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1.1 Introduction 
Create public contact directories for an unlimited number of categories such as Board of Directors, 
Members, Users, Experts, Media Contacts, Service Technicians, Sales Reps, etc.  Individual 
directory access may be constricted to visitors with specified security permissions and display only 
information specified in their administrative setup. Includes sophisticated directory record search 
interface. 
 
Ideal for creating Yahoo like yellow pages and white pages. 
 
Directories benefits include: 
 

 Create an unlimited number of directories based on contact type, security group or special 
interest. 

 
 Individual directories can be made public or secured by login and password. 

 
 Visitors can search directories by contact name, city, state, organization name and special 

interests. 
 

 Control which data is displayed in director search results list. 
 

 Provide link from search results list to detailed profile. 
 

 Customize each directory to display as limited or detailed individual contact profiles as 
desired. 

 
 Profiles can be configured to contain links from individual contact profiles to other feature 

details and reports such as Biography, Event Registrations, Exchange Records, Press 
Releases, Payments, Product Orders, Responses to Legislative calls to action, surveys and 
signup data. 

 
Some of the components, fields and settings of the Directories feature, discussed in detail in this 
chapter, are:  
 
Directory Management 
Page 
Directory Name Field  
Fields to Display in Directory 
Checkboxes  
Include Hyperlink to Profile 
Box  
Edit Profile Page Link  
Contact Selection Boxes  
Active Selection Field  
Private Selection Field  
Edit Profile Page 
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1.2 The Visitor Experience 
 
PORTALPRODIGY can maintain an unlimited number of directories such as Member Directory, 
Vendor Directory, Sponsor Directory, Team Manager Directory, etc. Administration sets up a 
Directory Template once and the system automatically updates the directory any time a Contact 
Record is added or updated. Directories can be public or private subject to password security as set 
by Administration. 
 
Visitors can click on the Directories link on the organization’s home page to access the list of 
available directories. 

 
 
Clicking on the name of a Directory accesses the Directory Search Page. 
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The visitor can enter search criteria into any of the fields to narrow down selections from the 
directory or enter no criteria and click on the Search button to see all the listings in the selected 
directory. 

 
By clicking on the View Profile link in the Found Directories Listing Page, visitors can visit a more 
detailed profile for the selected listing. 
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The visitor is directed to the Profile Page which displays according to the template customized by 
Administration during Directories Setup. The profiles page can include links to feature records 
related to the contact represented including Biography, Press Releases, Event Registrations, 
Exchange Records, Payments, Product Orders, Responses to Calls to Action, and Surveys.  

 
Of course, it may not be prudent to activate the links to all these items because some contain private 
data. But, the links can be activated and password protected to allow only select visitors access. 
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Visitors can click on a Profile link, for example Press Releases, and access a list of the contact’s 
activities in that feature.  
 

 
Clicking on a title in the Feature Access List displays the related item such as the press release 
below. 
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1.3 Components 
The following components are used to manage and maintain Directories. 
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1.3.1 Directory Management Page 
Directories Management is accessed from the Administration Menu by clicking on the add or 
Browse Directories icon. 

 

Add Icon - Activates the Add a New Directory function. 

Browse Icon - Accesses the Directory List. 
 

 Activates the Reports Menu. 
 
The Directory Management page is used to create or update a directory. 

 
 Directory Name Field - Administration enters the name of the directory into the Directory 

Name Field. 
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 Fields to Display in Directory Checkboxes - Directories display as list tables with each row 

representing a contact and each column a data field. It is recommended that the 
Administration select a limited number of fields to display so that the columns do not extend 
beyond the left side of a visitors browser window. By including a Hyperlink to Profile, 
visitors can be afforded a link to see more information related to a selected contact. 

 
 Include Hyperlink to Profile Box - Checking the Include Hyperlink to Profile Box 

configures the directory table to have a View Profile link.   
 

 Edit Profile Page Link - Clicking the Edit Profile Page link accesses the Profile 
Management Page where Administration can configure what data and hyperlinks will be 
displayed on the profile page viewed by visitors to the directory. 

 
 Contact Selection Boxes - Generally, a Directory is configured to display contacts of a 

specific variety. Some examples of different directories are: Member Directory; Directory of 
Board of Directors; Donors Directory; and Sponsor Vendor Directory. A directory only 
displays contacts whose contact record matches the filter criteria checked in the Contact 
Section Form. 

 
Contacts can be filtered by Contact Type, Special Interest Group, or Security Group. 
Selecting down a column affects an “OR” search while selecting across columns affects an 
“AND” search. For example, selecting the boxes Client, Contractor and Contributor would 
display in the directory contacts that are clicked as Client OR Contractor OR Contributor and 
not necessarily a member of each Contact Type. On the other hand, checking Member, 
Finance and Accounting, and Admin would display in the directory contacts that are 
Members but must also be in the Financial and Accounting Special interest Group and must 
have Admin privileges.  
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 Active Selection Field - The Active selection field deactivates or activates the specific 
directory.  

 
 Private Selection Field - The Private selection field is used to password protect the specific 

directory. Selecting Yes activates the Security Group list form. By assigning Security Groups, 
only contact within the checked Security Group can visit the directory provided they are 
logged into the site. 

 
 

 
 

1.3.2 Edit Profile Page 
 
Clicking on the Edit Profile Link on the Directory Management Page accesses the Profile 
Management page. Administration determines what data and what links will appear on the directory 
listing View Profile page. 
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The Directory Profile can link to lists of the contact’s activities in each of the features: Biography, 
Press Releases, Event Registrations, Exchange Records, Payments, Product Orders, Responses to 
Calls to Action, and Surveys. It is likely that most of such information should be kept private and 
available to Administrative visitors only.  Clicking on a Feature Title Box causes a link to be 
displayed on the directory profile page. Clicking on the Private Box sets the requirement that a 
visitor be a member of a permitted Security Group and logged on in order to access the link. 
Highlighting one or more Security Group titles in the Security Group Selection Box determines 
which contacts can access. 
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