
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

GLOBAL SCHOOL BUSINESS NETWORK  

USER GUIDE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This user guide  contains  several  tut or ials to  help  ASBO mem bers learn  how  to  use the  Global  

School  Business Network,  ASBO ϥnternationalɅs online  networking  community   

for  school  business  officials.  

 

 

 



 

WHATɅS IN  THE USER GUIDE? 

 
 
1. A quick  start  guide  on how  to  use the  networ k. This resou rce teaches new members  how  to  log in, 

accept Terms & Conditions,  build  a profile,  edit  pr ivacy settings,  and  change email  preferences.  

 

2. A tutorial  about  how  to  use the  networkɅs advanced  features , including  how  to  manage  your  

contacts;  find  a contact  via the  networkɅs member  directory;  download  a contactɅs vCard; and  access 

your  contributions  (blogs, discussion  threads,  etc.) on the  network.  

 

3. A tutorial  about  how  to  start  a discussion  on the  networ k by posting  a discussion  thread  in an online  

community  that  also includes  a sample post  as reference  for  making  your  own.  

 

4. A tutorial  about  how  to  blog  on the  network  that  also includes  ASBO ϥnternationalɅs Blogging  

Guidelines  and  a sample  blog  entry  to  inspire  you to  create  your own.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

NEW TO THE NETWORK? LETɅS GET STARTED! 

This quick start guide will help you  quickly learn how to use the networkɅs basic 

features, including how to log into the network, accept Terms & Conditions, build your 

profile, and change your privacy settings and email preferences.  

 

 

 

Log into  the  Network  

 

You can access the  Global  School Business Network  homepage  from  ASBO ϥnternationalɅs main  

website,  or  by going  directly  to  network.asbointl.org . 
 

 

From ASBO ϥnternationalɅs main website, click the  ɈNetworkɉ tab, located  at the  upper  right  corner.  

This will  take you to  the  Global  School Business Network  website. 

 

 

 
 

 

 

 

 

 

 

  

http://network.asbointl.org/home
http://www.asbointl.org/


 

From the  Global  School Business Network  website , click the  blue  ɈSign inɉ button  in the  top  right  

corner , and  log in with  your  username  and passwor d (from  your welcome  email) . 

 

 
Enter your  username  and password  and click ɈSubmitɉ to  log in. Forgot  your  password ?  Click the  

ɈForgot Passwordɉ link  on the  ɈLoginɉ webpage. 

 

 

 
 

 

http://network.asbointl.org/asbointl/home


 

Accept  Terms  & Conditions  

 

After  you log in to  the  Global  School Business Network  homep age for  the  first  time,  you will  see a 

Terms & Conditions  notice.  

 

 

Read through  ASBO ϥnternationalɅs Terms  & Conditions,  scroll  all the  way down,  and  click ɈYesɉ to  

indicate  you understand  and agree to  our  terms  for  using the  network.  

 

Note:  In ord er to  use any features  of  the  network  (build  a profile,  add  a contact/friend,  edit  your  

settings,  etc.) you MUST first  accept our  Terms & Conditions.  

 

 

If you do not  log in to  your  account  and accept terms  within  several days of  the  date  you received  your 

welcome  email for  network  access, we may send an additional  email  to  rem ind  you to  do so. 

 

 

 

 

Build  Your  Profile  

 

To access your  profile  page from  the  networkɅs homepage , click the  drop  down  arrow  in the  top  right  

corner,  then  click the  gray ɈProfileɉ button.  

 

 

 
 

 

 

 

 

http://network.asbointl.org/asbointl/home
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1. Update  your  general  information  on your  profile  page. 

2. Add a profile  photo:  Click the  gray ɈActionsɉ button  on  the  left,  below  the  photo  area.  A small 

window  will  pop  up;  click ɈChange pictureɉ to  add/change  a photo.  To remove  a photo,  click 

ɈRemove picture.ɉ 

3. Update  your  contact  information:  Click the  pencil  icon next  to  the  ɈContact  Detailsɉ section  on  

the  left  side of  the  page. 

