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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.
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Clicking on the name of a Directory accesses the Directory Search Page.
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Directories Features in Detail

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.
Search Members

First Marve: |
Last Manne: |
Home Ciby: |
Honne Stabe: Iﬂ

Offce / Company Mame:

Office City:

Office State:

Spacial Interest Groups:

Fimance and Accounting

Uise Gt kayto select Health and Yielfare
multiple interast groups. Production
ltems Per Page: |10

Search

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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Found Members

First™aimme Lo kN anmm Office Fhona ProfilaLink
Amita Glagranda 555.559.TETE Yiew Profila
Famela Mace 555,555 9879w 555 View Prafile
Dana Fallack 555.555.0068 View Profile
Stephan Reuning 555.5595.5555 x 201 View Frofile
H [=]

& print © Clear © Close

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.

Member Profile

Firnt Mamm: Btephen

Special Interests;
Last Mt Rauning UL LN
- = Finance and Accounting
DOffice Emmaila ':.IIII@TII'IrI[IrI'II-I{'}"I."I‘r’\. ey
Office Wahi
Office Pluii: 556 555 5555
Office Addrmes e 510 Harizon Cir
Office Addressir

Otfice City, State, Zip 1 Robhbinsville, NJ 0BEST

Bingraphy
Press Releases
Siankip

£ Close

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.

Page 5 of 11



Directories Features in Detail

Member Profile

Details

First Mame: Stephen

Last Name: Feuning

Office Email: SN o

Office Web:

Office Phone: A55.8455,

Office Address1: 510 Hari

Office Address2:

office City, State, Zip : Fobhbins
Biography

Event Registrations
Exchange Records

Press Releases

Payments

Product Orders

Responses to Call to Actions
Surveys

Siqnlip

© Close

Visitors can click on a Profile link, for example Press Releases, and access a list of the contact’s
activities in that feature.

Press Releases For: Stephen Reuning

Software Enhancements Completed 06/Q5/2003
MPO Impletments Site for ACM] OED4/2003
Personnel Consultants Choose MMEMS 0E4r2003
'ﬂ' Close

Clicking on a title in the Feature Access List displays the related item such as the press release
below.

Page 6 of 11



Directories Features in Detail

510 Horzon Ctr
Rohbisville, M
(E649]

(555) 5559000

Press Rdease

For Inmnediate Bedease

Cata: June 10, 2003
Contact: Stephen M. Reuning

The Mon Profits ©nly, ne. reported today e Implamentaton of 1t Pren s Relea 1e Featurs. ceording to
J. Broch Miller, Hie company 0 Chilef Tachinolog: Cfficer, " Thie enhaneem snt il allow e membern of
organi@dons uning our Honprofit Enterprins Syatem to advanes Heir publle reladons program o At
aane.”

L oording to Hie company, atter 3 one ime 1etup, companis 1 and individual belonging to onganl z@tons
unng HMEMS, Non Profits Only'n web bared nonprofit organi zton admini iration tool, can snter pran
raladne gopy w3 Hielr nts met broweer and witin minotes e releans 1n dallvered to e appropr ate
madia contaste stored In the NHEME databans.

Hon Profite Oniy, ne. (MPO)1 3 New Jarney corporation vdileh provide sarvice 1 and ioftears
application o nonprofit organizatons and toes who adminiter tem. NP 13uneh product, The PO
Honprofit Enterpriss Management Sy otem [MMEMS ] 11 3 wab gerver baned ofbyare application, which
Allow uners to seecuts monrt nonprofit organi zation managem entand administrative activitar from
ntermet brover nlocated an yedrere, watin hours of purchans, any organizton ean ertablin a powerul
management ivatem and niemetpragencs and be broadea iing pre enrelea ga 1, 10gning up m ember 1 and
coniituents, collecting dus o, adveriing products, taking orders, advos adng [nmws 1, lobbying
gowermnment repra gentative 1, nolding discus sion, announcing svents, dallvedng newa, seehanging ob
notcen and ob candid aten, providing adviee from Hsir knowledgebans, woliciting donations, 1ehsduling
mastinge, biooking resourcs 5, and conductng swrves —all forlann Hian §4, 000, The eyetem 10 denlgned
around H1s very specifie neads of trade anwoeladony, churehes, femple s, cluba, voluntesr amergene::
parvlcen, advocaclen, tenanta veoclaton s, amateur sporting team i, 1eagues 1, profs telonal ol eta b,
foundationy, civic organlzatons, parent teacher anweciations, publle orarls 1, artand e ater groups,
politizal partien, action committean, unlony, alumnl Ineitubons, yout groups, ehooland oot

