSBE Jr. Chapter Term)
View Chapter Roster

Membership Repart Center

Manage Chapter Invoices & Payments
[Manage Chapter Confirmation Emails
Manage Chapter Information
Add/Jpdate Chapter Positions

Pay Invoices For Chapter Members
Enable Chapter Document Starage
Create a Mew Event

Create a Mew Sunvey

50 Back to Membership Main

Figure 3. Chapter Leader Features (bottom of cihaige)



Renew this Chapter (Term renewing for {.e. 2007 - 2008 NSBE Jr. Chapter Tejin

This link only appears on your chapter page if filave yet to start the renewal process for
the current NSBE fiscal yeal¥ou must follow this link to complete your chapters

charter each year. Following this link first takes you to the chapteformation page
(please see Manage Chapter Information) for updabs next page is where you update
your officers’ information. Please note that yaurtbt have to completely fill each officer
position at this time, but your chapter will remaiactive until all required positions are
filled. You can return later to continue updatyayr officer information by following the
“Add/Update Chapter Positions link.

Chapter Renewal

b Confirm Chapter Information F De signate Officers P Confirm Submission P Completion

Officer Designation

Below is a list of chapter positions that you need to appoint members to. Positions in boldface are
required - this chapter will not ke in good standing until these officers are designated.

MHote: Only members active on Friday, April 11, 2008 will be considered as members.

MHame Appointee
President; -— Select a Member — w
Vice President: — Zelect a Member — W
Treasurer: — Zelect a Member — W
Secretary: - Select a Member — w
Membership Chair: - Select a Member — w
o — Select a Member — Last Mame:
Principal:
Guillory, Stephen Dewaine
] First Mame: Last Mame:
Advisor: ]
Email:
1 |
cancel X continue = |

Figure 4. Officer Designation Page



View Chapter Roster

While the links to membership rosters providedlmndhapter page are good, easy, and
quick roster-filtering tools, they are limited toetsituation described before them. The
“View Chapter Roster” link is the second level aysfiltering tool that provides more criteria
to search your membership database, such as mdnpbstatus and a time stamp, while
maintaining a very simplified format. You shouldyparound with these features to get a fill

for the possibilities that this link affords you.

President : Fontenot, Mr. Brian Lee
Vice President : Creeks, Mr. Rasharrd Timonthy
Treasurer: Richards, Joe
Secretary : Singleton, Ms. Kristine
Principal ; Maoore-Fontenot, Mrs. Susan

Advisor Moore-Fontenot, Mrs. Susan

Display Options

Show roster as of: gi11izo0e |[EEl

Include the following: Active (] Expired [J Unpaid [] Pending Approval
| update

Chapter Members

BAYTOWRN MSBE JR. Members - 2 records. (33083 milizeconds.
Friday, April 11, 2008 at 332 FM EST

Member 1D Member Mame E-Mail Member Type Active?
[] 134936 Ceaser, Jazmine cameeker@yahoo.com MSBE Jr. Yes
[1 95727 Guillory, Stephen D. s_guill1123@yahoo.com MZBE Jr. Yes

[ select All Records

What would you like to do?

» [Make Pavments for Selected WMembers
« 3Send an Email to Selected Members
» (G0 Hack

Figure 5. Chapter Roster Page

You can also make payments for or email the indiaidg on the list that you generate by

utilizing the links at the bottom of the page.



Membership Report Center

The membership report center is the highest lester-filtering tool that allows you to generate
reports based on a host of criteria such as gegdsde/year, major, city, state, etc. The report
center is the most complicated of the three toasjt provides seemingly endless possibilities to
filter through your chapter’'s membership databaskautput multiple criteria.

Member Reportz | Committee/Board Reports Officer Reportz | Reports

« Create a Mew Member Report

< -Run Selected Report (F - Edit Selectad Report
My Saved Reports

There are no private reports available.

Public Reports

There are no puklic reports availahle.

Administrative Options

« Change quick search fields and default selected fields for THIS Member Repart only

Email Blasts

Mo email blasts have been sent.

