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QUICK REFERENCE GUIDE

Connections Online User Manual
http://www.connectionsonline.net/docs/user-manual4.pdf 
Training Library


http://www.connectionsonline.net/docs/training-library.doc  
How do I sign on to Connections Online?

· Open your web browser (IE7, FireFox 3, Safari 3).  In the address field type:  https://my.connectionsonline.net 
This is the production database where information is entered and stored.  
On the Sign On screen, input your User ID and password.
· User ID = email address
· Password = this will be provided to you by IT
· Check “Remember me” if you want to be logged in “automatically” and by-pass login screen

Additional Notes:
· User ID is not case sensitive, Password is case sensitive.
· To save Connections Online as a favorite:

· At login screen, select “Favorites” from the menu.

· Select “Add to Favorites” and click on “OK”

· To change your password, when you first login, click the people tab (your name should be at the top of the People tab page).  Click the pencil edit symbol next to your name to open the edit window.  In the password fields, change your password and save.  Next time you login, click “remember me” and you will auto-log into the program.
Adding, Editing, or Deleting Data

Each data module (Main Column or Sidebar) for each page uses the following edit symbols, which the User (with proper security) will use to add, edit, or delete data. 

Colored Text Link:  These links can open an item to edit, or navigate to an item in a different tab.  The User can use the cursor to hover over the data item – it will “turn blue” to show that it is a hyperlink.  If the User clicks on the link, the item will open in a new tab for more detail.  Or it will open the item’s edit screen – whichever is appropriate. 
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  Click to show details for metrics, projects and tasks    [image: image2.jpg]


  Click to hide details
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 Pencil Symbol:  Click this symbol to EDIT the element next to it.
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 The Add Symbol:  Click this symbol to ADD new data. The User can move the cursor over this symbol and left click to open a data input screen for that particular data module. 
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 The Delete Symbol:  Click this symbol to DELETE an item.  Click on the box next to the element to delete, then click the delete symbol and the item will delete. 
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 Arrows:  Users can adjust the order of the information by using the arrows to move the item up or down, in or out.  Simply select an item by clicking the check box next to the item, and then click an arrow to move the item up or down, in or out.
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 Green Check Mark:  Some data must be saved using the green check mark.  If you see the green check mark, click it to save your data (i.e. trend data for critical measures).  Use the X symbol to delete your entry.
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 Archive: A User can view archived metrics or projects by clicking the archive symbol on the title bar for metrics or projects module.
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 Copy Projects or Metrics:  User can copy metrics and projects within an organization or department and people pages – or copy one metric or project to another organization, department, or people tab.  
Expanding and minimizing modules is done by clicking the minimize symbol to the left of the X at the end of the top title bar of every module.  The X is used to remove that module from the User’s view of that specific page.  If you remove the module from the page, you can restore it by clicking ‘Edit Layout’ at the bottom of the page.  Then click the button on the top left of the page that says Reset Layout and your module will appear on the page.
Setting Login Page:  A User can set a preferred login page (e. g., the User logs in and every time the application will open to the User’s People Connection Tab).  To set a preferred page, the User can locate and click on his/her login name “Logged in as your login name” at the bottom of the page.  The User Account edit window will open; set the preferred login page, then save.
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Printing Reports: The User can print the specific Tab view report by clicking on the link in the Reports module on the Organization, Department, Project or People Tabs.  The navigation to other like views will be either at the top of the report or on the left side navigation tree.
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Creating/Editing Metrics (Format field):  Common financial institutional formats for creating/editing metrics:

	Common Credit Union Measures
	Formatting Field Examples – typed in Format Field
	Numeric Data to be Typed in Trend 
Data Fields
	How Number Displays on Org/Dept Tab

	ROA
	#.####%
	.0097
	.97%

	Percentages
	#.####%
	.85
	85%

	Dollars
	$#,###
	4500
	$4,500


What information is on the My Connection tab?
This page can be customized using modules from the Organization, Department, Project and People Connection tabs to display the modules of most interest to you.  

· Personalize the My Connection tab using the Add Content link at the bottom of your page.

