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Step 1 — Import and Configure ChapterLink Files
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Extract ZIP file

(1) Locate CEM_Setup.zip,
and right-click on it.
(2) Select Extract All...

—Emm All...

3 Shred using AVG
Pin to Start
2 Share
Open with...
Give access to
Restore previous versions

Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

(3) Selectlocationto

extract files i Extract Compressed (Zipped) Folders
(4) Click Extract.

Select a Destination and Extract Files

Files will be extracted to this folder:
[ C:\Users\michaelreed\Desktop

[ Show extracted files when complete

4

‘ Browse... I

Cancel
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Import RiSE Pages
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(5) Navigate to your Staff
site, and go to Staff Site >
RiSE > Page Builder

(6) Besurethatthe root
directory (“@”) is
selected.

(7) Click Import.

7

# Edit | B Import | B Export

= Versions Run W Publish

(8) Click Select and choose
CEM_RISE Import.xml
from the extracted files.

(9) Click Upload.

Manage content

Import

Import file

Cancel

(10) Click Import

(11) Wait until the Messages
box confirms successful
import.

(12) Click Close.

Manage content

Override destination with: @
@ Overwrite existing objects
Import file contents

% AECChapterLink
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(13)You will see the red lines
indicating the pages have
been imported but not
yet published.

(14) Click Publish.

(15) Click OK to publish pages.

7 Edit R Import B Export 2% Versions Run | @ Publish
D e——

Publishing 1 object(s)

«
#® Publish working items only
x Publish all items
Dashboard Publish working items, Regenerate published items
Site Bullder Publish behavior
Page Builder Close this window after submitting for publish?

Manage content

ge |

Import Sitemap entries

(16) Navigate to Staff Site >
RiSE > Site Builder >

IMIS - oo )

Community

18

Manage sitemaps. , _ = :
. [_- et Organize New ~ Edit | B Import | B Export && Versions @ Publish
(17)Be sure that Staffis J lplesindle — —
Selected. EX Fundraising

(18) Click Import.

Events
4 Cart [CartitemCount]
Commerce .
SOIRINCICK 4 :% Community

> @ Memberst
¥ Viembership
Marketing 8 Me

g

§

I

Certification €8 Events g
Finance _ ) - {
S i :

Reports 1 Earol ;

RISE

Dashboard 16

Site Builder
Manage sitemaps
Manage websites

Manage shortcuts
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[Manage sitemaps (o 10 o RS
(19) Click Select and choose | It 19
. Imy file ” ¥ Resnove
CEM_Sitemap Import.xml. | ™ a -
. Upload
(20) Click Upload. = )
@ Open X
4 B ThsPC » Desitop » v & SearchDesktop »
Organize »  New folder e @
WDestiop  # A Name > Type Sae
¥ Downloads # XML Document 5
[ Documents # C 10448
& Pictures . A7TKE
= s
3 30 Ovpects ’ .
1 Desktop.
- oec1 (WrsBiSept
‘ Fie name: || -] [anFies ~|
oo ][ comw
concel
(21)Click Import. Manage sitemaps O o x

(22) Wait until the Messages

Import
box confirms successful

CJOverride destination with: ~

im po rt. Overwrite existing objects
(23) Click Close. Import file contents Select all Deselect all
£ ChapterLink -
~/settings
@ Settings

~/Settings/ChapterLink

# System-Admin-Config
@/AECChapterLink

jnd-Email-Approvals

Messages

[ ChapterLink: Information: Successfully imported.
System-Admin-Config: Information: Successfully imported.
Settings: Information: Successfully imported.
Event-and-Email-Approval: Information: Successfully imported.
Event-and-Email-Approvals: Information: Successfully imported.

( Close )
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(24) On the sitemap tree, click

Settings.
(25) Confirm that the

Chapterlink sitemap item
appears at the bottom of

the list. You will see that
it displays the red line
indicating it has been
imported but not yet
published.

(26)Click onthe ChapterLink
sitemap item and then
click Publish.

(27) Click OK to publish.

Organize New

Dashboard

Site Builder

Page Bullder
Theme Builder
Tagging

Maintenance

Style Guide

7 Edit B Import B Export

| ]
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26

22 Versions | @ Publish

Manage sitemaps

Publishing 1 object(s)

Publish behavior

Publish children as well?

Close this window after submitting for publish?

27

ﬂ iad

Intelligent Query "4
Architect ra
Business Object ra
Designer
Y
Form Builder (@l |
>
Panel Designer @ Finan
Process automation *@r
PLUS > @ Lang:
Scoring @S
- @ Gene
Document system
2B Advac
Workflow
* & Chapte

Task viewer

¥ Recyce gin

N N sl ANttt AN It et TN

7
¢

(28) Confirm that the
ChapterlLink menu item
and subitems appear on
your staff site menu.

