Our Mission:
 Increase Volunteerism in our Public Schools
 Make Volunteer Coordinators’ and Board and
Committee Members’ jobs as easy as possible.
 Improve Communication within the School
Population related to Volunteerism.
 Advance the use of the Internet for
the Development of Educational Services.

CH2V.com

Updated for the 2014-2015 School Year

Welcome!
We are now proudly in our 6rd year of providing customizable web sites for PTAs and PTOs. This
document is designed as a step-by-step manual on how to edit sites, send email, and maintain content.
Additional video tutorials are available at CH2V.com in the Support section.
If you have questions that are not covered in these resources, please email: admin@CH2V.com.

It’s the Beginning of School Year!
Each year, new Volunteer Coordinators are selected and new Boards are voted in. So, one of the things
that needs to happen is for the existing Webmasters to add the new people and perhaps, remove
themselves from the Webmaster position on the site. We stand ready to help but often, questions can
more quickly be answered by friends who are taking on the new position.
Here are a few things that will come up:
1. Adding New Webmasters or Admins
If you are the new Webmaster but don’t have rights yet, contact last year’s Webmaster and ask them
to add you. As a last resort, you can email us and we will contact the previous Webmaster for
permission to add you. But we REALLY appreciate your finding them and making this happen to
reduce our overhead here.
2. What do I do about members from the prior year?
We send out an announcement at the start of each school year, letting all My-PTA users know that if
they have moved to a new school, they can simply click the “Opt Out” link at the bottom of the email.
We strongly suggest that you NOT delete people from your database, because many of them will
want to receive news, even if they have moved on. And NONE of them will want to re-establish their
accounts! Let them opt-out. That’s how it’s done.
One thing you WILL want to do is go into your Groups (Edit User Groups on the Admin page) and
reset the ones that make sense to reset, like “PTA Board”.
3. Deleting Old Content
One of the things we are working on this year is “delete” functionality. Right now, there are no
“mass delete” features for deleting old content sections, old content, or old email. We know
organizations want to do this – we are working on it!
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Adding Users to the Database
1. Go to Admin (the site takes you there when you log in) and click
Manage Users  Update Database.

2. Click Browse and find an Excel or CSV file on your system.
3. Click Upload
4. You will be shown a list of fields. The CRITICAL ones the database needs are:
First Name, Last Name, Email. Make sure these are listed for the update.
5. Leave all options at the bottom of the page checked.
6. Click Submit.
7. You will be shown a list of New Records, Updated Records, Opt-In Records and Approved
Records. Important: If there is a very large number, you are probably using the wrong file
(perhaps, for the wrong school.) Do not go to the next step until you investigate!
8. Review them and click Proceed.

Let new volunteers know they are approved.
1. At the end, you will see a table. Click the # in the Approved Column,
which is the number of New, Approved Volunteers that were added.
2. You can click any # in this table and send an email, OR, you can use the Automatic Email feature
on the Admin page to have the System automatically send email when people are added. See the
Automatic Email section.
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Volunteer Schedule Content
Create a Schedule
1. Log In (important).
2. Click on Volunteer at the top of the page. You will see a red Edit Bug
security level filter – Approved, Pending, Archive, and Trash.

. Click it to reveal the

3. At the bottom of the past, click Add a New Volunteer Event.
4. You will see a form to enter aspects of the schedule: Name, Description, and Detailed
Description. Enter the information and Click Here to Submit Changes.

Name

Date first Visible

Summary

Note: You can
optionally use
HTML to format
your messages

Description
IMPORTANT!
Schedule
Parameters
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5. Now, you will see a menu with four items:
Edit Description

Edit Schedule

Send Email to Volunteers

6. Click Edit Schedule.
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Return & Refresh

7. Click Add New Dates/Times [important: You can do this multiple times to enter different time
slots.]
a. Enter Data that defines the times you want to add.
b. Start Date – date the items you are adding start
c. End Date – date the items you are adding end (can be blank in which case Start Date will
be used.
d. Days you want the time slots added for
e. Amount of Time for each time slot.
f. How many volunteers per time slot
g. Initial value for Notes (can be blank)

8. You can add dates across many weeks. Be sure to check which days you want the schedule
created for!
9. Click Save

Edit Schedule Entries
1. From the above step, you are still in Edit Schedule mode. Or, click Edit Schedule any time to
reveal the commands on the right for each time slot. You can:
a. ASSIGN people
b. DUPE time slots
c. DELETE the time slots.
d. RESET or Remove volunteers
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2. To exit this mode, press Click Here When Finished Editing Schedule.

