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ASSOCIATION OF
SCHOOL BUSINESS OFFICIALS
INTERNATIONAL

GLOBAL SCHOOLBUSINESSNETWORK
USERGUIDE

This user guide contains several tut orials to help ASBOmem bers learn how to use the Global
School Business Network, ASBOU nt e r n a trilimemetvw orkisg community
for school business officials.
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WHAT INSTHEUSERGUIDE?

. Aquick 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 privacy settings, and change email preferences.

. Atutorial about how to usethe n e t w oadwarced features ,including how to manage your
contacts; find acontact viathe n e t w omeknldes directory; download ac o n t av€ardpamd access

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

. Atutorial 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.

. Atutorial about how to blog on the network that also includes ASBOU nt er n a Bloggimga | A's
Guidelines and a sample blog entry to inspire you to create your own.
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NEW TO THENETWORK?L E TGES STARTED!

This quick start guide will help youqui ckly | earn how to use the
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 accessthe Global School Business Network homepage from ASBOU nt er narmainonal As
website, or by going directly to network.asbointl.org

From ASBO Unternat i clickthed Ne tmwitaln lecatedtatthe upper right corner.
This will take you to the Global School Business Network web site.

ADVERTISING & PARTNERSHIP ~ JOIN/RENEW  LOGIN  CONTACTUS
ASSOCIATION OF
SCHOOL BUSINESS OFFICIALS
INTERNATIONAL Search
About Membership ASBO Affiliates Awards & Career Development Certification Meetings & Professional Development Publications & Resources Network

are school business officials?

'School business officials are the finance professionals, traditionally behind
‘the scenes, whose job it is to make sure that whatever resources are
available for educating our students are used effectively and efficiently.
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From the Global School Business Network website , click the blue 3 S ii griopitton in the top right
corner , and log in with your username and password (from your welcome email).

ORETWORK

PARTICIPATE « BROWSE ~ COMMUNITIES ~ LIBRARIES ~ DIRECTORY ASBOINTL ORG search Q -

SFO" CERTIFICATION

The Mark of a Professional

W}Wﬂﬂ%

Enter your username and password and click 3 S u b nwoilog in. Forgot your password ? Click the
J ForRjaosts whnkahjthe 3 Logi ni webpage.

ADVERTISING & PARTNERSHIP JOIN / RENEW LOGIN CONTACT US

ASSOCIATION OF
SCHOOL BUSINESS OFFICIALS
INTERNATIONAL

About Membership ASBO Afiiliates Awards & Career Development Certification Meetings & Professienal Development Publications & Resources Metwork

-
Login <
I could not have survived 30 g
years in school business without
the support I've received from
ASBO. Mo matter how much you
may think your problem is
unique, its not. |'ve always found
support from eolleagues facing
the same issues no matter
where they work, and I've shared Password
solutions. We have a lot to learn

Username

from one another, so | value my
memberships in Tri-State ASE0,
Mew Hampshire ASBD, Vermont

ASBO, and ASBO Internaticnal.’ m

—John Aubin, South Burlington
Scheel District, South Burlington,
Verment Mot 2 member? Join 1o access exclusive conte

& Remember Me

Forget your password? Click here to retrieve it.

MNeed help? Call or email us and we'll be happy to assist
you.

Member since 1992

- Tip: Default Username and Password are your member [0 Fasswords are

case sensitive.

FBroblems logging in? Call 866.682 2720 x7080 between & am and 4 pm

EST or email us.
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Accept Terms & Conditions

After you log in to the Global School Business Network homep age for the first time, you will seea
Terms & Conditions notice.

Readthrough ASBOU nt e r n a Teims & @ohditisns, scroll all the way down, and click 3 Y et
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 MUSTfirst 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 remind you to do so.

Build Your Profile

Toaccessyour profile page from the n e t w ohorkefpage , click the drop down arrow in the top right
corner, then clickthe gray 3 P r o Ibutton.e

Contact Us = Code of Conduct | User Guide a

Lisa Berretta
Iberretta@asbointl.org

Click the dropdown arrow
to access your profile.

