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1 SEARCHING FOR A MEMBER

Click on Members at the top of the page

Home National Federations ~ Groups ~ Wis ~ Members ~ Wi, dvisers ~ IFE Trainers ~ Judges ~ Speakers ~ Staff ~ Campaigns ~ Timeout: 28m 5

Competitions ~ Course Templates ~ Courses ~ ReportWorks ~ Utilities =

Then choos&earch All from the menu

Wis ~ Members - WI Advisers - IFE Trainers ~ Judges - Speak

ReportWorks ~  Utilities ~

Tools Recently Viewed
My Membership(s) 0000000016
New Members 00004,
o’ Update Members
4242
Search All
Create New

Find your member by typing her details into the search form

Home National Federations ~ Groups » Wis ~ Members ~ WI Advisers ~ IFE Trainers ~ Judges ~ Speakers

Competitions ~ Course Templates ~ Courses ~ ReportWorks ~ Utilities ~

Search for Members

Please specify your search criteria below, then click "Search

Search Criteria

@ First Name Latel| %

@ Sumame Monks
@ Federation [Please select...]
ow [Please select...]

@ Address Line 1
@ County

® Post Code

& Email

@ Telephone

L e e =]

And clicking on Search at the bottom of the page



© Preferred Contact Method
@ Media Friendly?

@ Profession

© Other Profession

@ Skill

@ Other Skill

© Subscribes to Publication
@ Expiry Date

@ Date Joined

@ Is Delegate ?

© Created By

@ Created Date

© Modified By

[Please select..]
Oves Ono O NotKnown

[Please select...]

[Please select ]

[Please select..]
0
to

Oves Ono O NotKnown

™ Create New

When the search results appear, click on the one you want by clicking the green section of the line ie

Members Search Results

Qcel E

10 records per page Search
Relationship Status First Name Surname Federation wi Post Code Select
0000000016 0000000016 Active Latel Monks Buckinghamshire Iver Heath SLOORN

00433319 00433819 Inactive Latel Monks Avon Abbots Leigh SLOORN O
004439182 00449162 Inactive Latel Monks Avon Abbots Leigh SLOORN O
00479282 00479282 Active Latel Monks Avon Abbots Leigh SLOORN O

Showing 1 to 4 of 4 entries



2 SEARCHING FOR A WI

Click on WiIs at the top of the pagg

Home National Federations ~ Groups ~ Wis ~ bers ~ WI Advisers ~ IFE Trainers ~ Judges ~ Speakers ~ Staff ~ Campaigns ~ Timeout: 27m

Competitions ~ Course Templates ~ Courses ~ ReporiWorks ~ Utilities ~

Then choose Search All from the menu

Wis - Members ~ WI Advisers - IFE Trainers ~ Judges

es v ReportWorks = Utilities «

Tools Recently Viewed

560,
WI's in my Federation Sawbridgeworth Afternoon

sey My WI Rocklands e
rdsh Active Idmistol
hire Inactive
nghe
widg:
ar-¢
figiol
Hine) Create New
1-D

P

Find the WI by typing the details into the search form

Home N al Federations ~ Groups ~ Wis ~ Members ~ Wi Advisers ~ IFE Trainers ~ Judges ~ S

Competitions ~ Course Templates ~ Courses ~ ReporiWorks ~ Utilities ~

Search for Wls

Please specify your search criteria below, then click 'Search'

Search Criteria

[«

@ Federation [Please select

© W1 Reference

6 WI Name Iver Heath| x

[d

O Status [Please select

[<]

O Type [Please select.

&

@ Federation Group [Please select
9 Town

@ County

And clicking on Search at the bottom of the page



® Interest [Flease select.. ]

© Other Interests

@ Created By

@ Created Date to
@ Modified By

‘® Modified Date to

Q Search

Do

When you have found the WI you want, click on the WI nhame to open the record

Wls Search Results

(oo o o

10 records per page Search:
wi “ Code Federation Federation Group Status
Iver Heath Buckinghamshire Inactive
Showing 1 niries Previous Next



3 ADDING A NEW MEMBER
Click on Members at the top of the page

Home National Federations ~ Groups - Wis ~ Members ~ Wi Advisers ~ IFE Trainers - Judges ~

Competitions ~ Course Templates ~ Courses ~ ReportWorks - Houskeeping ~

stal Members 12.0

9,660.0

Federation Name

M Anglesey / Sir Fon
M MAA W Avon R Anglesey / Sir Fon

This will open a box:

