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VSBA

e m——— First Step: Log into the Database, once you are logged in this is how the screen will
’ e appear. Once you log in, please select on the relationships tab.
‘.’E’E__ = n TEST Clerk Profile ~
< Myarea > Welcome TEST Clerk Profile!
M melationctips < Click Here
4 Events
[ Accreditation >
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VSBA

Moo nacscr- et Next Step: Once you have click on the relationships tab it will open to the people tab.

Leadership - Advocacy - Support
n TEST Clerk Profile ~

1
<
@
w
by
I

o R > Welcome TEST Clerk Profile!
== Relationships o
B People Click Here
4 Events
B Accreditation >
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VSBA

virginia School Boards Association  Naxt Step: After you have clicked on the people tab, you will need to click on the all

Leadership - Advocacy - Support

il 2"

i<
&
B
[l

) EsT clerk Profite -

L .
L5 MR > Welcome TEST Clerk Profile!
E= Relationships -

&8 People -

@ nipeople @ Click Here

& Members

&% Staff
4 Events >
[ Accreditation >
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VSBA

Virsina Senoo)Boards Associzton— Next Step: After you have clicked on the all people tab, this is how the screen should
appear. You can click on “Add a person” tab.

A vssa
—_——

o

[

) esT Clerk Profile

# Home '@ Relationships = @ All People

*s My Area >
All People £ My Display
&5 Relationships ~
People ~ H
= P o ° ALLPEOPLE @) ~ & Add aPerson - < Click Here AS OF 27May2021| KT A~
&3 All People ‘
Favorites Search All People Q Position Department Primary Member Organization Status Tags

& Members

i Staff
4 Events >
B Accreditation >
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VSBA

Virginia School Boards Association
Leadership - Advocacy - Support

Once you clicked on “Add a person” tab, you will see two options. Select on the

]
<
w
-
>
I

) TesT clerk profie

# Home ' Relationships < @ All People
:.] My Area

All People £ My Display
Relationships v

& People 5 o o ALL PEOPLE o v Click Here ASOF Thi27May2021] RYF~

& AllPeople

Member <
Favorites Search All People 6

& Members W Staff

Department Primary Member Organization Status Tags Emai Q

W Staff

4 Events

[ Accreditation >

Copyright © 2021 ENGAGIFIl Inc. - All Rights Reserved. | Privacy Policy
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VSBA

e m——— The screen should appear like this. Please make sure to fill out ALL Information on this
eaaersnip - vocacy - suppor -
page to generate their record.

V.?Eﬁ = o O ALL PEOPLE AS OF 27 May 202 A
e MyArea
0 Salutation First Name * Middle Name Last Name * Suffix
& Relationships v 5 First Name T Last Name T i
e . T 7 o . o .

8 Recpis gl Fill in their name Fill in their last name

& All People Email Address

& Members Wosk™

& i =— < Fill in their email address
§ Events >
B Accreditation > Fhone

Work

Enter a number

Organization

Organization <«——— Select their organization

@ Add Organization

Cloee m m =
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VSBA

B S0 prs st After filling in their information you will need to select their organization. You can start by typing
in the name of the organization in the box like below.

vsea =
o) My Area > [+ o ALL PEOPLE AS OF 01Jun2021 RYF v
£ Relationships ~
0 Salutation First Name * Middle Name Last Name * Suffix

i85 People ~ § v Miranda Ball € -4

& Al People Tag(s): [+

b Meriare Email Address

& Staff

Work * [

§ Events . mball@augusta k12.va,us

B Accreditation

Phone

Organization

[EENGENIIRN  Sclect Organization(s)

Select Organization(s)

Just like this
— @ Add Organization

[rype to Filter. Q
O ) 1070 WINA News Rad. |
O © 2rw Consultants- Inc.

0O © 92.5wWINC-FM

O € 97.3 WRIR - Richmon..

O © A Linweod Holton Go..
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VSBA

Virginia School Boards Association
Leadership - Advocacy - Support

The selected organization would look like this.

[
) My Area

r

Relationships

]

& People

4B All People
& Members

& Staff

4 Events

B Accreditation

o o ALL PEOPLE

0 Salutation First Name * Middle Name

v Miranda

Tag(s): ( +
Email Address

Work *

mball@augusta k12.va.us

Phone

Work

Enter a number

Organization

Organization * Select Organization(s)

Organization’s name

O Augusta County
Department:
Select ~
Position:
Select »

Last Name *

Ball

Suffix

S OF

01 Jun 2021

H g
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: VSBA After selecting organization, you would need to select their position. You can start typing the
N oo mers i selected position name. Please keep in mind when searching less is more, only type in the first
four letters of what you are trying to find.

