Officer/Board Member Contact is a California State wide directory where Units, Councils,
District , and State PTAs listand  maintain contact information for PTA Board Members.

Navigating Officer Contact:
1 To access Officer/Board Member Contact:

1. Clickon the Admin Tab
2. Select Officer/Board Member Contact from the drop down menu
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Welcome 1o PTAEZ's Officer/Board Member Contact System!
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Under "Admin", select "Officer/Board Member Contact” to begin.

This program has been created in partnership with CAPTA for your use in identifying, recording and publishing PTA
unit officer info as necessary at all PTA levels. You do not have to be a PTAEZ subscriber to enter and view
information, but you can also access the Officer/Board Member Contact module from wathin your unit's PTAEZ
account. Have no fear, the information is private and for the use of PTA, and is not to be distributed outside of the
program. Also know that information access is "downward " as in, you may enter or view information for your unit or
those below, but not adjacent or above. Feel free to browse the menu options to get a feel of
what the full version of our software offers! For a free tnal of our full software, click the "Try It
Now” button to the right

Als0, be sure to enter the officers within your organization into the Officer Contact tool

You can aiso change your login information in the Update Login tool once you've accessed
the program
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1 Once inside Officer/Board Member Contact your screen will default to the Officers
List for the Current ~ School Year:

Officer/Board Member Contact

When adding/changing a Board Member (via the “Add” button or “Change” button) you should first search for the name of the Board
Member before creating them; this will help to avoid duplication. Hames are list in “Last Name, First Name" format. Additionally to
provide login access, highlight a name, then press the “Create/ChangeLogin” button.

School Year: | 2016-2017 | v Copy Selected to: v
Position Title Name E-Mail Phone # Cell #

| Generate Report | | | | J | Add || J | J




I To view Officers in different School Years click the ADown Arrowo0 ne
School Year and select the year you wish to view (AShow AIlIl 6 will i st al
listed for each school year on the same screen):

Officer/Board Member Contact

When adding/changing a Board Member (via the “Add™ button or “Change” button) you should first search for the name of the Board
Member before creating them,; this will help to avoid duplication. Names are list in “Last Name, First Name" format. Additionally to
provide login access, highlight a name, then press the “Create/ChangeLogin™ button.

School Year: | 2016 -2017 | v Copy Selected to: x

Position Show Al Name E-Mail Phone # Cell #

2015-2016
2014-2015
2013-2014

1 To copy a current School Year Officer to another year, highlight the Officer you
wish you copy and select the year you wish to copy them to from the drop down.
Once you select the year, hit the 6Green Arrowodo b

Officer/Board Member Contact

When adding/changing a Board Member (via the “Add” button or “Change™ button) you should first search for the name of the Board
Member before creating them; this will help to avoid duplication. Names are list in “Last Name, First Name” format. Additionally to
provide login access, highlight a name, then press the “Create/ChangeLogin” button.

School Year: | 2015-2016 | v | -ComSelectedto: v

Position Title Name E-Mail | Phone 2016-2017 i

2015-2016
2014-2015
2013-2014
2012-2013

——




Adding New Officers:

1. Select the School Year
2. Select the fAAddo button

Officer/Board Member Contact

When adding/changing a Board Member (via the “Add” button or “Change” button) you should first search for the name of the Board
Member before creating them; this will help to avoid duplication. Names are list in “Last Name, First Name" format. Additionally to
provide login access, highlight a name, then press the “Create/ChangeLogin™ button.

School Year: |.201E-201? |'l'l Copy Selected to: v O

Position | Title Name E-Mail Phone # Cell#

Generate Report Change Contact Information Create/Change Login Add Change Remove

Choose one of the preloaded Position s of the Officer you are adding from the drop down

menu . *Note: You can only have one President and one Treasurer listed for each School

Year. The list of available po  sitions is fixed by CAPTA . If you need to add a Board

Member with a Position that is not I|isted, select Ot

Title box.

‘ Advisor/MentoriLiaison

Advocacy/Legislation

Arts

Auditor
Awards/Scholarships/Grants

3. Enter the Officer & name *Note Allindividuals listed iny  our Admin/Individuals will
populate a drop down  for you to choose from . Enter names Last Name first to
eliminate adding duplicate individuals. You can press the fiDown Arrow 0 key on
your keyboard to search though all available Individuals.

Ball, Frank

Bennet, Frank




4. For individuals not already listed , you will be prompted to add the new individual.
Enterin any/ al | contact information for that. Officer

Nameinfo  Address Info . Namelinfo  Addressinfo

Full Name + Jane Smith janesmith@email.com
1234 THis St

First Name = Jane

Middie Name
City

| CA v | ZipCode 95687

(877) 944-7798

Last Name + Smith

5. Enter The Title of the Officer. *Note: This field is free form and can be custom to
your unit.

Position | AdvisoriMentoriLiaison

Name  Baldwin, Sam

Title  Student Advisor

6. Sel ect the fASaveo but themewodffcerf.i ni sh adding

Position | Advisor/Mentor/Liaison | vJ

Name  Baldwin, Sam

Title  Student Advisor

Change an Officer:

Certain fiPositionso once t hPeygidelt aTkeasurdr € gon caandtdaddd (i . e .
asecond Of fi cer with t he .I|Baamerreithdividuat wamassigned to a
fiPositon o, you will need to change the fANamed of the pers

1. Select the Officer you wish to change

2. Select the fChange 0 button

3. Change the fiNamedo to the correct Officer
4, Change the ATitleodo i f necessary



5, Sel ect Satvheed fibut t on

Officer/Board Member Contact

When adding/changing a Board Member {via the “Add" button or “Change” button) you should first search for the name of the Board
Member before creating them; this will help to avoid duplication. Names are list in “Last Name, First Name” format. Additionally to
provide login access, highlight a name, then press the “Create/ChangelLogin™ button.