Oéls global SCHOOL BUSINESS
N ETW O R K E]Communines 1 unresd

Logout

PARTICIPATE ~ BROWSE ~ COMMUNITIES ~ LIBRARIES ~ VOLUNTEER ~ DIRECTORY AL S—
STRATEGIC PARTNERS
AMSNCA ORI I M (%) Horace Mann SO RICOH
bpdichcioal $ > B Founded by Eduostors for Educetors Office prror imagine. change.
S Security Berefi  VALIC. 4 VOYA,

VIRCO

pApiment fov (¢
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1. Update your general information on your profile page.

2. Add aprofile photo: Clickthe gray 3 A c t ibuattansgn the left, below the photo area. A small
window will pop up; click3 Ch a p g e t to add/¢hange aphoto. Toremove a photo, click
J Remopviect ur e. j

3. Update your contact information: Click the pencil icon next to the IContact D e t a settienjon
the left side of the page.

4. Edityour Bio section: Click the pencil icon by the 3 B iseciion in the center of the page.

5. Build your profile from your LinkedIn ® account (Optional): Clickthe green 3 4 mpYourtd n f o j
button to quickly build your profile with infor mation from your LinkedIn ® profile.

BPNETWORK

PARTICIPATE - BROWSE - COMMUNITIES ~ LIBRARIES - VOLUNTEER - DIRECTORY ASBOINTL.ORG search Q

Contact Us | Code of Conduct  User Guide = asbointl.org m -

DIRECTORY / Member Directory | Profile

Ms. Lisa Berretta
Manager Professional Development, ASBO International

I'& ‘ \ - L]
% '} ) - My Profile My Connections - My Contributions My Account~ Admin
Click this button to add, change, or
remove your photo. Bio | A Click the pencil icon to edit your biography. '
ra
Actions + Hello. I'm very excited to join the staff at ASBO International as Manager of Professional Developmeant. Much of my career has basn

spent in associations with varied roles in membership and education. | love interacting with the membership and getting to better

Change My Password understand the industry as well as their specific needs. | enjoy working with committees and helping to facilitate webinars. | have
Edit My Profile/Password extensive knowledge of the healthcare and travel industries and hope to bring some aspects of these experiences to my role.

Your Member ID is: 833937

r1>st Valuable Membg

Outside of work, my hobbies and interests are in natural health and wellness, travel, and attending lots of
Silver

Click on the links to orward to getting to know everyone and serving as a resource in professional development.

update your profile or
port From LinkD

Social Links password.
Click on Add to select the I Bring in your information from LinkedIn®

sacial media account that you
Import Your Info

Link to other social media accounts

Click this green button to conveniently build

want to link to your profile. your profile with your LinkedIn information.
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6. Update your social links, education, job history, and professional association information on
your profile page.

7. Linkyour social media accounts to your netwo rk profile: Clickthe gray 3 A ¢ t ibuttans fext to
the 3 So dii a kestipn, then selectthe account type (Twitter, Facebook, etc.) that you want to
link to your network profile from the dropdown menu. Awindow will pop up; enter your profile
URLfor that social mediaaccount to link it to the network.

Note: Ify o u Aucaessfully linked a social media account to your profile, anicon for that account
will appear beneath the 3 S o ¢ i & $estipn.

8. Add new Education, JobHistory, and Professional Associations entries: Clickthe green 3 + A d d }
button in the section you want to add an entry to, then fill out your information.

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

(to delete) adjacent to that entry.

Education Job History

University of Denver
BA To add a new entry to the Education, lob History, or
Professional Associations section, click the green "+Add"

Sociology ! ! :
button in the respective section.
Northern Viginia Community College g g :
Certificate Senior Manager, Member Relations & Education
Nonprofit Leadership and Administration March 2015 - August 2013
PartnerMD FARE |
Professional Associations m Membership and Corporate Sales

January 2013 - July 2014

ASAE
2001 - Present Edit or delete entries within a section by -
using the pencil icon (edit) or trash icon

[delete) next to each entry.

Honors and Awards

List past accolades and recognition
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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: Clickthe green 3 A d lwiton on the right side, under the
3 Ho nand A wa r destipn and fill out the required information.