Edit Notes Column
You can now add notes to indicate the specific kind of time slots, or to list items the Volunteers need to
sign up for, such as “Cookies”, “Chips”, etc.
1. Click Edit Notes Column
2. Enter notes down the schedule, using TAB to go between notes
3. Press Submit or ENTER when done.
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Edit Schedule Items (Days & Times)
You can edit virtually all aspects of the schedule by clicking the links in the schedule:
1. Schedule for a Date: Move, Delete, or Duplicate to another date.
2. Times: Change (tweak) individual times by clicking the times themselves.

Print the Schedule
1. Right click in the schedule area and select Print.

Edit or Delete Existing Schedules
1. After you log in, click the Red Bug to reveal the words Edit and Delete next to the Schedule
name.
2. Click Edit to edit the schedule – you will see the same interface described above.
3. Click Delete to move the Schedule from the Approved or Pending bins into the Trash bin. See
Approval System, next.

The Approval System
Now that we have covered the basics of entering and editing a Schedule, we should talk about the
Approval System before discussing Calendar, News, and Email.

Security Levels
Level
Webmaster
Admin
Approver
Poster
Member

Can Edit Structure
of the Site
x

Can See and Edit
User Records
x
x

Can Edit and
Can Create and Can
Approve Posts Submit Posts
Volunteer
x
x
x
x
x
x
x
x
x
x
x
x

Each Security Level from Member to Webmaster has higher “posting power.”
1. Members can volunteer to help in the school, provided they are Approved.
2. Posters can create posts for Approvers, Admins, or Webmasters to approve.
3. Approvers can approve posts and can also send posts without approval.
4. Administrators can do everything Approvers can do, PLUS they can see and edit individual User
Records, including establishing new Posters, Approvers, or Admins.
5. Webmasters can edit the Site Structure itself (Primary Navigation and Site Structure).

Understanding Content Categories
There are four Categories of content:
1. Approved – These posts are Live on the site. Emails are ready to send.
2. Pending – Pending approval by an Approver, Admin, or Webmaster
3. Archive – The date of the post is past the expiration date.
4. Trash – Posts that have been discarded (can be re-activated).
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To see categories, click the Red Bug at the top of News or Volunteer. You will see the current articles or
schedules will say “Approved” and the radio button at the top of the screen is set to Approved:

Note: to go back to the Red Bug, click the Grey Bug

Click any bullet (Approved, Pending, Archived, or Trash) to see content in that category.

Changing the Approval Status of a Post.
Let’s say there is a News Article or Schedule you do not want on the site, for any reason, but it is live
(Approved) right now.
1.
2.
3.
4.

Click the Red Bug.
Click Edit next to the title of the content.
Click (o) Pending at the top of the content edit dialog box
Save the content.

Now, when you click the Pending category at the top of News, you will see this post.
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News Content
Add or Edit News
1. Log-In
2. Go to the Home Page
3. Click the Red Bug

4. Click Post News at the bottom of the page.
5. Add a Title
6. Add a Summary (for the home page)
7. Add Extended News Article (optional)
8. Use either Plain Text or HTML content (see Appendix for notes on the HTML editor)
(see image next page)
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News Title

Summary

Extended Article
(optional)

PDF Document
(optional)

Add PDF Content
1. PDF files can be attached to news to display in several ways.
At the bottom of the page, click Browse next to the Document (PDF): link.

2. Specify:
a. Pop-Up if you want the PDF to pop-up.
b. Full Page if you want it to load in the same browser window.
c. In-Line if you want it to load to the right, where the news story would load.
How do you make a PDF? I recommend a nifty tool from Click2Convert.com. It’s inexpensive
and makes creating PDFs that look EXACTLY like Word. It’s easy to use, too. For other FREE
resources, see the Appendix.
3. Set Status at the top of the page (if you are a Poster, you cannot do this – it can only be Pending).

4. Click Post News
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Calendar Content
If you’ve mastered the Edit Bug, you are ready for Calendar content.

Add or Edit Calendar Content
1. Log-In.
2. Go to the Home Page
3. Click the Red Bug on the Calendar

4. You will see a list of Calendar Content.

5. Click Add New Calendar Event OR Edit in the List
6. Edit Description or Link.

Link to News or Volunteer Items
1. In the dialog box, Select Links to: and choose News or Event
2. Then, in the next drop down, select the specific article or schedule.

Completing the Edit Process
1. Click the [x] on the form.
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Email Content & Management
The email facility is perhaps the most powerful in the entire system. It is based on the idea of
“marshalling” between participants. In most email systems, you must establish a box on the server to
collect email. Not with CH2V.com! You just use it and it will direct email back to you. No need for
boxes at CH2V.com because you use your existing box.
John@yahoo.com

CH2V.com

Sally@gmail.com

Posting Email (Queue for Sending)
1. Log-in.
2. On the Admin page, click Send Email under Outgoing Email on the left.