School Year: | 2016-2017 | v Copy Selected to: || ©

Phone # | Cell #

Position Title Name | E-Mail |

Treasurer Treasurer Douglas, Colleen Margaret

President President Do, Jen

Officer/Board Member Contact

Vhen adding changing 8 Board Liember (via the “Add™ button or “Change” button) you should first search for the name of the Board
Llember before Creating them: this will help 10 avoid duphc abon. Names are kst in ~Last Name, First Name™ formatl Addionally 1o
provde login access. ighlght a name. then press the “Create Changelogin™ button.

School Year: | 2016-2017 =
—
Posstion Tie
Treasurer Treasures

Name =+ Smith, Bill

Title  Mentor

| Generate Report | . Change Contact information | CreateChange Login | Add | Change | Remove |

Remove _an_ Officer __from a School Year

You can remove Officers  that should not be listed in the School Year you are working
with (Note: Removing an Officer will not completely remove the name from the system,
it may be selected again for another position or for another year) :

1. Select the Officer you wish to remove
2. Sel ect the ARemove: button



Officer/Board Member Contact

When adding/changing a Board Member (via the “Add” button or “Change” button) you should first search for the name of the Board
Member before creating them; this will help to avoid duplication. Names are list in “Last Name, First Name™ format. Additionally to
provide login access, highlight a name, then press the “Create/ChangelLogin” button.

School Year: | 2016-2017 v Copy Selected to: v| O
Position Title Name E-Mail Phone # Cell #
Treasurer Treasurer Douglas, Colleen Margaret
President President Do, Jen
AdvisorMentoriLia.. Mentor Smith, Bill bsmith@csm.com
[ Generate Report I l Change Contact Information J | Create/Change Login J [ Add Jl Change ] Remove J |

3. Select the fAiYesd button t.o complete the removal

V Are you sure

Are you sure you want to remaove Smith, Bill from the officers?

Yas [ No H Cancel J

Change Contact Information for an Officer:

1. Select the Officer you wish to change the contact information
2. Select the AChange Contact Informationd button

Officer/Board Member Contact

When adding/changing a Board Member (via the “Add” button or “Change” button) you should first search for the name of the Board
Member before creating them; this will help to avoid duplication. Names are list in “Last Name, First Name" format. Additionally to
provide login access, highlight a name, then press the “Create/ChangeLogin” button.

School Year: | 2016-2017 | v Copy Selected to: v ©
Position Title Name E-Mail Phone # Cell#
Treasurer Treasurer Douglas, Colleen Margaret
President President Do, Jen
l Generate Report | Change Contact Information | | Create/Change Login ] l Add || Change H Remove ]

3. Change desired information
4, Sel ect the AOkO button



Name Info Address Info Name Info Address Info

FirstName « Jane EMail % janesmith@email.com

Middle Name Address 1234 THis St

LastName = Smith

City City

State | CA |v| ZipCode 95687

(877) 944-7798

Phone

Ceil

Giving Officer a ccess to the account :

You can give any number of Officers access to your PTAEZ/Officer Contact account
Giving access can be done from the Officer Contact Screen or from the Individuals
Module :

1. Select the Officer you wish to give access to
2. Sel ect Create€hafige Login 0 Butt on

Officer/Board Member Contact

When adding/changing a Board Member (via the “Add” button or “Change” button) you should first search for the name of the Board
Member before creating them; this will help to avoid duplication. Names are list in “Last Name, First Hame" format. Additionally to
provide login access, highlight a name, then press the “Create/ChangeLogin™ button.

School Year: | 2016-2017 | v Copy Selected to: v | ©
Position Title Name E-Mail Phone # Cell#
Treasurer Treasurer Douglas, Colleen Margaret
President President Do, Jen
l Generate Report J l Change Contact Information J Create/Change Login J l Add }l Change Jl Remove

3. Enter a Userna me (Email Address required)
4. Assign the Officer a password

5. Assign their ARol ed fr om Ndtee :drtolpe dioRvml en®e nduiet er mi |

level of access to the account.
* For units th at do not have the full version of PTAEZ, or those units with the ledger, that
want to give access only to Officer Contact, you have two roles to choose from:
1 OC Admin - has the ability to add/change and remove Officers, as well as
generate reports.
1 OC Reporting i has the ability to view all Officers | isted and generate reports.
6. Sel ect the AOKO button



Once you select the fAO0OkOo b uadificasion, frogmdhe system |

informing you that security for that Officer has been updated. Once you receive
that indication, notify the Officer that they are able to login to the account with
the username and password you just assigned.

Chanqging ___an Officers Access:

Once acces s has been given to an Officer, you can change or remove their access:

rPobdPR

Select the Officer you wish to change access for

Select the ACr eatde/bQhtatnogne Logi n
Edit their username, password and/or Role

Sel ect the fiOokodo button

recei ve



