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Start 
 
To open the application, take the following steps: 
 

 
 
1. Enter the email and password login information 

 
2. Press Sign In 
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Dashboard 
 
 

 
 
The elements in the dashboard 

 

 
 
These icons represent the number of students, the number of courses, the number of 
certifications and the total earnings 
 

 
 
These displays show the locations of chapters and the statuses of purchases 
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Menu 
 
The sidebar menu is on the left-hand side, and features the dashboard tab, as well as 9 other 
tabs, each with drop down menus linking to important pages. See all menu items below: 
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Users 
 
Add a User 
 
To add a new user: 
 
1. Press Users in the sidebar menu under Manage Users 

 

 
      
 You will see the following page appear: 

 

 
 

2. Press the Add User link on the top left of the screen 
 

3. Enter user information into the following fields: 
 

 
 

4. Select the level of User Type in the dropdown menu:  
 
5. Select the level of Active in the dropdown menu: Yes or No  

 
6. Press Submit 

Note: If a User with the same email exists, you see a warning in red say ‘User already exists’ 
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Edit a User 
 
To edit a user’s account: 

 
1. Press Users in the sidebar menu under Manage Users 

 

 
 

2. Find the user account to edit on the list 
 

 
 

3. Press edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Enter user information into the following fields: 
 
 

 
 

5. Press Submit 
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Delete a User 
 
To delete a user’s account: 

 
1. Press Users in the sidebar menu under Manage Users 

 

 
 

2. Find the user account to delete on the list 
 

 
 

3. Press the delete icon on the right side which looks like a trash can in a box 
 

  
 
A prompt will appear: ‘Do you want to delete User #’: 
 

  
 

4. Press OK to confirm 
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HOME PAGE 
 
Sliders 
 
Add a New Slider 
 
To add a slider: 
 
1. Press Sliders in the sidebar menu under Home Page 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Slider link on the top left of the screen 
 

3. Enter information into the following fields: 
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4. Press Submit 
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Edit a Slider 
 
To edit a slider: 

 
1. Press Sliders in the sidebar menu under Home Page 

 

 
 

2. Find the slider to edit on the list 
 

 
 
3. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

4. Edit the slider’s information as per the fields in the section above 
 

5. Press Submit 
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Delete a Slider 
 
To delete a slider: 
 
1. Press Sliders in the sidebar menu under Home Page 

 

 
 

2. Find the slider to delete on the list 
 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box 
  

  
 
4. Press OK to confirm  
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Text Under Slides 
 
Edit Texts Under Slides 
 
To edit the text under the slides: 
 
1. Press Text Under Slides in the sidebar menu under Home Page 

 

  
 

2. Enter information into the following fields: 
 

 
  

3. Press Submit 
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Main Topic 
 
Add a Message Box 
 
To add a message box to the home page: 
 
1. Press Main Topic in the sidebar menu under Home Page 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Box link on the top left of the screen 
 

3. Enter information into the following fields: 
 

  
 
4. Press Submit 
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Edit a Message Box  
 
To edit a message box on the home page: 
 
1. Press Main Topic in the sidebar menu under Home Page 

 

 
 
2. Find the message box to edit on the list 
 

 
 
3. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a Message Box  
 
To delete a message box on the home page: 
 
1. Press Main Topic in the sidebar menu under Home Page 

 

 
 
2. Find the message box to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 

 

  
 
4. Press OK to confirm  

 

 
 
  
 
 
 
 



22 
 

Announcements 
 
Add an Announcement Box 
 
To add a new announcement box to the home page: 
 
1. Press Announcements in the sidebar menu under Home Page 

 

 
 
You will see the following page appear: 
 

   
 

2. Press the Add Box link on the top left of the screen 
 

3. Enter information into the following fields: 
 

  
 

4. Press Submit 
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Edit an Announcement Box  
 
To edit an announcement box on the home page: 
 
1. Press Announcements in the sidebar menu under Home Page 

 

 
 
2. Find the announcement box to edit on the list 
 

 
 
3. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete an Announcement Box  
 
To delete an announcement box on the home page: 
 
1. Press Announcements in the sidebar menu under Home Page 

 

 
 
2. Find the announcement box to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 

 