Groups ~ Wis ~ Members ~  WI Advisers - IFE Trainers -

ReportWorks ~ Houskeeping ~

Tools Recently Viewed
) 9,660.0
My Membership(s) 00155961

B Anglesey / Sir Fon New Members

M Avon

I Bedfordshire Update Members

M Berkshire

B Buckinghamshire Search All

B Cambridge

M Sir Gar - Carmarth... Create New

M Ceredigion

M Cheshire

B Chwurd - Nenhinh Sir Gar - Carmarthenshire

Click on 6Create Newbd

Speakers ~

Total Wis

Staff

59

Campaigns -

Total Members



Home National Federations ~ Groups ~ Wis ~ Members ~ WI Advisers ~ IFE Trainers ~ Judges ~ Speakers ~ Staff ~ Campaigns ~ Timeout: 29m 49s (Reset)

ReporiWorks ~

Competitions ~ Course Templates ~ Courses ~ Houskeeping ~

Create New Member

@ Sections

Basic Details
Status Info SKills
Newsletters
Interests
© Reference Positions
O Status Active Training Courses
Competitions
@ Status Date Campaigns
@ Title [Please select...] Search for Members
Create New Member
© First Name View audit records
o Status History

Here you can enter as much information as you have on the new member.

After you have entered the postcode, press the tab key and a new window will open, giving you a list of
addresses with that postcode.

r )
& ks3.co.uk/NFWL_MCS2 JemberhddressCheckPop.. =i P e
e - - e Basic Details

tatus Info |@ hitpi// 0.uk/NFWI_MCS2_Test/Members/MemberAddressCheckP spx7post m\e.-‘ Skills
Newsletters
Interests

Positions
o e Select Address Training Cou

Competitions
@ Status Date 5 matches found Campaigns

Eridge House Fulham Park Road, LONDON,.SW6 4LJ

Flat A,Rose Villa,Fulham Park Road, LONDON., SW6 4LJ
Flat B,Rose Villa,Fulham Park Road, LONDON, SW6 4LJ
Flat C Rose Villa,Fulham Park Road,LONDON, SW6 4LJ

ontact Details Flat D,Rose Villa,Fulham Park Road,LONDON, SW6 4LJ

© Reference

O Title Mrs Search for M

Create New |

@ First Name Latel View audit re

 surname Monks Status Histor
© Salutation

@ Post Code swh 4lj This Record
@ Address 1
© Address 2

O Address 3 m
O Town
® County H100% ~

® Address Needs Oves OnNo
Verification?

Click on the addressyouwant,and i ck on t he 6Selectd tab.

IF there is already a member on the MCS with the same postcode you will get a new window open with a
list of members who have the same postcode.



TEUEIALIUN UL W 65 | WWED SILE Qdliery 7

f ™Y
Active @ hitp://infoworks3.co.uk/NFWIMCS2_Test/Members/MemberAddressCheckPop... 1 =) [Iee

| @ nhitp://infoworks3.co.uk/NFWI_MCS2_Test/Members/MemberAddressCheckPopup.aspx?postcodey |

Select Address

The following existing members have this postcode. If your new member
is listed, please click on that entry. If your new member is not listed,

irs please click Cancel to perform a PAF lookup.

Latel 10 Search:

Monks records per page
Firstname *| Surname Address1

sl0 Orn
Latel Bloggs 299a Longstone Road
Latel Monks 299 Longstone Road
Lisa Monk 299b Longstone Road

Showing 1 to 3 of 3 entries

Previous - Next

Oves OnNo

®100% -

If the member you are trying to add is on the list, click on her first nami awilenter her details for you.
Scroll down the page and enter her WI, Federation, Member Type and whether it is her primary or dual W

You can then enter as much more information as you want.

I f you have entered a lngetaboropénwup tetellayoulthatahd memées kas vy
been made an Online learner. You can click NO if she does not want to have access to the Moodle or YE
E‘ she does.

New Online Learner

This member can now be made an Cnline Learner - details will be emailed to their new
email address.

Click no if the member does NOT want to be an Online Learner

Click yes if the member DOES want to be an Online Learner

Yes No

When you get to the bottom, click on 060Saveb



You will then get a box open up telltyou that the new members joining date has been defaulted to today,
and if you know the correct day, you can change it.

Default Date Joined

This new member's Date Joined has been defaulted to today’'s date. If you know the
actual date they joined, please change the Date Joined on their record, as this will provide
more accurate subscription information

Click OK to continue.