Figure 6. Membership Report Center Homepage



CluickS earch Optionz Advanced Search Options I

Existing Search Criteria Add a New Search Criterion
s Active? equals True X @.-*\ND {:} OR {:}'.-':".ND [ {_':} OR |
| — Select a Field — v
[ Add this Criterion ] [ Add & Continue
Calculate membership status as of: | right now w

Figure 7. Advanced Search Page

The Advance Search Options utilizes computatioogicl (here’s a chance to put your
analytical and logic skills to use.) It may takegnute to get used to, but make sure your
logic is correct so that you get the desire outbat you seek.



All Fields Selected Fields
#1 College/University A Memberzhip Recerd D
#1 Employer Choice =] Member Nams
#2 College/University E-Mail
#2 Employer Choice Member Type
#3 College/University Chapter
#3 Employer Choice | [ Active? Mowve Dn
Addrezs - Country
Addrezs - Date Marked Incorrect i
Address - Last Updated |

Select All | Dezelect All

Sﬂ_n Member Name Iv'lljDEEcending

By: “Crder

..and

then | (none) v'lDDescending

by: —Order

.E.l.nd ] DDescending
gt

Iastly,| nenel : 'lﬂrder

by

® My Web Browser

O Microsoft Excel ) ) o
The results will show upin alist right in your web browser. From

O there, you may perform ather operations an the results.
(O Statistical Analysis

) Mass Email

Figure 8. Report Output Page

Every criterion that you can search the memberdaipbase by can also be outputted to provide
you with the values for that particular criteriodou can also output your report in various
formats and save the report you create for futgee u



Manage Chapter Invoices & Payments

Each chapter has an account history page, justcsiedividual does. This page stores all
payment information assigned to the chapter anéng helpful with chapter bookkeeping.

All orders, open invoices, payments and purchasestared here for easy access. This page
is accessed by following the “Manage Chapter Inesi& Payments” link.

Cash Account Balance: 50.00

| Open lnvoices (0] Irvoices (0] | Papmentz [21) | Orders (0] | Purchases (0]

There are no open invoices on this account.

What would you like to do?
* Goto WASHINGTOM DC ALUMMI CHAPTER Main Page

s GoBack

Figure 9. Chapter Account History Homepage

Each chapter has a Cash Account on which monebeatored and accessed for chapter
payments. To place money on your chapter’s casbuat, please send a check to the
Accounting & Finance team at NSBE WHQ and askierfunds to be place there.



Manage Chapter Confirmation Emails

NOL allows you to set up stationary emails to bet $&8 your members as a greeting when they
become members of your chapter. This featurdéstfe in building the family atmosphere
and really making members feel welcome. NOL eukwa you to set up separate emails for
new & returning members.

Email to be Sent to New Members:

Options: CJshow Sender []Show CC Field [] Show BCC Field
Subject:

Attachments: g attachments, | A99 Attachment |

BB X AT 9 M B I UkiZSISEFA-W. ===
= =2 5 £2 [&|[Tmes NewRoman v [sze v v
[Briormal] B HTML QuPreview b =

Email to be 5ent to Renewing/Returning Members:

Figure 10. Confirmation Email Setup Page

The Merge Fields allow you to take a generic ermiadl personalize it! The fields provide
information that is personal to each individual énfirst & last name, major, etc.) and
allows you to replace generic words/statement®ur gmail with the member’s particular
information so that it seems as if you are talkdivgctly to them.



Manage Chapter Information

Through the “Manage Chapter Information” link, yoan update the contact information on
your chapter page and upload the latest versigmaf chapter constitution.

Line 1: [NSBE-AEDC .
LingZ: |F'.CI. Box 2855 |
City: WASHINGTON M
State: | District of Columbia Ik
fip/Postal Code: 20013 "
Country: | United States |
Phone Information
Freferred Type Mumber

® |cal v|  [4109256882 :

O | el v| | |

3 | Fax v| | |
Other Chapter Information:

Flease upload your chapter
constitution.

Lploaded .docfile (68096 KB) Upload a Different File
Any attempt to upload a file larger than YMB will rezult in 3 gy=tem
error

Figure 11. Chapter Information Update Page

There is some information on this page (the grayddareas) that chapter leaders can not
update (i.e. chapter name, chapter type.) To Hasenformation updated, simply send an

email tomembership@nsbe.orgquesting a chapter information update.