  
 
4. Press OK to confirm  
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Education 
 
Add an Education Box 
 
To add a new education box to the home page: 
 
1. Press Education in the sidebar menu under Home Page 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Homepage Box link on the top left of the screen 
 

3. Enter information into the following fields: 
 

  
 
4. Press Submit 
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Edit an Education Box  
 
To edit an education box on the home page: 
 
1. Press Education in the sidebar menu under Home Page 

 

 
 
2. Find the education box to edit on the list 
 

 
 
3. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete an Education Box  
 
To delete an education box on the home page: 
 
1. Press Education in the sidebar menu under Home Page 

 

 
 
2. Find the education box to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 

 

  
 
4. Press OK to confirm  
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News 
 

Add News 
 
To add news: 
 
1. Press News in the sidebar menu under Home Page 

 

 
 
You will see the following page appear: 
 

  
 

2. Press the Add News link on the top left of the screen 
 

3. Enter information into the following fields: 
 

    
 
4. Press Submit 
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Edit News  
 
To edit news: 
 
1. Press News in the sidebar menu under Home Page 

 

 
 
2. Find the news to edit on the list 
 

 
 
3. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete News  
 
To delete news: 
 
1. Press News in the sidebar menu under Home Page 

 

 
 
2. Find the news to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 

 

  
 
4. Press OK to confirm  
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Webpage Banners 
 

Add a Webpage Banner 
 
To a banner: 
 
1. Press Webpage Banners in the sidebar menu under Home Page 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Banner link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 
4. Press Submit 
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Edit a Webpage Banner  
 
To edit a banner: 
 
1. Press Webpage Banners in the sidebar menu under Home Page 

 

 
 
2. Find the banner to edit on the list 
 

 
 
3. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a Webpage Banner  
 
To delete a banner: 
 
1. Press Webpage Banners in the sidebar menu under Home Page 

 

 
 
2. Find the banner to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 

 

  
 
4. Press OK to confirm  
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Magazine Cover 
 
Changing the Magazine 
 
To change the magazine: 
 
1. Press Magazine Cover under Home Page in the sidebar menu 

 

  
 
The following page will appear 
 

 
 
2. Press Choose File to upload the cover image, and enter the new URL 

 
3. Press Submit 
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About Us 
  

Edit About Us Text 
 
To edit the About Us text: 
 
1. Press About Us in the sidebar menu under About Us 
 

  
 

2. Enter information into the following fields: 
 

 
 

3. Press Submit 
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History 
 

Edit History page 
 
To edit the history page: 

 
1. Press History in the sidebar menu under About Us 
 

 
 

2. Enter information into the following fields: 
 

 
 

3. Press Submit 
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Executive Council 
 

Add an Executive Council Member 
 
To add an executive council member: 
 
1. Press Executive Councils in the sidebar menu under About Us 

 

 
 
You will see the following page appear:  
 

 
 
2. Press the Add Executive Council link on the top left of the screen 

 
3. Enter information into the following fields: 
 

 
 
4. Press Submit 
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Edit an Executive Council Member 
 
To edit an executive council member: 
 
1. Press Executive Council in the sidebar menu under About Us 

 

 
 
2. Find the member to edit on the list 
 

 
 
3. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete an Executive Council Member 
 
To delete an executive council member: 
 
1. Press Executive Council in the sidebar menu under About Us 

 

 
 
2. Find the member to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 

 

  
 
4. Press OK to confirm  
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Board of Directors 
 

Add a Member to the Board of Directors 
 
To add a member to the board of directors: 
 
1. Press Board of Directors in the sidebar menu under About Us 

 

 
 
You will see the following page appear:  
 

  
 
2. Press the Add Board of Director link on the top left of the screen 

 
3. Enter information into the following fields: 
 

  
 
4. Press Submit 
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Edit a Member of the Board of Directors 
 
To edit a member of the board of directors: 
 
1. Press Board of Directors in the sidebar menu under About Us 

 

 
 
2. Find the member to edit on the list 
 

 
 
3. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a Member of the Board of Directors 
 
To a delete member of the board of directors: 
 
1. Press Board of Directors in the sidebar menu under About Us 

 