OK

4 HOW TO ADD A DUAL MEMBER

Click on Members at the top of the page

Home National Federations - Groups « Wis - Members ~ WI Advisers - IFE Trainers - Judges ~ Speakers - Staff - Campaigns ~

Competitions « Course Templates - Courses - ReportWorks ~ Houskeeping ~

stal Members 12.0 () ) 2.550.0

W Anglesey / Sir Fon Federation Name Total Wis Total Members
. ‘\‘I”M. !fwon N Anglesey / Sir Fon 59

This will open a box:




Groups - Wis ~ Members ~ WI Advisers « IFE Trainers - Judges

ReportWorks ~ Houskeeping ~

Tools Recently Viewed
) 9,660.0
My Membership(s) 00125961

B Anglesey / Sir Fon New Members

B Avon

B Bedfordshire Update Members

I Eerkshire

I Buckinghamshire Search All

M Cambridge

B Sir Gar - Carmarth... Create New

M Ceredigion

B Cheshire

B Cluwd - Nenhinh Sir Gar - Carmarthenshire

Click on 6Create Newb

Home National Federations ~ Groups ~ Wis ~ Members ~ WI Advisers ~ IFE Trainers ~ Judges ~ Speakers ~ Staff ~ Campaigns ~ Timeout: 20m 495 (Reset)

Competitions ~ Course Templates ~ Courses ~ ReporiWorks ~ Houskeeping ~

Create New Member

m Sections

Basic Details
Status Info Skills
Newsletters
Interests
Positions

@ status Active Training Courses
Competitions

© Status Date Campaigns

@ Reference

O Title [Please select ] Search for Members
Create New Member
@ First Name View audit records
Status History
O surname v

Enter the dual members name and postcode



Create New Member

Status Info

@ Reference
0 Status Active v

@ Status Date

Contact Details

a Title [Flease select..] v
O First Name Teresa
0 Surname Green
@ Salutation

0 Post Code 10 01

@ Address 1

Click into another box after entering the postcode and a new window will open with the members name ar
first line of the address

tatus Info
[ [ infoworks3.co.uk/NFWL_MCS2_Test/Members/MemberAddressCheckPopup.as... EIEIQ‘
© Reference [ infoworks3.co.uk/NFWI_MCS2_Test/Members/MemberAddressCheckPopuj
@ Status Active =
@ status Date Select Address

The following existing members have this postcode. If your new
member is listed, please click on that entry. If your new member is

ontact Details not listed, please click Cancel to perform a PAF lookup.

10 v Search:
0 Title [Please select ] records per page
O First Name Teresa i
Firsthame 4| Surname Address1
@ surname Green
Teresa Green 273 The Parkway
@ salutation

Showing 1 to 1 of 1 entries

@ Post Code sioor
Previous n Next

O Address 1
O Address 2
@ Address 3

@ Town

@ County

@ Address Needs Yes Mo i
Verification?

If this is the correct member, click onrHest name.

This will then enter her details into the page



Enter her dual WI into the Federation and WI drop down boxes and click on Save at the bottom of the pag

& Telephone Evening
@ Telephone Mobile
& Fax

@ Preferred Contact [Please select..] v
Method

Membership Details

@ Federation Buckinghamshire v
aw | George Green v
@ Member Type Dual v
O Primary Membership? Yes No
@ Date Joined 24/07/2014 =
© Expiry Date =]

& Reminder History

O Notes

Personal Details

If you now scroll to the bottomafh e member 6s record you will see

@ Ethnicity [Please select.] v
@ Sight Disability? Yes Mo
A Age Range [Please select ] -
@ W Life Not Required? Yes No
© Wi Life Not Required =]
Date
O MCS User

@ Online Learner

© Comments

Payment

No items to display

Al v records per page Search:
Reference L ow Date Joined Status Member Type
0000000026 Iver Heath 24/07/2014 Active Full

Showing 1to 1 of 1 entries Previous Next

[ 152 ] x occe |



v I $S) . 1. $ 2% /6)." |

Click on WiIs at the top of the page

Home National Federations ~ Groups ~ Wis ~ bers ~ WI Advisers ~ IFE Trainers ~ Judges ~ Speakers ~ Staff ~ Campaigns ~ Timeout: 27m

Competitions ~ Course Templates ~ Courses ~ ReporiWorks ~ Utilities ~

Then choose Search All from the menu

WI Advisers - IFE Trainers ~

Utilities ~

Tools Recently Viewed

560,
WI's in my Federation Sawbridgeworth Afternoon

sey My Wi Rockiands e
rdsh Active Idmistol
hire Inactive
nghe
widg
ar-¢
figiol
Hine) Create New
1-D

P

Find the WI by typing the details into the search form

Home National Federations ~ Groups ~ Wis ~ Members ~ Wi Advisers ~ IFE Trainers ~ Judges ~ Sy

Competitions ~ Course Templates ~ Courses ~ ReportWorks ~ Utilities -

Search for Wls

Please specify your search criteria below, then click 'Search’

Search Criteria

© Federation [Flease select...]