Ao ceptance of NPCH sotivars product immeadiatel? ponton s NPQ to gall 1t 1econdary product offering,
NPO adminietrative, Managem entand Support Servicen (MAMSE] vi1lcl are mads & ctram aly aflelent
and lay aont Hirough e uee of HNHEMS.

Webeoie Sddrecs: ItHpowwwnonprofitiont y.com

Coritact Brwail Sddress: imnfnonprofiteoniycom ,

Link to Bicgraplys: Bograply

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.

- NPO Demonsiration Organization

Contact Hanspumant M Conbent Managewnt Gite Mansgement
G B Drders - e o W

funtacts . Uhirue lurs Albaut e ri
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Wandars + O & Paymwnt Auth. o, I Y thvants + G, F  Expecsscs &
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Crwilit Apgs f, @ Hateh Fulfillment  + O B DeewsProducts o+ 0 7 Foatures &
froadcasting + 0, @ Inwantory Entry + T LRCA o 0L R Logo A Hame 4
Inventney Adj. . 1 Neows + G, 0 Templats 4
svwaba e + 0O, ‘Socurity "4
Giervays « Ol inslives ¥
+
Add Icon - Activates the Add a New Directory function.
I:]‘- Browse Icon - Accesses the Directory List.
Activates the Reports Menu.
The Directory Management page is used to create or update a directory.
Member Directory Management
[ ramagumert
Directory Mame| [Members
Chock sach data fsld you rant o display in the Dires oy
F First Marmp I Middte knisal F Lastbarme © Profix " gumx
™ MickMarmg I~ Tige " Profession I Hame Email T omee Email
I" Home Fhone W iffice Phane FF Oiffice Ext [T Call Phone " Pager
I" Home Fax [T office Fax I” HomaWeb I Ofice Wab [T Mall To Ofice
I Wil To Home ™ Home Addrazs 1 I Home Addrass 2 ™ Harme City ™ Homa County
I Home State ™ Home Zip ™ Home Country [T Company Mama [ ofice Address 1
I oMce Address 2 I omee ity I office Courty I omice State " ofice Zip
I omes Cauntry I Commantss " Hotes
Reguesls
Inchsda hyporiink to profile Edit Profile Pags

= 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.

r r
r r
r r
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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.

Crmated Byt Slephen Reuning DBMDE2003
Hodified Byt Sephen Reuning DEOTIZ003
Active: Yag ™
Chapter D
Priva b Vg >
To limit accoss ko the directory, check Private, then check aach Security Eroup to be granted sccess:

™ Adrmin

T Employes

F Membins

T Usars

I wisitors

Save Delete Print Cance Chze

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.

Member Profile Management

Thack aach data fisld you want to display in the Directory:

F First Mamg r MWiddli Instia ¥ 1 Tl E T I© Premix r Sipffix
[T Mickiame ™ Tile [T Profession I Home Emall ¥ Ofice Emaidl
r Homé Phong (= Cice Phone = ffice Exd r el Phane 0 Pagar
T Home Fax IC ofce Fax [T Home Wab T omes Web I Mail To Omice
" Mall Ta Home ™ Home Address 1 T Home Address 2 " Home City " Horme Couny
™ Home State T Home Zip I Horme Countny I© Compary Mame F osice sddress 1
W Ofce Address 2 FF Ofca Ciey [T Office County K oOfice Slate ¥ oOfice Zip
I office Courlry T Commantss I Motes F Special Interest

Reguasts Groups
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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.

Check each hyperdink to include in Profile Page

¥ Biography I Private Adrmin
Employes
Users

¥ Event Registrations [ Private Admin

Employee
sers

¥ Evehanno Rararde M Privata Ilnul'h"r"lil"l
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