 
 
2. Find the member to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 

 

  
 
4. Press OK to confirm  
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Past Presidents 
 

Add a Past President  
 
To add a Past President: 

 
1. Press Past Presidents in the sidebar menu under About Us 

 

 
     
You will see the following page appear: 
 

 
 

2. Press the Add Past Presidents link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 
4. Press Submit 
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Edit a Past President 
 
To edit a Past President: 

 

1. Press Past Presidents in the sidebar menu under About Us 
 

  
 

2. Find the president to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 
4. Edit the information as per the fields in the section above 

 
5. Press Submit 
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Delete a Past President 
 
To delete a Past President: 

 
1. Press Past Presidents in the sidebar menu under About Us 

 

  
 

2. Find the president to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 
4. Press OK to confirm 
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Association Staff 
 

Add a Staff Member 
 
To add a staff member: 

 
1. Press Association Staff in the sidebar menu under About Us 

 

 
     
You will see the following page appear: 
 

 
 

2. Press the Add Staff link on the top left of the screen 
 

3. Enter information into the following fields: 
 

  
 
4. Press Submit 
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Edit a Staff Member 
 
To edit a Staff Member: 

 

1. Press Association Staff in the sidebar menu under About Us 
 

  
 

2. Find the staff member to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 
4. Edit the information as per the fields in the section above 

 
5. Press Submit 
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Delete a Staff Member 
 
To delete a staff member: 

 
1. Press Association Staff in the sidebar menu under About Us 

 

  
 

2. Find the staff member to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 
4. Press OK to confirm 
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Strategic Alliances 
 
Edit Strategic Alliances 
 
To edit the strategic alliances page: 

 
1. Press Strategic Alliance’s in the sidebar menu under About Us 

 

  
 

The following page will appear: 
 

  
 
2. Edit the information in the fields shown above 
 
3. Press Submit 
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Committees 
 

Add a Committee Member 
 
To add a committee member: 

 
1. Press Committees in the sidebar menu under About Us 

 

 
     
You will see the following page appear: 
 

 
 

2. Press the Add Committee link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
  
4. Press Submit 
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Edit a Committee Member 
 
To edit a committee member: 

 

1. Press Committees in the sidebar menu under About Us 
 

  
 

2. Find the committee member to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 
4. Edit the information as per the fields in the section above 

 
5. Press Submit 
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Delete a Committee Member 
 
To delete a committee member: 

 
1. Press Committees in the sidebar menu under About Us 

 

  
 

2. Find the committee member to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 
4. Press OK to confirm 
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Bylaws 
 
Change Bylaws Document 
 
To change the PDF Bylaws document: 

 
1. Press ByLaws in the sidebar menu under About Us 

 

  
 

The following page will appear: 
 

 
 
2. Upload the new file by clicking on the Choose File button 
 
3. Press Submit 
 

 
 
 
 
 
 
 
 

 



54 
 

Annual Reports 
 
Change Annual Report Files 
 
To change the annual report files: 

 
1. Press Annual Reports in the sidebar menu under About Us 

 

  
 

The following page will appear: 
 

 
 
2. Edit the information. The links can be edited by clicking this ‘chain’ icon   

 

 
 
3. Press Submit 
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Life Member Content 
 
Edit Life Member Content 
 
To edit the life member content: 

 
1. Press Life Member Content in the sidebar menu under About Us 

 

  
 

The following page will appear: 
 

 
 
2. Edit the information in the fields shown above 
 
3. Press Submit 
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Life Members 
 

Add a Life Member 
 
To add a new life member: 

 
1. Press Life Members in the sidebar menu under About Us 

 

 
     
You will see the following page appear: 
 

 
 

2. Press the Add Life Members link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
  
4. Press Submit 
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Edit a Life Member 
 
To edit a life member: 

 

1. Press Life Members in the sidebar menu under About Us 
 

 
 

2. Find the life member to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 
4. Edit the information as per the fields in the section above 

 
5. Press Submit 
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Delete a Life Member 
 
To delete a life member: 

 
1. Press Life Members in the sidebar menu under About Us 

 

  
 

2. Find the life member to delete on the list 
 

 
 