3. Post Email will come up (with the familiar (o) Approved and (o) Pending status.) Again, only
Approvers, Admins, and Webmasters can approve email to go out.
4. Select a recipient (we will talk about groups next)
5. Note that there is a group called Approved Volunteers!
6. You can select more than one group.
7. Enter subject, text, and press Queue Email to be Sent.

Approving or Sending Queued Email
1. The instant you queue email, if you have Approval status, you canjust click Send.
2. Or, you can review the other categories (Approved, Pending, Archived or Trash)
Note: Archived only has meaning for Incoming Email.
3. You can just Approve Email to send later.
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Review (Email) Content
After you give individuals in the PTA Posting Rights (and you can give as many as you want because
their posts don’t go on the site or out until approved), you will get a collection of Pending Posts. That is
what the Content Summary is for:

1. Click the specific links (News, Calendar, Volunteer Schedule, or Pending Email) in the list above
to get to the page that has the list of Pending Items. Here, we clicked Pending Email.

2. Click Edit on any item to Edit it (if required).
3. Or, you can Delete it, and it will go in the Trash.
4. When you click Edit, you see the Post E-Mail screen:

5. If you are satisfied with the email and are ready to send it, click (o) Approved.
6. Email is still not sent until a SEND command is issued from the Approved List.
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Advanced Email Functions
Automatic Email Operations
One of the banes of coordinating people on the internet is managing email traffic. The System handles
the flow of email in 3 ways.
1. Marshalling: When broadcast emails are sent out by any authorized person, the replies are
directed back to that person through the site.
2. Opt-Outs: At the bottom of each email is the language “Send an email with REMOVE in the
subject to henry@CH2V.com (for example) to be removed from the list. The System
automatically handles these incoming emails and deactivates their record by “opting them out.”
They can be opted back in with a single click from an Admin.
3. Bounces: Bounces happen for a lot of reasons. Typically an email has been abandoned. The site
handles this issue … If any email is returned to CH2V.com, the record will be de-activated
pending further investigation.

Incoming and Outgoing Email
This section tracks email that has been acted on by the system
1. Log-In and go to the Admin page.
2. On the left are 2 sections, Individual Email and Outgoing Email.

Removal Requests and Bounces
1. To review Opt-Outs (removals) or Bounces, click the links.
2. If you discover that a user should be re-instated jst edit the user’s record and opt them back in
(covered in the Edit Users section of this document).
Inbox
1. Each site has ONE email address, School@CH2V.com (like Henry@CH2V.com,
Rutledge@CH2V.com, Steiner@CH2V.com, etc.
2. If someone sends an email to school@CH2V.com but they are not replying to an email they
received, their email will go here.
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3. This is a catch-all address for the site and could become Spam-ridden. Do not publish your
school@CH2V.com email address – EVER – anywhere.
4. You can reply to email on the site by clicking Reply

Outgoing Email
This section is organized by hierarchy according to Approval Status.
o
o
o
o

Send Email to the List – covered earlier – See Posting Email (Approve for Sending)
Pending Approval - Email that has been entered and is waiting for approval status.
Ready to Send - Email that is approved and is waiting to be sent.
Sent to List - Sent email log.
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Managing Users
The CH2V.com system is very powerful for managing users and groups of users. The operations that can
be performed are under Manage Users on the Admin page.

Update Database
This was discussed early in the document, under Update the Database.

Add Users
Users can be added manually by an Administrator using this function.

Edit User Groups
You can create User Groups for any logical grouping – Chess Club, PTA Board, any logical grouping for
email purposes.
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1. To add a new group Click Add New User Group Category
2. To modify groups, click Edit or Delete.
Note, if users have already been added to a group, and the name changes,
they will still be in that group even if the wording has changed dramatically.

List and Edit Users
Click this link to see a directory of all users in the system.

Click any category to
see only those users in
the category.

Find Users by
Last Name.

users.

On the right will be Edit and Delete links.

Important: Be careful deleting users. If they “opt-out” from email and could get on the list again by a
database update, they will get email they do not want. It is safest to ONLY opt-out people and not delete
them.
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Edit User Account
To edit a user, click Edit on the List Users page (see above)
The Edit User function is how:
1. Users are Opted-In or Out
2. Passwords are inspected or changed by the Admin
3. Users are added to groups.

“I would like to
Volunteer” will be
used to send a
special message. It
currently is not used.

Opt-In or Out

Category (can be
changed if user is
not a Webmaster)
Groups

Editing the Form
1. Click the appropriate boxes to change status or add someone to a group. Note: Everyone can see
the Group buttons, so they can add themselves.
This saves the Admin from having to do it but groups should be monitored from time to time.
Since this is only for Email, having someone add themselves to the wrong group should not pose
a problem.
2. Press Submit
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Other Features
Self-Registration
Anyone can register themselves on the site using the register link:

People who self-register CANNOT acquire Approved Volunteer Status – only register to receive email.
A site option is being added to inhibit self-registration, for those campuses that want it. However, if this
is the case, the ONLY way individuals can get on the PTA list is if they are imported from a database
file. Just a consideration.

