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Getting Started

1. Login using your email address as ID and the password you supplied with your application

2. If you forgot your password select “Forgot Password and follow the prompts

3. After you login select View Profile (upper right corner) to change password and/or to select Areas of Interest

4. Click Edit Profile
5. Update your profile as you deem appropriate

6. Click to Save to update and implement or Cancel to suspend the update.

7. You will notice many entries that are highlighted in blue and underlined. They  are links to additional information. By clicking on these entries you will be able to see this additional information.
Public Section
contains following accessible tabs
· Home

· News and Links

· Contact Us

· Send Us a Message

· Membership Application

· Auto Classified – Wait List Membership Level

· When admitted to membership level is changed by the administrator
Members Section

Member Level Access Levels

Member

Administrator

Limited 

Unlimited

Member

Defaults to highest recorded level

Home Page

Same as Public section but with added Tabs and pages 

News and Links –Page design approach is portal to chosen web sites

Current Links are:

· Senior Information

· Business News

· History

· Health

· Art

· Music

· Sports

Members  Page

Current Activities Groupings

· Grouped into the five possible categories shown

· All posted entries contain links to additional information

View Profile – can edit member profile and manage your areas of interest. See section below on “Managing Your Profile” 
Change Password – can change password as often as you want
SEL News  - board members can post an announcement or other appropriate information he believes SEL members would find interesting
Proposed Activities – can be proposed by any member

· Supply title, contact person’s email

· Have brief description of the proposed activity

· This list will be reviewed periodically by the Activities Coordinator

· Any member may enter a reply
Member Directory  Displays all members, their membership levels including those non-members on the Wait List

· Initial Display

· Name

· Membership Level

· Contact Info

· Clicking on Name link provides additional Info
· Clicking on Email will generate an email message to complete
Events Calendar

· Can be seen by either list or calendar view
· View sequence is by closest future date going forward

· Can post schedule and details to your electronic calendar from either list or calendar view

· Click Show Details next.

· Click Add to My Calendar

· Follow prompts from your calendar application regarding permissions 

SEL Information Center   gives access to the following:

· SEL Group News

· Proposed Activities

· Board minutes

· Monthly Meeting Schedules – must be linked with monthly meeting meta tag 

Officers and Directors Displays all officers and directors along with any special assignments that they may have. This provides an email link for each officer and director

Managing “Areas of Interest on Your Membership Profile & Your Profile Data

This function enables you to add or remove specific areas of interest for which you want to receive or not receive information and email from the Group Leaders.

1. Logon on to the website using your ID and password

2. Click the “View profile” tab below where you entered your password

3. When your profile appears click “Edit profile” (upper left portion of the display)

4. Your profile will display again with the ability for you to add delete or change the data in your profile

5. To add or remove “Areas of Interest” scroll down to this section in your profile. Click on the box that you want to add to your Areas Of Interest. If you want to remove an “Area of Interest” move to the box of the Area and click on the check mark already there. The check mark will disappear removing you from that area of interest.
6. After you complete all of your editing be sure to scroll down to the bottom of the page and press the “Save” button. This will update your profile with the changes you made.

Managing SEL “From” Email

Emails that you may receive from the SEL Website will have the following “From”

admin@selgroup.org
Add this email address to

 Your Safe Senders List

Managing Junk Email


Highlight with cursor email to be managed
Add to Safe Senders List

1. Press “Actions” pull tab

2. Select  Junk Email

3. Select “Add Sender to Safe Senders List”

Add to Blocked Senders

1. From Inbox perform above steps 1 & 2

2. Select “Add Sender to Blocked Senders List”
Reactivating Your SEL Email

Members mistakenly inactivate their ability to receive SEL emails for the following reasons:

1. Changing your email address and not updating your member profile. Go to your member profile on SEL and enter “Edit” mode. Update your email address and Save the change. 

Note:  If the system receives repeated “bounce backs” because of an incorrect email address, 
the system will inactivate the email address. In this instance you will have to perform the 
“Changing your email address” option and you should check that your email is active as 
described in the steps below.
2. You turned off the option of “e-Newsletters and email blast” For this situation follow the steps immediately below. 
Steps You Need To Do to Re-Activate Your SEL Email

Below are the following steps you must execute to reactivate your SEL email if reason 2 above is involved:

1. Logon to the SEL website

2. Make sure that your member profile is displayed. If it is not displayed click on “View profile”. It is located in the upper right corner in the field of red. By clicking your member profile will be displayed

3. Click the gray “Edit profile” tab. It is to the left above your profile data.

4. Click the blue “Email subscriptions” key

5. Make sure that both the “Event notification” and “e-Newsletters and email blast” options are checked for subscribed. If they are not, position your cursor in the box not checked and click. This will put a check mark in the subscribed box.