3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 
4. Press OK to confirm 
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COLLEGE OF FELLOWS 
 
College Fellows Content 
 
Editing College Fellows Content 
 
To edit the college of fellows content: 
  
1. Press College Fellows Content in the sidebar menu under College of Fellows  

 

 
 

2. Edit content on this page: 
 

 
 
3. Press Submit 
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College Fellows 
 
Add College Fellows 
 
To add college fellows: 

 
1. Press College Fellows in the sidebar menu under College of Fellows  

 

 
 

You will see the following page appear: 
 

 
 

2. Press the Add College Fellow link on the top left of the screen 
 

3. Enter information into the following fields: 
 

  
 
4. Press Submit 
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Edit College Fellows 
 
To edit college fellows: 

 
1. Press College Fellows in the sidebar menu under College of Fellows 

 

 
 

2. Find the fellow to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete College Fellows 
 
To delete college fellows: 

 
1. Press College Fellows in the sidebar menu under College of Fellows 
 

 
 
2. Find the fellow to delete on the list 

 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box  
 

   
 

4. Press OK to confirm 
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Vision, Mission and Values 
 
Edit Vision, Mission and Values Content 
 
To edit the vision, mission and value content: 

 
1. Press Vision, Mission and Values in the sidebar menu under College of Fellows 

 

 
 
2. Edit the information 

 

 
 
3. Press Submit 
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Our History 
 
Edit Our History Content 
 
To edit the content on this page: 

 
1. Press Our History in the sidebar menu under College of Fellows 

 

 
 
2. Edit the information 

 

 
 
3. Press Submit 
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College Officers 
 
Add a College Officer 
 
To add a college officer: 

 
1. Press College Officers in the sidebar menu under College of Fellows  
 

 
 

You will see the following page appear: 
 

 
 

2. Press the Add College Officer link on the top left of the screen 
 

3. Enter information into the following fields: 
 

   
 
4. Press Submit 
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Edit a College Officer 
 
To edit a college officer: 

 
1. Press College Officers in the sidebar menu under College of Fellows 

 

 
 

2. Find the officer to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

 
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a College Officer 
 
To delete a college officer: 

 
1. Press College Officers in the sidebar menu under College of Fellows 
 

 
 
2. Find the officer to delete on the list 

 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box  
 

   
 

4. Press OK to confirm 
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Fellows (FCSC) 
 
Add Fellows (FCSC) 
 
To add fellows: 

 
1. Press Fellows (FCSC) in the sidebar menu under College of Fellows  
 

 
 

You will see the following page appear: 
 

 
 

2. Press the Add Fellows link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 
4. Press Submit 



69 
 

Edit Fellows (FCSC) 
 
To edit fellows: 

 
1. Press Fellows (FCSC) in the sidebar menu under College of Fellows 

 

 
 

2. Find the fellow to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

 
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete Fellows (FCSC) 
 
To delete fellows: 

 
1. Press Fellows (FCSC) in the sidebar menu under College of Fellows 
 

 
 
2. Find the fellow to delete on the list 

 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box  
 

   
 

4. Press OK to confirm 
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Nominations 
 
Edit Nominations Content 
 
To edit the content on this page: 

 
1. Press Nominations in the sidebar menu under College of Fellows 

 

 
 
2. Edit the information 

 

  
 
3. Press Submit 
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CHAPTER 
 
Chapters 
 
Add a Chapter 
 
To add a chapter: 

 
1. Press Chapters in the sidebar menu under Chapter 

 

 
      
You will see the following page appear: 
 

 
 

2. Press the Add Chapter link on the top left of the screen 
 

3. Enter user information into the following fields: 
 

 
 
4. Press Submit 
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Edit a Chapter 
 
To edit a chapter: 

 
1. Press Chapters in the sidebar menu under Chapter 

 

 
 
2. Find the chapter to edit on the list 

 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above: 
 

5. Press Submit 
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Delete a Chapter 
 
To delete a chapter: 

 
1. Press the Chapters on the sidebar menu 

 

 
 

2. Find the chapter to delete on the list 
 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box 
  

   
 

4. Press OK to confirm 
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Executive Committee 
 
Add an Executive Member 
 
To add an executive committee member: 
 