4. Edit your Bio section:  Click the  pencil  icon  by the  ɈBioɉ section  in the  center  of  the  page. 

5. Build  your profile  from  your  LinkedIn ® account  (Optional):  Click the  green  Ɉϥmport Your ϥnfoɉ 

button  to  quickly  build  your  profile  with  infor mation  from  your  LinkedIn ® profile.  

 

 
 

  



 

 

6. Update  your  social links,  education,  job  history,  and  professional  association  information  on 

your  profile  page. 

7. Link your social media  accounts  to  your  netwo rk profile:  Click the  gray ɈActionsɉ button  next  to  

the  ɈSocial Linksɉ section,  then  select the  account  type  (Twitter,  Facebook, etc.) that  you want  to  

link  to  your  network  profile  from  the  dropdown  menu. A window  will  pop  up;  enter  your  profile  

URL for  that  social medi a account  to  link  it to  the  network.  

 

Note:  If youɅve successfully  linked  a social media  account  to  your  profile,  an icon for  that  account  

will  appear beneath  the  ɈSocial Linksɉ section.  

 

8. Add new Education,  Job History,  and  Professional  Associations  entries:  Click the  green Ɉ+Addɉ 

button  in the  section  you want  to  add an entry  to, then  fill  out  your  information.  

 

Note:  To edit  or  remove  a specific  entry  within  a section,  click the  pencil  icon  (to edit)  or  trash  icon 

(to delete)  adjacent  to  that  entry.  

 

 
 

  



 

9. Update  your  honors  and  awards, geographical  region,  job  classification,  school  system budget  

and  enrollment  information,  and  credentials  on your  profile  page. 

10. Add new Honors  and Awards  entries:  Click the  green  ɈAddɉ button  on the  right  side, under  the  

ɈHonors and Awardsɉ section  and fill  out  the  requi red information.  

11. Edit your geographical  region:  Click the  pencil  icon next  to  the  ɈGeographical Regionɉ section  to  

edit  where  you practice  your  profession.  

12. Add Job Classification,  School System Budget  and  Enroll ment,  and  Credentials  entries:  Click the  

green  ɈAddɉ button  for  each section  you want  to  add an entry  to  and fill  out  the  required  

information.   

         

 

 

 

 

 

 



 

 

Customize  Your  Settings  
 

1. Access your  profile  page via the  network  homepage . (From the  homep age, click the  dropdown  menu 

with  your  photo  in the  top  right  corner  and  click the  gray ɈProfileɉ button.)  

 

2. Click the  ɈMy Accountɉ tab  under  your  name  and title  on your  profile  page. Select ɈPrivacy Settingsɉ 

from  the  menu  to  go to  the  ɈPrivacy Settingsɉ page. From there,  you can: 

Opt  in or  out  from  the  Member  Directory  by clicking  ɈYesɉ or  ɈNo.ɉ Opting  in allows other  members  to  

search for  and  access your  profile  th rough  the  directory.  We recommend opting in to the Member 

Directory in order to connect with other members.  

Choose privacy  settings  for  each profile  section  to dete rmine  how  your inf orma tion  is shared.  Privacy 

options  include:  ɈPublic,ɉ ɈMembers Only,ɉ ɈMy Contacts,ɉ and  ɈOnly Me.ɉ Select your privacy  preference  

for  each section  from  the  respective  dropdown  menu.  

 

 

 
 

 

 

 

 

 

 

http://network.asbointl.org/asbointl/home


 

 

3. DonɅt forget  to  save your  settings!  

After  youɅve customized your  privacy  settings,  click the  blue  ɈSave Changesɉ button  at the  bottom  of  

the  page to  apply  your  new settings.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

  



 

Customize  Your  Email  Preferences  
 

1. Access your  profile  page via the  network  homep age. (From the  homep age, click the  dropdown  

menu  in the  top  right  corner  and  click the  gray ɈProfileɉ button.)  