évsm\ = ) i
] n Salutation First Name Middle Name Last Name Suffix
] MyArea N ~ || Miranda Ball ) .
Tag(s)
&8 Relationships v g9(s): | +
& People o Email Address
4B Al People Work
mball@augusta k12.va.us
& Members s
& Staff
Phone
# Events >
Work
[ Accreditation >

Enter a number

Organizati
Position

Organizati +—=— Just like this
Account Executive

Client Executive

0 Executive Administrative Assistant
Executive Administrator
Executive Assistant
Executive Assistant to Susan Patrick

Fyarmtive Aeenriata

Select >
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VSBA

virginia School Boards Association  Once all of the information is filled out on the page you are able to go ahead to the final step.

Leadership - Advocacy - Support

ysea

I

0 Salutation First Name * Middle Name Last Name * Suffix
o
] My Area

v Miranda Ball

EE Relationships ~ Tag(s): | + T

First Name Last Name T

& People ~ Email Address
& All People Work *
& Members mball@augusta k12 va.us < Email Address
& Staff
Phone
4§ Events >
Work
[ Accreditation > o
Enter a number — Phone Number

Organization

WIVELDZILI A Select Organization(s)

) Auousta County <+—— Organization’s name
Department:
Select ~
Pasition:

l Executive Director 4&'— Position’s name

Close Save Save & Invite | =l
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VSBA

Virginia School Boards Association
Leadership - Advocacy - Support

After ALL information is filled out, select ’save.”

ycen

o) MyArea

£ Relationships
& People

4 All People
& Members

& Staff

4 Events

[ Accreditation

0 Salutation First Name * Middle Name

~ Miranda

Tag(s): [ +
Email Address

Work *

mball@augusta.k12.va.us

Phone

Work

Enter a number

Organization

Organization * Select Organization(s)

Augusta County
Department:

Select v
Position:

Executive Director -

Last Name * Suffix

Ball elect ~

Click Here

Close m Save & Invite ™
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VSBA

virginia School Boars Association A ’save successful” tab will appear on the top right and your record has been generated, but you
Leadership - Advocacy - Support are I‘lOt done yet!

VSBA

n TEST Clerk Profile ~

# Home ' B Relationships = @ All People
0o MyArea

All People £ My Display v
&5 Relationships -
— Save Successful
Peopl v
& People o o ALL PEOPLE AS OF 01Jun2021| RYF v
@B Al People
& Members 0 Salutation First Name * Middle Name Last Name * Suffix
v Miranda Ball o .
W Staff
Tag(s): ( +
Events >
.i Email Address
B Accreditation »

Work *

mball@augusta k12.va.us

Phone

Work

Enter a number

Organization

0 Augusta County

Department:

Select v

www.vsba.org




VSBA

Virginia School Boards Association
Leadership - Advocacy - Support

person. The screen should appear like this.

EV‘SHA

# Home ' B Relationships / & Members

(o] MyaArea >
Members
== Relationships -
Peopl ~
¥ e - @ ©-
& All People
Favorites Q

Click here ——>& Wembers

o s * Buehner, Marsha K.
al
e * Shifflett, Lisa
vents >
[ Accreditation > * Goforth, Tom T.

Swortzel, Timothy Z.

Ocheltree, John L.

Tetto, Michael

Bond, Eric W.

Fritz, David

Collins, Nicholas T.

Ward, John Mark

o lpelpelpelpelpelpelpelpelpelif

Copyright ® 2021 ENGAGIFII Inc. - All Rights Reserved. | Privacy Policy

Primary Member Organization

0 Augusta County
0 Augusta County
0 Augusta County
0 Augusta County
0 Augusta County
0 Augusta County
0 Augusta County
0 Augusta County
0 Augusta County
0 Augusta County

Please go back to find your member again that you have added as you will need to fill in the rest
of their information. You would need to go to the “Members” tab, underneath All People to find the

) resT clencprofie +

& My Display

AS OF 01 Jun 2021 Page [1/2] 10 | of 17Records ¢ > RYF~
Status Added Last Updated Tags
Active 08/26/2020 02/08/2021 2015 Excellenc...
Active 01/19/2021 01/19/2021
Active 02/16/2021 04/28/2021 VSBA Daily News
Active 08/26/2020 04/28/2021 VSBA Daily News
Active 08/26/2020 04/28/2021 VSBA Daily News
Active 01/19/2021 01/27/2021 VSBA Daily News
Active 12/07/2020 04/28/2021 VSBA Daily News
Active 01/19/2021 01/27/2021 News Media
Active 08/26/2020 04/28/2021 VSBA Daily News
Active 01/18/2021 04/28/2021 VSBA Daily News

“lc -2 i |
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I\!SBA To find the person you can either type in their first or last name in the search tab. Then, the
Virginia School Boards Association

T N —— screen should appear like this as it is the only Ms. Miranda Ball in the system. Click on their name
to bring up their profile.