1. Press Executive Committee in the sidebar menu under Chapter 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Member link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 

4. Press Submit 
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Edit an Executive Member 
 
To edit an executive member: 

 
1. Press Executive Committee in the sidebar menu under Chapter 

 

 
 

2. Find the member to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete an Executive Member 
 
To delete an executive member: 

 
1. Press Executive Committee in the sidebar menu under Chapter 

 

 
 

2. Find the member to delete on the list 
 

 
 

3. Press delete icon on the right side that looks like a trash can in a box  
 

  
 

4. Press OK to confirm 
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Specifiers  
 
Add a Specifier 
 
To add a specifier: 
 
1. Press Specifiers in the sidebar menu under Chapter 

 

 
 

      You will see the following page appear:  
 

 
 

2. Press the Add Specifiers link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 

4. Press Submit 
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Edit a Specifier 
 
To edit a specifier: 

 
1. Press Specifiers in the sidebar menu under Chapter 

 

 
 

2. Find the specifier to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a Specifier 
 
To delete a specifier: 

 
1. Press Specifiers in the sidebar menu under Chapter 

 

 
 

2. Find the specifier to edit on the list 
 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box  
 

  
 

4. Press OK to confirm 
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Specifier Files 
 
Add a Specifier File 
 
To a specifier file: 
 
1. Press Specifier Files in the sidebar menu under Chapter 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Specifier Files link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 

4. Press Submit 
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Edit a Specifier File 
 
To edit a specifier file: 

 
1. Press Specifier Files on the sidebar menu under Chapter 

 

 
 
Find the file to edit on the list 
 

 
 
2. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

3. Edit the information as per the fields in the section above 
 

4. Press Submit 
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Delete a Specifier File 
 
To delete a specifier file 

 
1. Press Specifier Files in the sidebar menu under Chapter 
 

 
 
Find the specifier to delete on the list 
 

 
 
 

2. Press delete icon on the right side that looks like a garbage bin 
 

  
 

3. Press OK to confirm 
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Contacts 
 
Add a Contact 
 
To add a contact: 

 
1. Press Contacts in the sidebar menu under Chapter 
 

 
       
You will see the following page appear: 

 

 
 

2. Press the Add Contact link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 

4. Press Submit 
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Edit a Contact 
 
To edit a contact: 

 
1. Press Contacts in the sidebar menu under Chapter 
 

 
 
Find the contact to edit on the list 

 

 
 
2. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

3. Edit the information as per the fields in the section above 
 

4. Press Submit 
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Delete a Contact 
 
To delete a contact: 

 
1. Press Contacts in the sidebar menu under Chapter 
 

 
 

Find the contact to delete on the list 
 

 
 

2. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

3. Press OK to confirm 
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Events 
 

Add an Event 
 

To add an event: 
 

1. Press Events in the sidebar menu under Chapter 
 

 
       
You will see the following page appear: 
 

 
 
2. Press the Add News and Event link on the top left of the screen 

 
3. Enter information into the following fields: 
 

 
 

4. Press Submit 
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Edit an Event 
 
To edit an event: 

 
1. Press Events in the sidebar menu under Chapter 
 

 
 
Find the event to edit on the list 

 

 
 
2. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

3. Edit the information as per the fields in the section above 
 

4. Press Submit 
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Delete an Event 
 
To delete an event 

 
4. Press Events in the sidebar menu under Chapter 
 

 
 

Find the event to delete on the list 
 

 
 

5. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

6. Press OK to confirm 
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Chapter Logos 
 
Add a Logo 
 
To add a logo: 

 
1. Press Chapter Logos in the sidebar menu under Chapter 
 

  
       
You will see the following page appear: 
 

 
 
2. Press the Add Logo link on the top left of the screen 

 
3. Enter information into the following fields: 
 

 
 

4. Press Submit 
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Edit a Logo 
 
To edit a logo: 

 
1. Press Chapter Logos in the sidebar menu under Chapter 
 

 
 
Find the logo to edit on the list 

 

 
 
2. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

3. Edit the information as per the fields in the section above 
 

4. Press Submit 
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Delete a logo 
 
To delete a logo: 