Reports

RISE

Settings

About iMIS
Organization
Contacts

Addresses
Communities
Membership
Fundraising

Events

Commerce

Finance

RIiSE

Language translatbn
General lookup ig \les

Advanced email

ChapterLink

Settings

Event and Email
Approvals
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Configure ChapterLink settings
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Note: edit the RiSE page in @/AECChapterLink/System Admin Config then configure the Form Config
HTML to replace the product key with the one provided by Armstrong, prior to following steps 29-32.

(29) Navigate to Staff Site >
Settings > ChapterlLink >
Settings.

(30) Enter the user credentials
for the system admin user
(**see important note
below*#).

(31) Click Save Settings.

(32)Click Add/Update
Chapterlink Tables.

iMIS

ChapterLink Configuration

System Administrator User
sed by Chaptestink 10 run co

p

Update ChapterLink Tables |

ChapterEvents table updated

4’ ChapterC

CHAPTERLINK_LICENSEXEY Gen table update

**Important Note**

User must be a Full user with
Customers Module 4 — Full Entry/Edit
and Event Module 4 — Full Entry/Edit
or higher. ChapterLink will not
function properly without these
permissions.

To confirm permissions:

(A) Navigate to Staff Site >
Community > Security >
Users.

(B) Find User.

(C) Click Username in results.

(D) Confirm that User is a Full
user and that both
Customers and Events are
set to at least 4 — Full
Entry/Edit in the Staff access
area.

iMIS

Contact information

D

Full name

User credentials

User information

Account Roles

Staff access

+System

r- Customers
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(33)To confirm import of
ChapterLink tables, navigate
to Staff Site > RiSE > Panel
Designer > Panel sources.

(34) Confirm
ChapterCommunication and
ChapterEvents exist.

Dashboard

Site Bullder

Page Builder

Theme Builder
Tagging
Maintenance
Style Guide

Intelligent Query
Architect

Designer

Form Builder (S v33

Panel Designer ~
Panel definitions

Panel sources

PLUS

Scoring (Pl

Document system

Workflow

Task

iMIS

Panel sources

|
' ARMSTRONG

ChapterLink

Name contains Parent type

Find !
Source Parent Yypl

i
AccountAlerts Contact
AutoPayinstructionDetall Contact
AutoPayMemberinstructionDetal Contact

{
ChapterCommunication @ Contact
ChapterEvents Contact
CsContact Contact
CsName_Staff Contact
CsNameFin Contact
CsNameNote Contact

Import ChapterLink IQAs

(35) Navigate to Staff Site > RiSE
> Intelligent Query
Architect.

(36) Click Import.

Membership

RISE

Dashboard
Site Builder

Page Builder

35

Theme Builder
Tagging
Maintenance

Style Guide

Intelligent Query
Architect =
Business Otw t

Designer

Organize New 7 Edit

B Export &2 Versions W

IQA Folders

» _AEC_System

4
L Accounting
>
CampaignManagement
>
CertificationManagement
>
Commerce
» Common
>

@ Communications
CommunityManagement

@ ContactManagement

_AEC_System
Accounting
CampaignManagement
CertificationManagement
Commerce

1 Common

& Communications

1 CommunityManagement

£ ContactManagement

Contentitems
qrantMan,
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(37) Click Select and choose

CEM_IQAImport.xml.
(38) Click Upload.

igent Que:

Import

Import file

|}
E ARMSTRONG
ChapterLink

Outop
-3 e

& Dot e pesimpen

e+

- "

P 30 Obgects T

@8 Derop

e [ioMgen M
-

(39) Click ImpOI't. Intelligent Query Architect O 0 X

(40) Wait until the Messages
box confirms successful
import.

(41) Click Close.

Import

JOverride destination with: $
Overwrite existing objects
Import file contents

AEC Chapter Management
s

Q aecChapterinfo

S/AEC Chapter Management/AEC Chapter Managemen

Q aecMan,

ageEvents

Messages

aecChapterinfo: Information: Successfully imported
aecManageEvents: Information: Successfully imported.
AwaitingApprovals: Information: Successfully imported.
Emails Awaiting Approval: Information: Successfully imported
Events Needing Approval: Information: Successfully imported.
Business Object IQAs: Information: Successfully imported

All Chapter Events: Information: Successfully imported
Chapter administrators: Information: Successfully imported.

(42) Confirm the AEC Chapter
Management folder appears
in the IQA Folders list.