 

2. From  your  profile,  click the  ɈMy Accountɉ tab  under  your  name/title  and  select ɈEmail Preferencesɉ 

from  the  menu.  From  there,  you can customize  how  you receive alerts  for:  

General Emails. (Participation  opportunities  from  memb ers and  administrators.)  

Commu nity  Emails. (Invitations  to  join  a commun ity.) 

Contact  Requests.  (Invitations  to  connect  with  other  peers  on the  network.)  

Comm ent  Notification  Emails. (Alerts to  inform  you when  someone  comments  on your  content  on the  

network.)  

Note:  To change the  recipient  email address  for  email  alerts,  click the  blue  Ɉplease specify  a new email  

addressɉ link  within  the  ɈGeneral  Emailsɉ section.  

 
3. DonɅt forget  to  save your  settings!  

When youɅve finished  customizing  your  email preferences  and notification  settings,  click ɈSave 

Changesɉ at the  bottom  of  the  page to  apply  your  settings.  

http://network.asbointl.org/asbointl/home


 

 
 

Ready for  the  next  step? Practice what  youɅve learned  and log in, then  build  your  profile  and  customize  

your  privacy  settings  and email preferences  today!  

Also, learn how  to  use all of  the  networkɅs features  by reading  the  ɈBeyond  the  Basics: How to  Use the  

Networkɉ tutorial  located  in  this  toolkit.  

Questions? Contact Lisa Berretta,  ASBO International  manager of professional development , 

866.682.2729 x7077. 
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BEYOND THE BASICS: HOW TO USE THE NETWORK 
 

This tutorial  teaches users how  to  use the  networkɅs advanced  features. Users shou ld already  

have logged in, accepted  Terms & Conditions, comp leted thei r pro file, and edited  their  privacy  and  

email  settings.  For step-by-step  instructions  to  comp lete  these  tasks, refer  to  the  ɈNew  to  the  

Network?  LetɅs Get Started!ɉ toolkit  tut orial.  
 

 
 

Manage  Your  Connections  

 

Access your  friends,  networks,  and  subscribed  communities  all in one place! 

 

1.  Log into  the  Global  School Business Network  and access your  profile  page. On your  profile  page, 

click the  ɈMy Connectionsɉ tab  and  you will  see three  options  on a dropdown  menu:  

 

¶ Contacts ɁView, sort,  and  remove  your  network  members  in/from  your  contact  list.  

 

¶ Netwo rksɁView which  peers  on  the  network  share similar  geographical,  career,  education,  

and  other  affiliations  and  interests  as you  do.  

 

¶ Communities ɁView the  communities  youɅve joined  and  explore  new  ones  too.  

 
 

Access and  Manage  Your  Contact  List  

 

1. From  the  ɈContactsɉ page, you can: 
 

¶ Sort  your contact  list  and  view  your  contactsɅ profile  pages on  the  networ k. 

 

¶ Send a private  message to  a contact  on  your  list.  

 

¶ Remov e a contact  from  your  list.  

 

¶ Export  your  contact  list  as an Excel or  CSV file.  

 

http://asbointl.org/login
http://network.asbointl.org/network/members/profile
http://network.asbointl.org/network/members/profile/connections/contacts


 

 
 

 

 

 

2. To view a contactɅs profile  on the  network,  click their  name  and you will  go to  their  page. 

 

3. To send a message to  a contact,  click the  gray ɈSend Messageɉ button  at the  far -right  side of  

their  name.  

 

4. To rem ove a contact  from  your  contact  list:  click the  gray ɈRemove Contactɉ button  at the   

far -right  side of  their  name.  

 

5. To export  your contact  list  to  an Excel or  CSV file, click the  gray ɈExportɉ button  below  the  

ɈContactsɉ heading,  above your  contact  list.  

 

 

 

 

 

  