© Wi Reference

@ WI Name Iver Heath| -
O Status [Please select..]
@ Type [Please select ]
@ Federation Group [Please select...]
9 Town
@ County

And clicking on Search at the bottom of the page
When you have found the WI you want, open it by clicking on the WI name

When you have opened the WIs record, click on Positions in the Sections box

WI's Details - Iver Heath
=3

Basic Details

WI Status Info Activities & Interests
Members
Positions
BUCD93
OIReteEnce ‘W1 Competitions
@status | nacive WI Campaigns

@ status Date
[B Make current section 'sticky'

Search for Wis
Create New WI

Basic Details

6 WI Name Iver Heath

- %- " %206 3

0/ 3) 4)



This will then show you a list of aflositions held within this WI

To add a position for someone else, click on Add Position to WI at the bottom

WI Positions - Iver Heath

Positions Held at this WI

Al records per page

Search:

Position Member Status “ Effective From Date
[ President Horler K Active 15/03/2004
b Secretary Glanfield J Active 15/03/2004

Showing 1 to 2 of 2 entries

¥} Add Position to W

Previous - Next

Another window will then open up, where you will assign the new position to a member

Click on Search, to search for the member you wantdigrashe position to

Home National

Competitions ~

WI Positions - Iver

Positions Held at this V|

Al recards per page

Position Mi
B President Hil
b Secretary l

Showing 1 to 2 of 2 entries

B2 Add Position to W1

Timeout: 20m

Position held at WI

@ Group
@ Position

@ Select Holder

[Please select..] _
[Please select ] I

No item selected

[ Qssarcn |  cisar | Civew | -

fns

(irrent section 'sticky"

Is

(w1

| Mle Wi reports
I fie Wi report

— ords
TS Fory

Actions



Enter the member 6s

And click on the Search button

arch for Person

Please specify your search criteria below, then click 'Search’

Search Criteria

@ Federation Buckinghamshire

aw Iver Heath

@ First Name Latel

© surname Monks|

@ Salutation

& Post Code

@ Address 1

@ Town

@ County

@ Telephone Day

@ Telephone Evening
© Telephone Mobile

Q Search

Select the member you want

Member Search Results

10 records per page

Relationship 4 First Name

Search

det ai

| s of

Surname Post Code

0000000 Latel

Monks SLO ORN

Showing 1 entries

Search Again

Previous - Next

And her details will be entered into the Select Holder box

Click on the dropdown box neta Position

Position held at WI

@ Group [Please select...]
© Position [Please select..]

@ Select Holder &
0000000016

wh o

you

want

t

o



Then click on the position you want to assign this member (you may need to scroll down)

O Group |Mlease select...] v

@ Position o
3rd Officer

Acting President

ielect Holder Acting Treasurer

Activities organiser

Adviser

Archivist

Assistant Secretary

Assistant Treasurer
Committee Member
Correspondence Secretary
Diary of Events

EN Delivery

Enterprises Contact

Fed Event Tickeis

Group committee representative
Group members representative
Joint President

Magazine Secretary

MCS Rep

Minutes Secretary

On-line learner

Qutings Crganiser

Posters

President

President (temporary)

Press Officer

Programme Secretary

Raffle organiser

o

B =Tl

When the member and the position have been added you can click on Save

Position held at WI

0 Group [Please select.. ]
€ Position Assistant Secretary

© Select Holder &
0000000016

This has now assigned the position to the member andhvalt in the updated list

NI Positions - lver Heath

Positions Held at this WI )
Basic De
Activities
Member
All records per page Search: Position:
WI Com
Position Member Status * Effective From Date WI Cam
[ President Harler K Active 15/03/2004
Mak
[ Secretary Glanfield J Active 15/03/2004
[ Assistant Secretary Monks Latel Active 17/07/72014
Showing 1 to 3 of 3 entries Previous - Next
Search f
Create b
Search ¢
View au
Status H

Actions



© (/7 41 #('.' % ! - %-"%283 7)