· Select the item in the first selection box on the top left, click arrow to go to the next box, select item and click arrow, select whether you want the item to be in the main box or the side bar column.  Click “done”.
Other Helpful Hints (which apply to Organization, Department, Project, and People Connection tabs)

· Forgot your password feature:  The "Forget Your Password" option on the log in screen has a new e-mail message and a new password changing screen.  The e-mail message now includes a link to automatically log you in to Connections Online with the temporary password.  After logging in with a temporary password, you will then be sent to the password changing screen.  Once you enter your new password, you can then continue on to Connections Online.   If you have multiple Connections Online accounts with the same e-mail address, all of them will be listed in the same message and have the same temporary password. 
· Browser:  The latest browsers must be used (i.e. IE7, FireFox 3, Safari 3, etc.)
· Page Refresh:  F5 refreshes the web browser allowing User to instantly see modifications just made by other Users.

· Dialog Agendas:  Dialogs are a great meeting facilitation tool and help support Users using the software. Go to this link for Dialog Agendas http://www.connectionsonline.net/docs/QR-dialogs.pdf.
· Creating Projects:  Projects may be created in either an Organization Connection or a Department Connection – to select the correct project, click on the Organization or Department tab and navigate to the project.
· Navigating the Tabs:  When selecting another Tab view, point your cursor on the tab and select “view another” or select from the list already listed on your screen.  (If you roll over the selection you want – it will turn blue – right click, select open in a new tab and the page will display in another tab on your web browser.)
· Using Hyperlinks to navigate the application:  For example, click on the project link (shows blue and underlined) to get to the selected project’s Project Connection Tab.
· Project Tab/Team Member Module:  In the Team Member module, select the team members by checking the select box, click on the envelope to go to your email program and open a new email with the team member(s) email address pre-filled for the team members you have selected.
· Selecting an item to see more detail:  If you check the select box to the left of a metric, project or task, you can easily see the latest information about that task, including Comments.

· Change rank order of an item:  Use the select check box and up/down/right/left arrows to change rank order of the task (this allows you to create sub-tasks).
· Show a Task has been completed:  A deliverable or task will have a green check mark upon completion (when Actual End Date field is input).
· Deleting a Basic Role Task:  To delete a Basic Role task, click the Basic Role that the task is associated with.  The tasks will be listed on the Basic Role edit screen and the User can add/delete/move order of task(s).
· Related Links to Folders instead of Documents:  If you have monthly reports for a specific metric, you can create a folder that would contain the monthly reports.  Under the folder, name the document reports January, February, March, etc.  To link to a folder, open explorer, click/highlight the folder/right click on the folder/select properties/highlight the target or location/copy/paste in the Connections Online related link URL/save.  When you click on the link, the “folder” will open and you will see the documents you have saved in the folder.  (This is in lieu of linking to the exact document.) 
· Frequently Asked Questions: We use a Bulletin Board to help our Users find answers to frequently asked questions.  This link https://connectionsonline.zendesk.com/home goes to our Connections Online Forum home page.    You will find a list of topics and/or frequently asked questions.  Your log in will be the same as your log in to Connections Online.

· Reporting a Bug: You can now report Connections Online 4.0 bugs by going to https://connectionsonline.zendesk.com/home or by clicking on the “Support Community” link at the bottom of your Connections Online page (click to open it in a new tab).  Your log in will be the same as your log in to Connections Online.  Then click the tab “Submit a Request”
Can I use Connections Online when working remote?

Yes.  It is a web application.  Connections Online is a Software as a Service – Connection Online hosts software, and houses the data.  Connections Online does NOT host any documents organized through Related Links – those will reside on your company’s server.

Does Connections Online have a spell-checker?
Connections Online does have a spell checker if you are using one of the WYSIWYG editors, but you can also download a Google Toolbar, which has a spell checker or IE Spell.
· Go to https://www.google.com 

· Click on “more >>”
· Scroll down to Google Tools and Select Toolbar
· Click on Download Google Toolbar

· Click on Open

· Read, then click on Agree & Continue

· Choose Enable advanced features
· Click on Finish and the Toolbar will appear

How do I request changes to Security Access?
The employee should obtain approval from his / her leader or the Connections Coordinator.  If approved, the Coordinator will adjust security.
How do I log out?

Click “Sign Out” at the top right of the page.
Who can I contact for additional assistance?
· For questions, the employee should contact his / her Connections Coordinator.
· For system issues, please send your Connections Online support (Karla Norwood) an e-mail:  knorwood@cardwellgroup.com.  Please include the following information:
· the time the issue occurred
· what you were doing - what tab you were working in and what function you were trying to perform 

· a screen shot of the error message - being sure to capture the entire screen - often technical information is at the bottom of the message which is very helpful to the technology group
· if there is other information you think might be helpful, please include that too
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