11. Edityour geographical region: Clickthe pencil icon nexttothe 3 Ge o0 g r aReng icsedtipn to

edit where you practice your profession.

12. Add Jdb Classification, School System Budget and Enroll ment, and Credentials entries: Clickthe
green 3 A dhlgton for each section you want to add an entry to and fill out the required

information.

Geographical Region

Pick the geographical region in which you practice your profession.

Add gecgraphical region

Jaob Classification

Select the job classification that best describes your current position.

Add job classification

] g

School System Budget

Please check your district's budget (if applicable):

Add school system budget

School System Enrollment

Please check your district's enrollment (if applicable):

Add school system enroliment

] g

Credentials

Please select the credentials that apply to you.

Add credentials

[ g

Honors and Awards

List past accolades and recognition

P i |
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Customize Your Settings

1. Accessyour profile page viathe network homepage . (From the homep age, click the dropdown menu
with your photo in the top right corner and click the gray 3 P r o buiton.p }

2. Clickthe 3 M& ¢ ¢ o uab tinfler your name and title on your profile page. Select3 Pr i a@a¢ y i ng s i
from the menu togotothe 3 Pr i 8 extc ty ipagg. Br¢m there, you can:

Opt in or out from the Member Directory by clicking 3 Y eos } N oQpting in allows other members to

search for and accessyour profile through 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 determine how your informa tion is shared. Privacy

options include: 3 Pu b3 Memhen sy M@o nt aand 0 M ey.Selectyour privacy preference

for each section from the respective dropdown menu.

Contact Us | Code of Conduct | User Guide | asboinfl org E -

%‘s global SCHOOL BUSINESS _ _ ’
N ETW 0 R K | the network homepage. '

PARTICIPATE = BROWSE ~ COMMUNITIES - LIERARIES ~ VOLUMTEER. ~ DIRECTORY ASBOINTL ORG search Q,

DIRECTORY / Member Directory / Profile /| My Account / Setfings

Ivls. Lisa Berretta
Manager Professional Development, ASBC International

My Profile My Conneclions~ My Confributions My Account« Admin

3 1 new massage

Community Mofificafions

Inbax
oy Set
Privacy Settings p—
Opt infout of the member mail Preferences
di':;:t::r in this saction “our profile may be accessed through the member directory a 855 Feeds re confrol over the information others see
v ’ on your profile. =
i by

Tiket Lol | would like to be included in the member dirsctoryBnd comn - -
Your Member 1D is: 333937 I Discussion Signature

| H:st Valuable Heml:l:1 |
! — ! Picturs Public v
Social Links Choose your privacy options for each profile
section to customize how you'd like to share
; ) ) My Metworks Members Cnly T your information.
Link to other social media accounts
Company Information Public g
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3. D o nfdrget to saveyour settings!
After y o u Austemized your privacy settings, clickthe blue 3 S aGha n g duwtpn at the bottom of
the page to apply your new settings.

School District Enrollment

Members Only v
Job Classification Public v
School District Budget Menmbers Only v
Geographical Region Public v

Credentials Public v

Choose your
privacy options for
each profile section

MentorStatus
to customize how
you'd like to share
your information.

Members Only v
MenteeStatus Members Only v
Honors and Awards Members Only v /

Professional Groups and

st Members Only v
Sccial Media Sites Menmbers Only v
Twitter Tweets Members Only v
vCard Download Members Only v
Presentation Public v

Save Changes

Copynght © 2015 ASBO Intemational. All nghts reserved.

Powered by Higher Logic
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Customize Your Email Preferences

1. Accessyour profile page viathe network homep age. (From the homep age, click the dropdown
menu in the top right corner and click the gray 3 P r o lbutton. §

2. From your profile, clickthe 3 M& ¢ ¢ o uab tinder your name/titte and select3 lBail Pr ef er enc e sj
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 acommun 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: Tochange the recipient email address for email alerts, click the blue 3 p | e speciéy anew email

addr dnkwifhin the General E ma i skcsign.