Search for your member, and open her record

Home National Federations ~ Groups ~ Wis ~ Members ~ ‘WI Advisers ~ IFE Trainers ~ Judges ~ Speakers v Staff ~ ‘Campaigns ~ Timeout: 26m «

Compefitions ~  Course Templates ~  Courses ~  ReportWorks = Utilities ~

Member Details - 0000000016

m Sections

Basic Details
Status Info Skils
Newsletters
Interests

@ Reference 0000000016 Posiiions
Training Courses
Competitions

© Status Date 1710772014 10:54 Campaigns

O Status Active

Make current section 'sticky’

Contact Details

o@Tile | M

Search for Members

© First Name Latel
Create New Member
© Surname Monks Search simple Member reporis
Create simple Member report
@ Salutation View audit records
View Relationships
@ Post Code SLOORN Status History

Scroll down to where you see Membership details and click on the dropdown menu next to WI

O Fax

0 Preferred Contact Method [Please select..]

Membership Details

© Federation Buckinghamshire
owl George Green
© Member Type Full
@ Primary Membership? ®ves O No
O Date Joined 1710772014 =
@ Expiry Date =)

© Reminder History

© Notes

Personal Details

O Is Delegate? Oves O No

© Media Friendly? Oves O No



This will give you a list of WIis withirthat federation

@ Fax Downley village Afternoon

Downley Village Evening ~
@ Preferred Contact Method Drayton Parslow
Dunsmore
Edlesborough
Emberton
Fairford Leys
Farnham Common
1 . Flackwell Heath Evening
Membershlp Details Flackwell Heath Moming
Forty Green
Frieth
. Fulmer
© Federation Furzton
Gawcott
ow
Granborough
Great Brickhill
@ Member Type Great Hampden
Great Horwood & Singleborough
(i} Primary Membership? Great Kingzshill Afternoon
Great Kingshill Evening

) Great Linford
@ Date Joined Great Missenden
Great Missenden Evening

i Grendon Underwood Edgcott & King
e nYRale Haddenham
Haddenham & Witchert
© Reminder History Hambleden v
Hanslope

Click on the new WI (you may need to scroll up or down)

And then scroll to the bottom of the page and click on Save



7 HOW TO UPLOAD A DOCUMENT OR WEB LINK

You can upload documents or website litksiny records on the MCS. Each record is done in the same
way, whether it be an individual member 6s recor
I will use a Wis record as an example.

Open the WIs record and click on Addé in the To

Home  National  Federations ~  Groups~  WIs~  Members ~  WIAdvisers »  IFETrainers ~  Judges ~  Speakers ~  Staff v Campaigns ~ Timeout: 29m

Competitions ~  Course Templates ~  Courses ~ ReporiwWorks ~ Utilities

WI's Details - Iver Heath

m Sections

Basic Details

WI Status Info Activities & Interests
Members
Positions
BUCDE3
et =nce Wi Competitions
@ Status Inactive Wi Campaigns

@ Status Date
Make current section 'sticky’

Search for Wis

Create New WI

Search simple WI reports
Create simple WI report

© Wl Name Iver Heath

© Telephone Number

O Email Address View audit records
Status History
® Website URL Actions
O Federation Buckinghamshire :gddocumenls
@ Federation Groun [Please select ] v

Anotherwindow will open up

If you want to upload a document, click on Browse

& nttp://infoworks3.co.uk/NFWI_MCS2_Test/Uploads/Uploads.aspx?ParentiD=19843&A2B0ID=121

Upload a document
@ Select a file on your [ Browse...
computer
OR
© Specify a hyperiink to
public website
3ucos3
THEN l|iitions
nactive | flans
© Provide a brief
description of the file
FINALLY lEurrent section 'stic
Click 'Upload’ - please bear in mind that if you are uploading a large file to the system it will take some time
.
HINT
ver Heath - Always Keep your own off-line copy of important documents. Vs
- If you want to edit an uploaded document, open it, save it locally, do your edits then upload the new version and Wi
delete the old version (OR go back to your off-line original and work from there). | iple WI reports
- Uploaded files have a numeric prefix added to them to help iSafe keep track of them - bear this in mind if you | lPle W1 report
need to email your file to collegaues. j-cords
Iory
+/||Ents

Please select ] 4



This will open your file directory on the PC you are using

Select the document you want to upload and click on Open

=

The file path for this document will then show in tiecument box
Click on Upload

=

You will then see a box pop up telling you it has been successfully uploaded. Click on OK.








































