 
1. Press Chapter Logos in the sidebar menu under Chapter 
 

 
 

Find the logo to delete on the list 
 

 
 

2. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

3. Press OK to confirm 
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RECOGNIZING EXCELLENCE 
 
Awards 
 
Add an Award 
 
To add an award: 

 
1. Press Awards in the sidebar menu under Recognizing Excellence 
 

 
       
You will see the following page appear: 
 

  
 
2. Press the Add Award link on the top left of the screen 

 
3. Enter information into the following fields: 
 

  
 

4. Press Submit 
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Edit an Award 
 
To edit an award 

 
1. Press Awards in the sidebar menu under Recognizing Excellence 
 

 
 
Find the award to edit on the list 

 

 
 
2. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

3. Edit the information as per the fields in the section above 
 

4. Press Submit 
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Delete an Award 
 
To delete an award: 

 
1. Press Awards in the sidebar menu under Recognizing Excellence 
 

 
 

Find the award to delete on the list 
 

 
 

2. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

3. Press OK to confirm 
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Excellence Awards 
 
Add an Excellence Award 
 
To add an Excellence award: 

 
1. Press Excellence Awards in the sidebar menu under Recognizing Excellence 
 

  
       
You will see the following page appear: 
 

 
 
2. Press the Add Excellence Award link on the top left of the screen 

 
3. Enter information into the following fields: 
 

   
 

4. Press Submit 
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Edit an Excellence Award 
 
To edit an excellence award 

 
1. Press Excellence Awards in the sidebar menu under Recognizing Excellence 
 

 
 
Find the Excellence award to edit on the list 

 

 
 
2. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

3. Edit the information as per the fields in the section above 
 

4. Press Submit 
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Delete an Excellence Award 
 
To delete an excellence award: 

 
1. Press Excellence Awards in the sidebar menu under Recognizing Excellence 
 

 
 

Find the excellence award to delete on the list 
 

 
 

2. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

3. Press OK to confirm 
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CERTIFICATIONS 
 
Certifications Page 
 
Edit Certifications Page Content 
 
To edit this content: 
 
1. Press Certifications Page in the sidebar menu under Certifications 
 

 
 
2. Edit the information  

 

 
 
3. Press Submit 
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RSW 
 
Edit RSW Page Content 
 
To edit this content: 
 
1. Press RSW in the sidebar menu under Certifications 
 

  
 
2. Edit the information  

 

  
 
3. Press Submit 
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CSP 
 
Edit CSP Page Content 
 
To edit this content: 
 
1. Press CSP in the sidebar menu under Certifications 
 

  
 
2. Edit the information  

 

   
 
3. Press Submit 
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CCCA 
 
Edit CCCA Page Content 
 
To edit this content: 
 
1. Press CCCA in the sidebar menu under Certifications 
 

  
 
2. Edit the information  

 

  
 
3. Press Submit 
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CTR 
 
Edit CTR Page Content 
 
To edit this content: 
 
1. Press CTR in the sidebar menu under Certifications 
 

  
 
2. Edit the information  

 

  
 
3. Press Submit 
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Why Get Certified? 
 
Edit Why Get Certified? Page Content 
 
To edit this content: 
 
1. Press Why Get Certified? in the sidebar menu under Certifications 
 

  
 
2. Edit the information  

 

   
 
3. Press Submit 
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Certified Members 
 
Add a Certified Member 
 
To add a certified member: 

 
1. Press Certified Members in the sidebar menu under Certifications 
 

  
       
You will see the following page appear: 
  

 
 
2. Press the Add Certified Member link on the top left of the screen 

 
3. Enter information into the following fields: 
 

  
 

4. Press Submit 



106 
 

Edit a Certified Member 
 
To edit a certified member: 

 
1. Press Certified Members in the sidebar menu under Certifications 
 

 
 
Find the member to edit on the list 

 

 
 
2. Press the edit icon on the right side that looks like a pencil in a box 

 

  
 

3. Edit the information as per the fields in the section above 
 

4. Press Submit 
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Delete a Certified Member 
 
To delete a certified member 

 
1. Press Certified Members in the sidebar menu under Certifications 
 

 
 

Find the member to delete on the list 
 

 
 

2. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

3. Press OK to confirm 
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MENU 
 
Menu Management 
 
Edit Menu Management 
 
To edit the menu: 

 
1. Press Menu Management in the sidebar menu under Menu 

 

 
 
2. Edit the information in the following fields: 

 
 

    
 
3. Press Submit 
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Footer Menu 
 
Add a Footer Menu Item 
 
To add a footer menu item: 
 
1. Press Footer Menu in the sidebar menu under Menu 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Menu link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 

4. Press Submit 
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Edit a Footer Menu Item 
 
To edit a footer menu item: 

 
1. Press Footer Menu in the sidebar menu under Menu 

 

 
 

Find the menu item to edit on the list 
 

 
 

2. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

3. Edit the information as per the fields in the section above 
 

4. Press Submit 
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Delete a Footer Menu Item 
 
To delete a footer menu item: 

 
1. Press Footer Menu in the sidebar menu under Menu 

 

 
 

2. Find the menu item to edit on the list 
 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

4. Press OK to confirm 
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AboutUs Menu 
 
Add an About Us Menu Item 
 
To add a menu item: 

 
1. Press AboutUs Menu in the sidebar menu under Menu 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Menu link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 

4. Press Submit 
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Edit an About Us Menu Item 
 
To edit a menu item: 

 
1. Press AboutUs Menu in the sidebar menu under Menu 

 

 
 

2. Find the menu item to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete an About Us Menu Item 
 
To delete a menu item: 

 
1. Press AboutUs Menu in the sidebar menu under Menu 

 

 
 

2. Find the menu item to edit on the list 
 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

4. Press OK to confirm 
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Chapter Menu  
 
Add a Chapter Menu Item 
 
To add a menu item: 
 
1. Press Chapter Menu in the sidebar menu under Menu 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Menu link on the top left of the screen 
 

3. Enter information into the following fields: 
 

 
 

4. Press Submit 
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Edit a Chapter Menu Item 
 
To edit a chapter menu item: 

 
1. Press Chapter Menu in the sidebar menu under Menu 

 

 
 

2. Find the menu item to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a Chapter Menu Item 
 
To delete a chapter menu item: 

 
1. Press Chapter Menu in the sidebar menu under Menu 

 

 
 

2. Find the menu item to delete on the list 
 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

4. Press OK to confirm 
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Certification Menu  
 
Add a Certification Menu Item 
 
To add a menu item: 
 
1. Press Certification Menu in the sidebar menu under Menu 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Menu link on the top left of the screen 
 

3. Enter information into the following fields 
 

 
 

4. Press Submit 
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Edit a Certification Menu Item 
 
To edit a menu item: 

 
1. Press Certification Menu in the sidebar menu under Menu 
 

 
 

2. Find the menu item to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a Certificate Menu Item 
 
To delete a menu item: 

 
1. Press Certification Menu in the sidebar menu under Menu 

 

 
 

2. Find the menu item to delete on the list 
 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box 
  

  
 

4. Press OK to confirm 
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Meta Tags 
 
Edit a Meta Tag 
 
To edit a meta tag: 
 
1. Press Meta Tags in the sidebar menu under Menu 
 

 
 

2. Find the meta tag to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields below: 
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5. Press Submit 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



123 
 

CONFERENCES 
 
Conferences Home  
 
Edit Conferences Home Page 
 
To edit the page: 

 
1. Press Conferences Home in the sidebar menu under Conferences 

 

 
 
2. Edit the information in the following fields: 

 
 

 
 
3. Press Submit 
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Schedules 
 
Add a Schedule 
 
To add a schedule: 
 
1. Press Schedules in the sidebar menu under Conferences 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Schedule link on the top left of the screen 
 

3. Enter information into the following fields 
 

   
 

4. Press Submit 
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Edit a Schedule 
 
To edit a schedule: 

 
1. Press Schedule in the sidebar menu under Conferences 

 

 
 

2. Find the schedule to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a Schedule 
 
To delete a schedule: 

 
1. Press Schedules in the sidebar menu under Conferences 

 

 
 

2. Find the schedule to delete on the list 
 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box 
  

  
 

4. Press OK to confirm 
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Speakers 
 

Add a Speaker 
 
To add a speaker: 
 