Add/Update Chapter Positions

Via the “Add/Update Chapter Positions” link, younagpdate your chapter positions, add
other positions, and assign individuals to thesstjpms. You can also assign the chapter
permission levels (The degree of chapter featimeg ¢an access) of each officer. Please
note that only currently active members of yourptbacan be assigned to your leadership
positions as only these names will appear in thallstown menu next to each position. The
only exceptions are the Advisor/Dean/Principal poss as these individuals’ information
(first name, last name, and email) will have tarjmutted manually.

Active:  From 8/7/2006 to 7/31/2007
Linked To:  Chapter - BAYTOWMN NSBE JR.
Followed By:  This committee has not vet been succeeded.
Freceded By: This committee has no predecessor.
Email:

Administrative Committee:  Yes

Committee Positions

President Fontenat, Mr. Brian Lee

Vice President Creeks, Mr. Rasharrd Timonthy
Treasurer Richards, Joe

Secretary Singleton, Ms. Kristine
Principal Moore-Fontenot, Mrs. Susan
Advisor Moore-Fontenot, Mrs. Susan

What would you like to do?

+ Create New Position

+ Appoint Positions All At Once

+ 2end an Email to this Commitiee

+ Backto BAYTOWN NEBE JR. Chapter
+ Backto Membership Main

Figure 12. Officer Update Page

You can appoint one position at a time (by clicktlb® name of the position,) appoint all
positions at once, or just simply send and emaybtar executive board.



Pay Invoices For Chapter Members

NOL provides chapter leaders the ability to payioes for their chapter members.
Chapters that collect payments for national menthyerdues for their members should
become very familiar with this tool, as it is vgrgwerful in ensuring that membership
invoices are paid in a timely fashion.

Chapter Cash Account Balance: 50.00

Pay for an Additional Member Retrieve Members wi Open Invoices
Chapter member to ption te find all members with epen invoices that meet a
EMOErs terion- for instance, if You Want 10 make a payment for
ho owes monsy on 2007 Mational Cenvention, use this

uuuuuuuuuuu =

nnnnn

Invoice search keywords:

Date Invoice Mame Amaount  AmtPaid
# 95727 - Guillory, Stephen Dewaine { s_guill1123@yahoo.com)
11712006 |nvoice #529393 $3.00 50.00 $3.00 g |0.00

Figure 13. Chapter Invoices Page

You can pull up a particular individual (by utilig the left column) or perform a key word
search to find all individuals that have an invonaéh those key words (right column.) If you
would like to see all open invoices for memberganr chapter, click the “go” button under
“Retrieve Members w/Open Invoices” with the keywstbx empty.

You can see the invoice by clicking on the Invdiame (please view the invoices to ensure that
you are paying for what you are supposed to bengdir.)

To make a payment on an invoice, place the amdunbaey that you are going to pay in the
“Amt Paid” box for each invoice, then click “Contia” to proceed to the payment page.



Make a Payment

Enter Payment Type P Enter Payment Info P Confirm Information # Payment Success

Total Payment Amount; 53.00

How would you like to make your payment? Credit Card Information
@ CreditCard o ) - B Mame on Card: -
O  Cash Account ($110.00) Card Mumber: E
Expiration: ! mmiyyyy *
Billing Zip Code: %

Figure 14. NOL Payment Page

On the payment page, if there is money on your ehgpcash account, then you can choose
to pay with either a credit card or by using yoaslt account. Please note that amount in
your cash account must equal or exceed the toyah@at amount in order to make payment
using the cash account.



Enable Chapter Document Storage

Each chapter has 4 MB of storage space to stongnakats relating to their chapter.
Clicking on the “Enable Chapter Document Storage& enables this feature and turns this
link into “Manage Chapter Documents.” Follow thisk to access your chapter documents

folder.

Figure 15. Chapter Documents Folder



Create a New Event

NOL allows chapters to set up events to aid withmigwnication and registration
management for the events. Easily disseminatenrgtion and track your # of attendees at
your events by utilizing this module. The procetsetting up an event is not very difficult.
Simply name your event, choose the duration theaetlent will be open for registration
acceptance, and choose the other features thatilldike to utilize (features are explained
on NOL.)

Figure 16. Event Setup Page



Create a New Survey
NOL allows you to create, disseminate, and cobecveys from your membership. It will

even perform the statistical analysis for you! Bleping a survey may be a bit tedious at
times, but this feature can prove to be very usefuhderstanding your membership.

Figure 17. Survey Setup Page

Go Back to Membership Main

This link simply takes you back to your memberghigin page.