Contact Us  Code of Conduct | User Guide | asbointi.org -
global SCHOOL BUSINESS
Click on the dropdown menu, then the "Profile”
N E T W 0 R K button to access your profile page.
PARTICIPATE - BROWSE ~ COMMUMNITIES = LIBRARIES ~ VOLUNTEER ~ DIRECTORY ASBOINTL.ORG =earch Q,

DIRECTORY / Member Directory / Profile / My Account / Settings

Click the "My Account” tab, then "Email

Ms. Lisa Berretta Preferences” to access that page.

Manager Professional Development, ASBEO International
&5 1 new messapge

My Profile My Connecticns~ My Confributions Admin

Privacy Seftings
Email Preferences
In addition to community nofifications, other messages are RSS Fesds essages -System, Community, Social,
and Promaotional - will always be sent to your profile inbozx. | :d to your prefemred email address.
Select “no” below to opt-out of receiving certain emails per|  Community Notifications s receive these messages in your
profile inbox regardless of these sefings. Discussion Signature

Email Preferences

Actions =

Specify which alerts you
would like to receive by
email. You can also edit
which address receives the
notifications.

Email nofificafions and communications will be delivered fo the email address below.
Iberrettai@asbointlorg  Change

Link fo other social media accounts System Emails

mails required to confirm user parficipation. Users cannot opt-out of these emails.

Community Emails

Emails typically sent from Community Admins or the Community Manager via automafion rules (ex:
moderation nefifications, Component Manager emails). Some automation nules-based emails may be in
other categories. By default, you receive Community emails from all your Communities unless you explicitly
opt-out.

Manage Opi-out List

3. D o nférget to saveyour settings!
Wheny o u fimsteed customizing your email preferences and notification settings, click 3 Sa v e
Chan g eat the bottom of the page to apply your settings.
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Contact Requests

Connecting with others that share common interests is an essential community building block

* | want to receive contact requests (recommended setting)
Specify which alerts you
would like to receive by
email for general and
community emails,
contact requests, and
comment notifications

Do not send this type of email

Comment Notification Emails

An email alerting you that someone has commented on content you've created

* | want to receive comment notification via email
Do not send this type of email

—

Readyfor the next step? Practice what y o u fearmed and log in,then build your profile and customize
your privacy settings and email preferences today!

Also, learn how to use all of the n e t w ofeakurks by reading the 3 Byond the Basics:How to Usethe
N e t w otutdkigl located in this toolkit.

Questions? Contact Lisa Berretta, ASBOInternational manager of professional development |,

866.682.2729 x7077.
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BEYOND THE BASICS:HOW TO USETHE NETWORK
This tutorial teachesusers how to use the networ k adsanced features. Users should already
have logged in, accepted Terms & Conditions, comp leted their profile, and edited their privacy and

email settings. For step-by-step instructions to comp lete these tasks, refer to the INew to the
Network? L e tGatsStarted! goolkit tut orial.

Manage Your Connections

Accessyour friends, networks, and subscribed communities all in one place!

1. Loginto the Global School Business Network and accessyour profile page. On your profile page,
clickthe 3 M€ o n n e c ttab amd gop will seethree options on a dropdown menu:

1 Contacts ? View, sort, and remove your network members in/from your contact list.

1 Netwo rks? Viewwhich peers on the network share similar geographical, career, education,
and other affiliations and interests asyou do.

1 Communities ? Viewthe communities y o u Aoined and explore new ones too.

Access and Manage Your Contact List
1. Fromthe 3 Co n t page,ysucan:
9 Sortyourcontact list and view your ¢ o0 n t apcotiles pages on the networ k.
1 Senda private messageto a contact on your list.
i Removeacontact from your list.

1 Export your contact list asan Excel or CSVfile.
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Toviewac o nt grofie/os the network, click their name and you will go to their page.

To send amessageto acontact, clickthe grayd S e Me s s abyteop at the far-right side of
their name.

Torem ove acontact from your contact list: clickthe gray3d Re mdCwen t &uttdnj at the
far-right side of their name.

Toexport your contact list to an Excelor CSVile, click the gray 3 E x p buttan jbelow the
3 Co nt leading, above your contact list.
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