6. After you have inserted the check mark(s) Press the “Save” key. You must do the Save in order for your update to take place.

7. Your email is now activated and you will receive all emails sent to you from SEL.

Printing the SEL Activity Calendar

Occasionally members have asked how do they print (produce a hard copy) of the current month’s activity calendar or even a future month’s activity calendar. The procedure is quite simple.
1. Logon to the SEL Website and select the “Members Page” tab.

2. Next click the “Events Calendar” tab from the left page column

3. The current calendar will appear. If the calendar is in list format press the blue key entitled “Switch to Calendar View” (it’s in the upper right hand corner of the list).
4. The list will be displayed in a calendar view for the current month.

5. In the upper right hand corner, just beyond the page border you will see a gray button entitled “Print”. Press it to print.

6. If your computer has a pop up blocker activated you will get a message that usually states “Pop up blocked.  To see additional options click here…” . Click as directed.

7. After the click you will get a drop down menu with several options. Select the one that states to the effect to allow pop ups temporarily. The calendar for the month selected will print on either your default printer or if you have multiple printers attached, the one you select. The month selected will then print.

Special Note: On the display screen you will see certain entries highlighted in blue and underlined. These are links to additional detail on the activity. Click on it if you want additional information. 

Relocating Email From Junk Folder


Highlight with cursor email to be moved
1. Click the “Edit” pull down Tab

2. Select “Move to Folder”

3. Select Folder email is to be moved to (usually the Inbox)

4. Make sure Folder you want email to be moved to is highlighted. If not, move cursor to correct folder.

5. Select “OK”
Uploading a Photo into Your Profile

This procedure give you the steps necessary to upload a photo and make it part of your profile. Here are some requirements and recommendations you need to consider if you want to have your photo displayed on the website,

The system will accept only the photo formats of .jpg, .gif, and .tif.

You want to pick a photo with the following characteristics:

1. It should be portrait like close up and be essentially a “head shot”

2. The photo file should be average size because size may adversely affect the presentation of the photos once you have uploaded it.

3. Select a photo that has good resolution and a sharp focus

Before you start the upload process and before you go online select the photo you want to upload and have it saved in a folder on your computer where you will know where to find it when you are prompted to upload the photo.

Next Steps

1. After you logon to the website access your member record with the “View profile” button in the upper right hand corner of the Home page. Depress the button and your full profile will appear.

2. Once your profile is displayed in the upper left hand corner there is a gray button labeled “Edit profile” Depress it to put yourself into Edit mode. Scroll down to the “Home Mailing Address” section where you will see a field designated “Photo”.

3. Follow the prompts and instructions and select the photo you want to place in your profile that you previously saved in a location on your computer.
4. Upload the photo. After the upload is complete check to see if you like they way it looks. However, before you do that be sure to press the “Save” gray button at the bottom of the display.
5. Make sure that you enter a “Y” in the field labeled “Photo posted” It is how I keep track of member photos posted.
You are able to change or replace your photo as many times as you want to do so.
You Believe You Are Not Receiving SEL Emails

Assuming you are still an active member of SEL, there are two instances in which you will not receive SEL emails.

The first instance will be if you change your email address and you do not update your membership profile with your new email address. After receiving several incorrect email "bounce backs" the system will automatically disable you receiving emails from the SEL website. The solution is as follows:
1. Go to your membership profile on SEL and update your email address field through the "Edit" function. Make sure you Save your changes.

2. Next, go to the Subscriptions tab and "subscribe" to the "Newsletters/blast email" option. The subscribe option must be on in order for you to receive emails to all members, your Interest group leaders and from the Board. All of these emails are considered to be Email Blasts.

The second instance in which you may not receive SEL emails is when you have edited your "Subscriptions" and have unsubscribed to the "Newsletters/email blasts option. The solution to this is perform step number 2 above.
Effective from August 2, 2013 any member records that are unsubscribed to receive email blasts will be considered to be what you desire. 
However, remember that if you unsubscribe you will not receive the various types of emails described above.
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