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Note: The information displayed on the site is property the of
California Writers Club ®, and may only be used with its expressed permission.

This site is coded in compliance with current Internet standards.
Every effort has been made to verify compatibility wit

I you are experiencing difficuity or ‘ugtiness,’ ple

The designers recommend FireFox, Safarl, or Chrome.
Al are free, safe, easy, and compliant with standards.

For help, contact your local Administratr.

=
]

If your Branch’s default Directory setting is
‘Hide,” and you have not yet joined the Direc-
tory, you will see a “Not Allowed” screen. No
one is put in the Directory. You must do this!
(NOTE: You need only do this the first time you

use the Directory.)

Click on the button that says, “Edit my
Record.” This will take you to the Member Edit

screen.

Otherwise, please skip this, and go to Mem-

ber Directory on page 3.

MEMBER’S MANUAL

(NOTE: You will see boxes that look like this:
of the illustration. They were put there to maintain confidentiality.)

These are not part

Select your Home Branch from the ‘Scope’ list. (If you
re a member of more than one Branch, you will need to
repeat this for both Branches.) (See ‘Scope’ at the end of this
document.)

Clicking on the User Manual Button will download a
this documentation.

You will be given a User ID and Password (you may
change these, later.)

Go to the Directory page, and enter the Directory by Log-
ging on with your User ID and Password.

California Writers Club

San Fernando Valley Branch

Member Directory
—Navigation Search by Name
Home
About Us
i You are logged on as:
Meetings
Valley Scribe ‘The default 'Hide in Directory’ Setting for your Branch is: 'No'.
i you MUST edi ye ‘un-HIDE' it
Resources ‘You can do this by stting your ‘Hide in Directory' flag to No' or ‘Default'.
Photo Galleries Click on 'Edit My Record" (below) to go to the ‘Edit Member Record' page.
Extras I the 'Edit Member Record' page,slect your new seting i the

"HIDE in Directory' drop-down menu.
‘While you are there, please selct a new Password

Members Only

(make a note of it), and enter your
correct Birth Month and Day.
Also, please review your information and

‘Then, Log Out and Log In again.
(You need only do this once.)
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California Writers Club

Edit Member Record

(You are logged onas: “GGold)
Navigation

Home Member
About Us
Meetings

Valley Scribe
Membership
Resources Last: Col
Photo Galleries
Extras
Members Only

User ID: Password:

‘Title (Mr, Ms, Dr, etc. - optional)
First: Ger Middle (optiond;
Suffix (Ir, 1L, etc. -0t

Address: 5325 Etiwanda Ave. 4136 | Address 2 (optional):

State: (ca 18) Zip: : 91356

el (at - optional): (5157872232

Birth Month (2 1%) Bi

Please, carefully review your data, making
changes as needed.

We strongly advise you to change your pass-
word.

PLEASE make a note of your UserID and Pass-
word!

Your Birth Month and Day will be listed as
2/31. Please enter the correct values

Then, select the “No” option from “HIDE re-
Ard in Directory” drop-down menu.

When you have done all this, be sure to click
on the “Submit Changes” button. Then, log off,
and log back in, again.

Clicking on the “Home” icon will take you back
to your home Branch Website.

Clicking on the “CWC” icon will take you to
our State Website.

(If you are editing the record for a Branch in

(en.

/

=

which you hold a DUAL Membership, most of
these fields will not be editable. For simplicity,
you should edit through your PRIMARY Branch.)
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Califor iR lriters Cii6 This is the Change Confirmation Screen.

[
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As you can see an email of the change has
been sent. Copies go to you, your Program
= Chair, and your designated Systems Adminis-
Ui e— trator.)
At this point, you simply want to click on
the “Log Out” button, and then log on again.
You will then arrive at the Member Search

page.

MEMBER INFORMATION HAS BEEN CHANGED

Member Directory

. This is the “Member Search” screen.

<
Gl
k. | ———Note the HELP Button.
Member Director: . . .
e Seareh s RANE \ To find Members, simply enter part of their name into the
=y . box provided. You can do compound searches, For instruc-
ectings i i i ¢ in.
i ] tions, click on ‘Explain.
@ Ev Enter (partial) First or Last Name: [Explain]

Valley Scribe Inctuce onty current Hembers

Resources

.- Note that you are now searching records for this Branch
Membership 8

o gx \only. (Certain State Officers can view multiple Branches.)

Photo Galleries
Extras
Members Only

If you wish, you can limit your search to ‘Current’ mem-
bers (default) or all members.

You may also search by Genre, Status, Birth Month, or Zip
Code. (Officers have a few more options.)

For help, contact: ADMGaddress.org

take the Branch Survey

You may also edit your own record or Log Out from this
screen.

Revised: September 8, 2014 12:21 PM



California Writers Club MRMS System Documentation — Member Manual. Page: 4 (of 4)

This is the Search Results page. It shows
results 5-at-a-time.

The Member has asked for all all Mem-
bers (by entering a blank in the Search Box.) P Calirnia Writers Chub
The system has found 57 of them and is ..
displaying the first records 16 - 20. \ \ Member Directory

To navigate through results click on the Results fors Name o " aveesrecses.
“Next,” “Last,” “First,” or “Previous” but—\Qri
tons. : 7

Several Members have yet not ‘joined’ the

directory. They show a “Member has chose
to hide this record” notice.
Addresses have been masked, but they are

links. Click on them to open the address in
Google Maps in a separate window.
The email address is also masked, but ]
is also a link. If you currently use a (POP)
mailer program (NOT web mail) clicking on o o
this will open a new email message already
addressed to the Member. e
If you use web mail, you can copy and
paste it.

SCOPE and PRIMARY Branch.

If you are a ‘Dual’ Member, you should be aware of the concept of ‘Scope.’
When you log on, you should choose the Branch you want to log in to from the ‘Pick List” at the top
of the form. Although you cannot use an already-used User ID WITHIN a given Branch, you (or
another person) may be using this ID in another Branch. Choosing your Branch ensures that it will
be YOUR Account that is accessed. (If not, MRMS might try to verify you against the other person’s
record. (The possibility that that person would have chosen exactly YOUR password is miniscule, so
that would effectively block you from logging in.)

Once you log in, your Scope is automatically set to that Branch. All searches (for now) will be
limited to members of that Branch. (To search within the other Branch, you must log in to it.)

MRMS has the concept of PRIMARY Branch. This is the Branch into which you pay FULL
Member Dues.

Many parts of your record may only be edited through your PRIMARY Branch.

Please, always Log Out before leaving the Members’ Section.
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