Forgot Password
If anyone forgets their password, they can retrieve it using this link from the Login Box on the Home
page.
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Changing Content (Admin level)
Administrators and Webmasters can alter content on the site pages. These areas are indicated by a Green
Bug, which means “pre-approved content.” These content areas can be directly edited and do not go
through the normal Approval process. Therefore, access to these functions should be restricted to a few
people. Therefore, Admin Status should only be granted to a few people.

Content
Bugs

Changing Content
1. Click a green content bug.
2. The Edit Navigation box will pop up.
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3. Click Add Navigation Link
What it will say on the
left goes here.

LINK,
HTML,
EVENTS,
NEWS
DOCUMENT

URL if it is a
link.

URL if it is a
link.

If you add a link, it will be displayed in the Content area when the link is clicked. Content will be
placed in a window depending on how you set it.
o Same Browser Window – fills the entire screen.
o New Browser Window – creates a Pop-Up
o Inline – puts the content to the right of the NAV area.
4. Select Content: NEWS
Contributed Content can be included also. Here is what you see if you select “News”

When content is created,
it is given a NAME.
Content can be included
multiple times on the
site by referring to it by
Name, rather than
creating New Content.
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Site Edits (Webmaster level)
Webmasters have the most control over what goes on a site. They can:
1. Edit the Masthead Logo and Text
2. Add or remove actual content Main Sections
3. Add or remove content sections in the Left Navigation

Edit Masthead
Logo and Text
Click Edit Site
first (note, ONLY
Webmasters can
see this!)

Edit Primary
Sections

Move Content
Sections up and down.

Add new sections into the
Navigation area.

In Edit Site Mode, you can:
Click the blue bug next to the logo to:
1. Change the text of the Masthead
2. Change the logo

Click the blue bug next to the menu to:
1. Add or delete entire sections on the site.
2. Change the order or names of the primary sections.

Edit Non-Contributed Content:
1. Click Include Content in the main area or navigation to add content.
2. Click the up and down arrows to move content up and down.
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Appendix 1 – Using the HTML Editor
When you edit content, you can select Plain Text or HTML. With the editor embedded in CH2V.com,
you do not have to know how HTML works, but you do have to realize that editing is not quite the same
as working in, say Word. The following screen shot shows the two most important features, regarding
adding and formatting images, and setting hyperlinks.

Highlight a
hyperlink.
Then click the
“chain link”

Embed photos or
You-Tube videos

Set target to “Topmost” to
fill the whole page or “New
Window” to launch a popup.
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double
click

Appendix II – New Features
Content Types (that you can add to a page from Include Content)
Directories
Both Custom and Standard Directories hide email addresses

Volunteer Hours Module
Record hours, both manually and from the automatic schedules.

Custom Forms
Forms can be created to collect information from parents, Data can be exported to Excel.

Group Content
Group content is like a “Site within the Site” and is designed to be used for classroom
web sites. To create Group Content, go to Edit User Groups on the Admin page and
create your group. A GroupMaster can be designated, who can post and control content,
email all members of the group, etc on the group page. From any Navigation section add
a link to “Group Content”. Click the link you created to bring up the Group page, which
can then be edited just like the site.

eStores
Our eStores provide secure credit card processing and automatic emailing of invoices.
Payments made to the PTA/PTO by check on the 15th of the following month. Download
instructions on the left side of the Support page at www.CH2V.com.

General Features & Improvements
Database Fields
Now you can import Excel spreadsheets and all fields in the spreadsheet will be saved and
available in Edit Users. The same fields can be added to Custom Forms.

Groups
Users can add themselves to User Groups, if the Group is defined that way.

Registration Message
See Admin  Preferences. You can provide a custom message for registrations that will
appear above the Register form (this is the form people see when they click Register on
the site).
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Appendix II – Converting documents to PDFs
There are some great tools you can purchase to convert documents from Word or Excel to PDF
for posting, like click2convert (www.click2convert.com) but there are also several good free
products that are web-site based:

PDFOnline.com
http://www.pdfonline.com/convert-pdf/

Freepdfconvert.com
http://www.freepdfconvert.com/

primopdf.com
https://online.primopdf.com/Default.aspx

Thank You!
Your dedication and commitment to your school are critically important to the quality of
education our children receive. Here at CH2V.com, our mission is to assist you in your
work to the greatest extent possible. If there is any way we can improve our sites or
processes, please let us know by sending email to admin@CH2V.com
Thank you for being involved in your school.
Sincerely,

Ed Downs
President, CH2V.com

Getting Help
For any issues, help or to send ideas for
enhancements, please send email to:
Admin@CH2V.com
CH2V.com
Web Site Team
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