International Order of the Rainbow for Girls

GoRainbow.org

Web Site Administration Section for Mother Advisors

(revised February 2, 2009)
This guide will instruct and inform you what tasks you can complete in the Administration Section of GoRainbow.org.

How to log on

· Type www.gorainbow.org/admin in your web site browser.

· This will bring you to the page where you will enter your username and password.  Please contact your Supreme Inspector/Deputy if you do not have your username and password.

· Click “Login”.

Front Page Capabilities – Manage Assembly – Red Accounts Tab

· Obtain your Assembly Rainbow Girl Members usernames and passwords to the Members Only section of GoRainbow.org.

· Click “To view the username/password combinations for your Assembly, click here.”

· Create New Member

· Click here to add a new member’s information (name, address, email, etc.).

· When finished with all information, click the “Add Member” button at the bottom of the page.

· Change Status of Member

· Click here to change the status of a member.

· Choose the member by clicking on the arrow in the member name field and highlighting the member you would like to update.

· Choose the status by clicking on the arrow next to “Was Initiated” and highlighting the status you would like.

· Enter the date on which the status changed.  Very Important: You must include a date.

· Enter the explanation if needed.

· Click “Report Status”.

· You can also update any member’s information (address, email, etc.) by clicking on their name in the Current Members list.

· Change Status of Past Member

· Click here to change the status of a past member.

· Choose the member by clicking on the arrow in the member name field and highlighting the member you would like to update.

· Choose the status by clicking on the arrow next to “Was Initiated” and highlighting the status you would like.

· Enter the date on which the status changed. .  Very Important: You must include a date.

· Enter the explanation if needed.

· Click “Report Status”.

· You can also update any past member’s information (address, email, etc.) by clicking on their name in the Current Members list.

· Affiliate Member

· Click here to affiliate a member.
NOTE: Mother Advisors must contact their Supreme Inspector/Deputy to obtain a Member ID before an affiliation can occur.  Their Supreme Inspector/Deputy will then contact the Supreme in the other jurisdiction to obtain the Member ID.

· Enter the ID of affiliate member.

· Enter the date affiliated. .  Very Important: You must include a date.

· Click “Affiliate Member”.

· Add Assembly Event

· Click here to add an assembly event.

· Events created here will appear on the calendar on your Rainbow Girl Members’  “Members Only” section home page under the “Assembly Events” tab.  They will also appear on your “Manage Assembly” page under “Upcoming Assembly Events”.

· Enter event name, event description, event date, event time.

· Click “Add Event”.

· You can edit an event by clicking on it in your “Upcoming Assembly Events”, and clicking on “Edit This Event”.

· Logout

· Click here to end your session.

Annual Reports – Orange Tab

· View Annual Reports

· Select the year by clicking on the arrow next to “Select Year 2003” and highlight the year you would like.

· Click “Search”.

· Select your assembly by clicking on the arrow next to “Approved Assemblies Choose”.

· Click “View”.

· Create New Annual Report

· Select the year by clicking on the arrow next to “Select Year 2003” and highlight 2008.

· Click “Search”.

· Click “Submit a New Annual Report (at the bottom, left of the page).

· Read the Instructions Carefully.

· Click on “Read Instructions”.

· Click “Begin Report”.

· Check over your changes for 2008 and your current roster list.  Make any needed changes by clicking “Make changes to current members” or “Make changes to past members”, and then clicking on the individual’s name who you want to change.  If you need to add a new member, click on the Accounts – Red Tab at the top of the page, “Create a New Member” and follow those instructions.  Once you are finished, you may come back to this page and proceed.

· If all information on this page is correct, click “Continue”.

· Enter your EIN number or check the box if you are a LT or Non-US Assembly.

· Click “Continue”.

· Enter all financial information here.  You must enter something in every field.  If you do not have any investments owned by the assembly or other property valued over $100 – just indicate none.

· Click “Continue”.

· Enter in all Mother Advisor, Chairman and Board Members information.

· Click “Save and Continue”.
· Review all information and make any needed revisions by clicking on “Edit This Section”.

· When you are confident the information is accurate, click “Save and Submit”.

· Print out three copies of this form.

· Make sure to mail your Supreme Inspector/Deputy two copies of your completed, signed and sealed report with your appropriate fees, along with your itemized financial reports.  Checks should be made out to The International Order of the Rainbow for Girls.
· You can now proceed to the Designates – Yellow Tab to submit your nominations for the Grand Cross of Color and Service to Rainbow.
Designates – Yellow Tab

· This is where you can submit your nominations for the Grand Cross of Color and Service to Rainbow.

· Click the “Begin Report”.

· This will take you to the Grand Cross of Color – Youth Nominations screen.

· The program will determine the number of nominees available based on your number of initiates.

· Click “Select Member” and make your selection.

· If you do not have a member to recommend, select “No Nominee”.

· Click “Nominate

· This will take you to the Grand Cross of Color and Service to Rainbow – Adult Nominations screen.

· Select if nomination is Grand Cross of Color or Service to Rainbow by clicking on the arrow next to “Grand Cross of Color”.

· Complete all information.

· If you do not have an adult to recommend, leave the fields blank.

· Click “Nominate”

· This will let you review your information.  If any of the information is not correct, click on “Edit This Section” and make any needed revisions.

· When you are confident the information is accurate, click “Save and Submit”.

· Print out three copies of this form.

· Make sure to mail your Supreme Inspector/Deputy two copies of your completed, signed and sealed report with your appropriate fees.  Checks should be made out to your Grand Assembly.
Supply Catalog – Green Tab

· This is where you can shop for Rainbow Girl Clothing or Order Supplies.

· Click on “To shop for clothing and gifts, click here”.

· View and purchase items by clicking on the item you would like to order.

· Close out of that screen when finished ordering.

· Click on “To shop for jewelry, awards and more, click here”.

· View and purchase items by clicking on the item you would like to order.

· Close out of that screen when finished ordering.

· No other Tab will work while you are in this section.

· Click your “back arrow” key to return to the Administration section.

Site Administration – Blue Tab
· This is where you can add or edit a Great Works Story, News Item or Hot Topic.

· Click on “Add Great Works Story”.

· Enter headline and article text.

· Click “Choose File” to upload a photo.

· Click “Add Great Works Item.

· Click “Edit /Delete Great Works Story”.

· Click on item you would like to edit.

· Make any needed revisions and click “Update Great Works Story”.

· Click on “Add News Item”.

· Enter all information.

· Click “Add News Item”.

· Click “Edit /Delete News Item”.

· Click on item you would like to edit.

· Make any needed revisions and click “Update News Item”.

· Click on “Add Hot Topic”.

· Enter all information.

· Click “Add Hot Topic”.

· Click “Edit /Delete Hot Topic”.

· Click on item you would like to edit.

· Make any needed revisions and click “Update Hot Topic”.

FAQs – Indigo Tab
· There is currently nothing under this tab.

Site Metrics – Violet Tab

· There is where you can go to view the analytic reports on GoRainbow.org.

· Click “To view site matrics and reports, click here”.

· This will take you to the Google Analytics Reporting page.

· Click “Access Analytics”.

· Enter the E-mail: rainbowgirlsstats@gmail.com and Password: iorgiorg.
· Here you can view reports like: how many people have visited the site, what countries are they visiting from, what pages are they viewing the most, etc.
Reports – Red Tab
· There is currently nothing under this tab.