N
e = TEST Clerk Profile ~
avsea = 0
# Home /B8 Relationships / & Members
(o) MyArea >
Members My Display v
& Relationships ~

) - [ Q MEMBERS @ ~ Typein here AS OF 01Jun2021 | Page[1/1] of 1 Records RYF v
A/q

& All People
Favorites Primary Member Organization Status Added Last Updated Tags
& Members
W Staff * n Ball, Miranda o Augusta County Active 01/19/2021 01/19/2021
al
4 Events >
[ Accreditation >

Copyright © 2021 ENGAGIFII Inc. - All Rights Reserved. | Privacy Policy A\ Craaf
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% VSBA Once you get to their profile, click on the “edit” button to go into their profile and fill in ALL

Virginia School Boards Association

Leadership - Advocacy - Support information. There are two tabs that have information to be filled out on, Basic Information and
Political. Both tabs need to be filled out 100%!

Dyeen = ) resT clerk profile +
# Home  BE Relationships ' & Members ' & Members Detail
(o] MyArea >
* Miranda Ball # % - @ X
B etationstipe 2 PID:44402  Status: Isan Instructor:No  Roles: - Person Type: Member
i People . @ Invite User
& All People
GENERAL DETAILS v
& Members
b Staff Basic Information  Political  Associated Items  Library
Clickhere  ——— ppzTE.
§ Events >
Email Address
[ Accreditation >
Work

mball@augusta.k12.va.us

Phone

Address

Work

www.vsba.org




VSBA

virginia Schooi Boards Association ~ FirSt, fill out the phone number tab. If you have both work and cell phone numbers, add both in.
Leadership - Advocacy - Support If not, just add in the work phone number.
Bsen

o] MyArea >

* Miranda Ball # 54 () X
BN X PID:44402  Status: Is an Instructor: No  Roles: - Person Type: Member

Invite User

n TEST Clerk Profile ~

# Home B Relationships ' & Members / & Members Detail

& All People

GENERAL DETAILS v
& Members
&4 Staff Basic i Political iated ltems  Library

(o]
# Events > —

Email Address

[® Accreditation >

Work * LU Mark Primany |
mball@augustaki2.va.us Enter text

Phone

Work T o imary

—p | (540) 245-5131 =P | Entera number

Home (TR Work Fax - (TR

Enter a number Enter a number

Home Fax

Enter a number

Address

www.vsba.org




VSBA

Virginia School Boards Association — Nlaxt fjl| out their work address and add in the home address.

Leadership - Advocacy - Support

Dysen

o] MyArea

* Miranda Ball # B < @ X
PID:44402  Status: Is an Instructor: No  Roles: - Person Type: Member
£ Invite User

£ Relationships -
Address
i8¢ People v
& All People Work
<
& Members PO Box 960 < o
Address Line 1
g Staff
PO Box 960
i’ Bvants e Address Line 2
B Accreditation > Address Line 2
City State Zip Code
Verona VA o
Country
Country
Home
Enter Location < =

Address Line 1

Address Line 1

Address Line 2

Address Line 2

city State Zip Code
City State Zip
Country =

www.vsba.org




VSBA

Virginia School Boards Association
Leadership - Advocacy - Support

Fill out the education details.
For organization, add in her department name if relevant and the VSBA District they are
associated with.

* Miranda Ball #
PID:44402 Status: Is an Instructor: No Roles: - Person Type: Member

L)
) MyArea

== Relationships

4% People

& All People
& Members

g  Staff

4 Events

[ Accreditation

>

Education Details

Name of Degree <(—

University/College/Institution
—

Graduation Year

Entertex!  Qmmmm——

Organization

[(UEUGPUSIRE  Select Organization(s)

Augusta County

Department:
Select

Position:

Executive Director

VSBA District

Select

Major

Minor

%2 (=) X

www.vsba.org




VSBA

Virginia senooisaarasassociaion.~ ONC€ @Il information is completed on that tab please make sure that you click save and then you
Leagership - Advocacy -suport Wil move onto the next tab which is political.
Wvsea