1. Press Spreakers in the sidebar menu under Conferences 

 

 
 
You will see the following page appear: 
 

  
 

2. Press the Add Speaker link on the top left of the screen 
 

3. Enter information into the following fields 
 

 
   
4. Press Submit 



128 
 

Edit a Speaker 
 
To edit a speaker: 

 
1. Press Speakers in the sidebar menu under Conferences 

 

 
 

2. Find the speaker to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a Speaker 
 
To delete a speaker: 

 
1. Press Speakers in the sidebar menu under Conferences 

 

 
 

2. Find the speaker to delete on the list 
 

 
 

3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

4. Press OK to confirm 
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Sessions 
 

Add a Session 
 
To add a session: 
 
1. Press Sessions in the sidebar menu under Conferences 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Session link on the top left of the screen 
 

3. Enter information into the following fields 
 

  
   
4. Press Submit 
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Edit a Session 
 
To edit a speaker: 

 
1. Press Sessions in the sidebar menu under Conferences 

 

 
 

2. Find the session to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete a Session 
 
To delete a session: 

 
1. Press Sessions in the sidebar menu under Conferences 

 

 
 
2. Find the speaker to delete on the list 
 

 

3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

4. Press OK to confirm 
 

 
 
 
 
 
 
 



133 
 

Pricing 
 

Add Pricing 
 
To add a pricing: 
 
1. Press Pricing in the sidebar menu under Conferences 

 

 
 
You will see the following page appear: 
 

 
 

2. Press the Add Pricing link on the top left of the screen 
 

3. Enter information into the following fields 
 

  
   
4. Press Submit 
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Edit Pricing 
 
To edit pricing: 

 
1. Press Pricing in the sidebar menu under Conferences 

 

 
 

2. Find the price to edit on the list 
 

 
 

3. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

4. Edit the information as per the fields in the section above 
 

5. Press Submit 
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Delete Pricing 
 
To delete pricing: 

 
1. Press Pricing in the sidebar menu under Conferences 

 

 
 
2. Find the price to delete on the list 
 

 

3. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

4. Press OK to confirm 
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Add an Individual Ticket 
 
To add an individual ticket: 
 
1. Press Pricing in the sidebar menu under Conferences 

 

 
 
You will see the following page appear: 
 

  
 

2. Press the Individual Tickets link on the top left of the screen 
 
You will see the following page appear: 
 

 
 

3. Enter information into the following fields 
 

 
   
4. Press Submit 
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Edit an Individual Ticket 
 
To edit an individual ticket: 

 
1. Press Pricing in the sidebar menu under Conferences 

 

 
 
2. Press the Individual Tickets link on the top left of the screen 
 

 
 

3. Find the individual ticket to edit on the list 
 

 
 

4. Press the edit icon on the right side that looks like a pencil in a box 
 

  
 

5. Edit the information as per the fields in the section above 
 

6. Press Submit 
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Delete an Individual Ticket 
 
To delete an individual ticket: 

 
1. Press Pricing in the sidebar menu under Conferences 

 

 
 
2. Press the Individual Tickets link on the top left of the screen 
 

 
 
3. Find the individual ticket to delete on the list 
 

 

4. Press the delete icon on the right side that looks like a trash can in a box 
 

  
 

5. Press OK to confirm 
 

 

Do you want to delete Fun Night? 
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Accommodation & Travel 
 
Edit Accommodation & Travel Page 
 
To edit the page: 

 
1. Press Accomodation & Travel in the sidebar menu under Conferences 

 

 
 
2. Edit the information in the following fields: 

 
 

  
 
3. Press Submit 
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Sponsorship Opportunities 
 
Edit Sponsorship Opportunities Page 
 
To edit the page: 

 
1. Press Sponsorship Opportunities in the sidebar menu under Conferences 

 

 
 
2. Edit the information in the following fields: 

 
 

 
 
3. Press Submit 
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Past Conferences 
 
Edit Past Conferences Page 
 
To edit the page: 

 
1. Press Past Conferences in the sidebar menu under Conferences 
 

 
 
2. Edit the information in the following fields: 

 
 

 
 
3. Press Submit 