7 Edit

@ * Chapter Management
IQA Folders
"ms

Dashboard » _AEC_System

Site Builder » #

Page Builder >

Accauntiog

Theme Builder >
AEC Chapter Management

P Campaignmanagement .

Tagging

Maintenance

» u CertificationManagement
Style Guide
»> Commerce
Intelligent Query > & Common 9
Architect ”
g Communications
Business Object
Decigoer > & Community Management

B Import

B Export 2% Versions @ Publ

Go

AEC Chapter Management
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Import ChapterLink Business Objects
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(43) Navigate to Staff Site > RiSE
> Business Object Designer.
(44) Click Import.

RISE

7 Edit
Dashboard
Site Builder
BOD Folders

Page Builder =

8 S
Theme Builder (43

3 Design Business Object Definitio
Tagging

¥ Recycle Bin
Maintenance

Style Guide
Intelligent Qg =ry
Architect

Business Object
Designer

Form Builder (PilS

Panel Designer

B Import | B Export & Versions @ Publish

Dbject Definition

@ AccessArea
@ Accessltem
@ AccessMain

@ AccountAlerts

@ Activity
@ ActivityAttachment

@ AdvancedEmailNinetyDaysEvents

Used by Advanced Email Dashboard to show last ninety

« @ AdvancedEmailTwelveMonthsDeliveredByDa

» Used by Advanced Email Dashboard to display last twelv

(45) Click Select and choose
BusinessObjectimport.xml.
(46) Click Upload.

r
Business Object Designer

Import 45
impors e h

= SulfSetsngsSaemap

Flename | TusmesObecimpen

Cance!

(47) Click Import.

(48) Wait until the Messages
box confirms successful
import.

(49) Click Close.

Business Object Designer

Import

Overwrite existing objects
Import file contents

@ AEC_ChapterLink_AllEvents
$/Design Business Object Definition

Import

Messages

[JOverride destination with: $/Design Business Object Definition

Select all Deselect all

&

AEC_ChapterLink_AllEvents: Information: Successfully imported.

Close
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(50) Confirm
AEC_ChapterLink_AllEvents

and CsEventTemplate appears

in the Business Objects list.
(51)Click Publish to publish the
Business Object.

| ]
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iMIS o ?

Organize New ~ Edit R Import W Export &% Versions | @ Publish

@G 1t s

BOD Folders @ AccessArea

Yaas
as ® A

¥ Design Business Object Definitio fiPWN

Configure ChapterLink Shortcut

(52) Navigate to Staff Site > RiSE
> Site Builder > Manage
shortcuts.

(53) Search for
ChapterDetailAdmin.

(54)When the correct shortcut
appears, click the edit
(pencil) icon.

(55)In the URL or contact record
field, enter

@/AECChapterlLink/Chapter_dashboard

(56) Click Update.

Map the other shortcuts listed below:

Dashboard

Site Bulider

iMIS o o8 W

Shortcuts

Website == -
-

URL or ¢

n
record contains

Find

Forwebsite  Shortcut URL or content record Description

CommitteeDetailAdmin URL: @/AECChapterLink/Committee_Detail_Admin

ChapterDetail URL: @/AECChapterLink/Chapter_Group_Detail
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Step 2 — Set up Chapter Base Event

This should be addressed when running the table installation in step 32. Check Events > Manage Event Templates to
confirm Base Event for Chapter Admins exists, if not, follow steps 57-65.

(57) Navigate to RiSE > Events >

)
8
®

Add event
(58) Select Create a new event.
(59) Click Next.

Certification

Commerce

Community

Events

Dashboard

Find events

Find registrations
Add event

Calendar

57

Copy existing event

Add event
58

Choose a template

; Next

(60)On the Info tab, enter the

iMIS

following:
Certification
ommerce Add event
Event code: CHAPBASE Commerce
Event name: Base Event for Community BN Doy fesbiation, | Priche T Crieions
Chapter Ad mInS *Event code AF

Status: Pending

Dashboard Base Event f
Category: Chapter Find events Status g
Description: This event will be e
. . Add event Category Chay v
used to update information for mr—
Description This event will be used to update information for

Chapter Admins.

Issue event
confirmations

Manage templates

Finance

Fundraising

*Event name

Start date and time

Chapter Admins.

) O

DRy P GO Sl Sy Gy SRR NS SR |

(61) Click on the Pricing tab.
(62)Click Add new registration
option.

iMIS

A\ Eventhas a status of Pendir

ol e

g

Edit Base Event for Chapter ins
nfo Display  Registratior Pricing ¥ Questions

Financial entity

P

|
{
{
{
|
i
i
{
|

Early Regular
Cutoff date = =
62
Cancellation fee Page | 12
P e e e o i)



(63)On the Registration Option

Info tab, enter the following:

Registration option code: REG
Registration option name:
Registration

|}
E ARMSTRONG
ChapterLink

Add Registration Option O B x

Info Pricing Accounting Questions Program options Plan

*Registration option
code

REG

*Registration option
name

Registration

Description

(64) Click the Pricing tab.