{o] MyArea >

* Miranda Ball ¢ @< () X
= -
Ml elationzbins - PID:44402  Status: Isan Instructor: No  Roles: - Person Type: Member

Invite User
& Peopie :

) TesT Clerk Profite

[T

# Home B Relationships = & Members =& Members Detail

&% All People
GENERAL DETAILS . -
& Members Click here
W Staff Basic i Political A i Items  Library
§ Events >
Email Address
[ Accreditation >
Work * Home
mball@augusta.k12.va.us Enter text
Phone
Work Cell EELEY
(540) 2455131 Enter a number
Home Work Fax  [XETRIIED
Enter a number Enter a number

Home Fax  ((ECEZIEEN

Enter a number

Address

www.vsba.org




VSBA

virginia School Boards Association  Njgvigate to the political tab by selecting on the word political.

Leadership - Advocacy - Support

() TeST Clerk Profite v

cen

# Home | BE Relationships ' @ Members ' & Members Detail
s MyArea

* Miranda Ball # % < @ X
PID:44402  Status: Is an Instructor: No  Roles: - Person Type: Member

. © Invite User
i People - Click here _

<

£8 Relationships

@ All People

7 GENERAL DETAIL!
Members

& Staff Basic Information  Political ~ Associated ltems  Library

4 Events >

Email Address
[ Accreditation 3

Work

mball@augusta.k12.va.us

Phone

Work
(540) 245-5131

Address
Work PO Box 960
PO Box 960,
Verona, VA 24482
Home

www.vsba.org




N

VS /A Fill out the board service section below if the person is on the school board. If the person is not a

virginia School Boaras Association - SCh OOl board member, superintendent, or clerk you do not have to fill out for School Personel. For
Leadership-Aqvocaey-Swpert— personal information, add in gender and race.

3
évsun * Miranda Ball ¢ o< () X
T hescets)

) PID:44402  Status: IsanInstructor: No  Roles: - Person Type: Member
o
o] MyArea > £ Invite User

i

£ Relationships v
Board Service
48 People v
Initial Appt. Current Term
& AlPeople D —— —
Select Date ] Select Date i}
& Members
Previous Term 1 Previous Term 2
a Staff D ——— —
Select Date Select Date
4 Events
Years on Board VSBA Board of Director;
D —— — Se | ect
[ Accreditation Enter a numbe! O Yes O No
Start Date as Policy Contact Current Term Start
——— ——
Select Date i Select Date
Current Term End Previous Term 1 Start
— —
Select Date £ Select Date
Previous Term 1 End Previous Term 2 Start
B — B —
Select Date Select Date

Previous Term 2 End

—
Select Date
Personal Information
— —
Gender Race
Select ~ Select

www.vsba.org




% VSBA Continue on filling out their personal information.

o aver o For member details, you can see what that members has taken or is taking. No need to edit.

Leadership - Advocacy - Support
Y

* Miranda Ball # & < @ X
PID:44402  Status: Is an Instructor: No  Roles: - Person Type: Member
[.: My e '

£ Relationships v
Personal Information
48 People v
Gender Race
@ All People
Seloct  C— & Select — i
& Members
W Staff Date of Birth Term Status
Select Date —— i) Select D ——— -
4 Events >
Communication Pref Informal Name
B Accreditation » Selact — v Enter text D ——
Profession Spouse
Enter text D —— Enter text D ——
Assistant

Enter text D —)

MEMBER DETAILS v

Classes l

. CLASSES ~
Favorite Status Classes Class Type Class dates Completion Date Tags

www.vsba.org




VSBA

virginia School Boards Association - S@lect the “save” tab to save all updated information for your member.

Leadership - Advocacy - Support
vsen

{o] MyArea >

* Miranda Ball ¢ @< () X
= -
Ml elationzbins - PID:44402  Status: Isan Instructor: No  Roles: - Person Type: Member

) Invite User
& People -

) TesT Clerk Profite

[T

# Home B Relationships = & Members =& Members Detail

&% All People

GENERAL DETAILS . -
& Members Click here
W Staff Basic i Political A i Items  Library

§ Events >

Email Address

[ Accreditation >

Work * Home
mball@augusta.k12.va.us Enter text

Phone

Work Cell EELEY
(540) 245-5131 Enter a number

Home - (T Work Fax  [XETRIIED
Enter a number Enter a number

LISV Mark Primary.

Enter a number

Address -

www.vsba.org




Virginia School Boards Association
Leadership - Advocacy - Support

Questions Contact Mikaela

Coffey at Mikaela@vsba.org or
Kim Hodges at

Khodges@vsba.org.
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