(65) Check the Comp box for
both Default and Members,
then Save and Close the
registration option and the
event.

Add Registration Option

Info m Accounting Questions Program options Plan

Pricing Group Not Available Early Price Regular Price

Default O

Members

Step 3 — Test the ChapterLink setup

Create a new chapter

(66) Navigate to Membership >
Chapters.

(67)Click Add new chapter and
enter information to add the
new chapter.

-
IMIS oo >a ¥
Chapters
Name contains Type
Membership F N
Dashboard 66 Find 67
Renewals Name Code
Manage expired
iz East Chapter EAST s %
Automatic payments
Harris County Chapter HARRIS /s x

Billing cycles
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Create a new contact and assign the chapter administrator role.
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(68)Create a new contact at
Staff Site > Community >
Add contact.

(69)Be sure to check Create an
account and enter a
username/password, then
click Save.

iMIS

Add contact

Community

Dashboard

Engagement

68

Find contacts

Add contact,

Data integr

Manage duplicates (il

Duplicate merge logs

Account type ®individual " Organization

«First name Patt
Middle name
*Last name Furniture

Organization

«Email

Committees
Communities
Volunteers
Groups

Import contacts

Create an account
Username pattyo@mallinator.com

*Password

Security

Save Cancel
M. -

(70) From the new record’s
profile, be sure you are on
the Overview tab.

(71) Scroll down to the

Membership details section

and click the edit (pencil)
icon.

(72) Using the Chapter drop-
down, add the person to
your test chapter and click
Save.

iMIS

s
.
Patty O'Fur

o

1D 23285 Status Actve Type Non Member

Membership details

niture »

Actions

Engagement score
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(73) Navigate to Staff Site >
Members > Chapters.

(74) Select the Test Chapter that
you added the contact to.

(75)On the chapter page near
the bottom, click on
Member List.

(76) Find your new contact’s
name, which should have
the word “Member”
following it. Click Member.

=

MSTRONG

ChapterLink

iMIS

Test Chapter @

0

new members

1

active members
Finance
last year's count: 0

Fundraising

Help

Members by engagement

Marketing
No data found

T VORRSRER  WE G
ChapterLink
Membership

Email Create Event

Dashboard 73

Emall Chapter Create Event

Find members Member list i Member engagement Manage subscriptions

Chapters
Renewals

Manage expired
members

Automatic payments

Billing cycles

Billing products

r

(77) Click Add new

(78)Select Chapter
Administrator from the
drop-down list and click
Save & Close.

(79)Your contact should now
have Chapter Administrator
added to their record.

Group member detail
Patty O'Furniture

Test Chapter

Role Title Begin End Status

[
Note: Assigning a user to the Chapter Administrator role will give that user permission to view and update contact details of all
members in this group.

*Patty’s Role

pter A trator v

Cancel

Save &Close.  Save
bl
\J

Find members  Memberlist  Member engageme;

Manage sbb’.(hphooi

Page | 15



| |
" ARMSTRONG

ChapterLink
(80) Either log out of iMIS or use g U —;
a fresh browser to log in to
your regular RiSE member
site using the new contact’s
g the ~Br @ o
user credentials (NOT staff bl B o
o s etiication pociony
site). The QuickStart site
looks like this example. Once Patty O'Furniture {
you are logged in, click the it profe @ & g
Test Chapter under My Resources Events Community
Chapters and Sections.
Il MY ENGAGEMENT SCORE B RECENT COMMUNITY POSTS
Next study session
* Reply to Upcoming weekend study sessions

Do you know a great speaker?
By Mr. tiom D. Johnson on August 5, 2023

Ltearn about engagement [l

[l MY CHAPTERS AND SECTIONS

Test Chapter
Chapter Administrator

T et el eI e eeiitte)

(81)On the ChapterLink admin BN Chipim it
dashboard, select Email vggyé engi
Chapter to Start an email' About Membership Events Shop Give Now Communities

Select Create Event to start
the event creation process.
Select Event List to display
all current active events for
that chapter.

Test Chapter

— ik
See ChapterLink Docs for full

documentation on ChapterLink

ChapterLink emails and o R, Feent L
events. £mail Chapter Create Event Event List

GLERCIGLECI Member list | Member engagement

Select a query
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