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

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

1. Click on the Admin Tab
2. Select Officer/Board Member Contact from the drop down menu
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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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e Once inside Officer/Board Member Contact your screen will default to the Officers
List for the Current School Year:

Officer/Board Member Contact

Working with: CSM Test Unit#3

School Year: | 2013-2014 | v Copy Selected to v
Position Title Name E-Mail Phone # Cell #
Treasurer Treasurer Bonzo, Ed ptaez@csmcentral.com
President President Douglas, Colleen cdouglas@csmcentral.c...

[ Generate Report H Manage Security j ange Cont formatio J l Add j[ nge | |




e To view Officers in different School Years click the “"Down Arrow” next to the

School Year and select the year you wish to view (*Show All” will list all Officers
listed for each school year on the same screen):

Officer/Board Member Contact

Working with: CSM Test Unit #3

School Year: ‘ 2013 -2014 |- Copy Selectad 1ot v|©
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Treasum | 2014-2015 Bonzo Ed ptaez@csmcentral. com

'Pfesldem Douglas. Colleen cdouglas@csmeentral.c.., ‘
2012-2013

e 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 ‘Green Arrow” button to copy.
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Adding New Officers:

1. Select the School Year
2. Select the “Add” button

Officer/Board Member Contact
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Position Title [ Name £.Mail Phone # Cen#
Treasurer Treasurer Bonzo, Ed plaez@csmcentral.com
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Choose one of the preloaded Positions 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 positions is fixed by CAPTA. If you need to add a Board

Member with a Position that is not listed, select "Other” and Type their Position into the

Title box.

Position Advisor/MentoriLiaison

Name

AdvoacylLeg|sIat|on

Arts

Auditor
Awards/Scholarships/Grants

Title

3. Enter the Officer’s name *Note for units using the full version of PTAEZ: All
individuals listed in your Admin/Individuals will populate a drop down for you to

choose from.



Position [ Advisor/Mentor/Liaison

Name | Baldwin, Sam

Title Baines, Harold

Ball, Frank

Bennet, Frank

4. For individuals not already listed or for units that do not have the full version of
PTAEZ, you will be prompted to add the new individual. Enter in any/all contact
information for that Officer and select the "Add” button.

Namelnfo = Address Info | Namelafo  Address info I

Full Name + Jane Smith janesmith@email.com

First Name + Jane 11234 THis St

Middie Name

City

| CA v | ZipCode 95687

(877) 944-7798

LastName + Smith

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

Position | Advisor/MentoriLiaison

Name  Baldwin, Sam

Title  Student Advisor

6. Select the “Save” button to finish adding the new Officer.



Position [Advisor!MentorlLiaison

Name  Baldwin, Sam

Title  Student Advisor

Change an Officer:

Certain “Positions” once they have been added (i.e. President/Treasurer) you cannot add
a second Officer with the Same “Position”. If an incorrect individual was assigned to a

“Position”, you will need to change the "Name” of the person:

1. Select the Officer you wish to change

2. Change the "Name” to the correct Officer
3. Change the “Title” if necessary

4. Select the “Save” button
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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. Select the "Remove: button



Officer/Board Member Contact

Working with: CSM TestUnit#3

School Year: | 2014-2015 | v | Copy Selected to: | v]©
. Poson e | Hame ' E-Mail  Phones | comm
|Treasurer Treasurer Douglas, Colfeen cdouglas@csmcentral.c...

‘Financial Secretary  Financial Secretary  Smith, Jane janesmith@emall.com  (877)244-7798
\

) | .

3. Select the “Yes” button to complete the removal.

| @ Are you sure

Are you sure you want to remove Baldwin, Sam from the officers?

[ Yes || mNo || cancel |

Change Contact Information for an Officer:

1. Select the Officer you wish to change the contact information
2. Select the “Change Contact Information” button

Officer/Board Member Contact

Working with: CSM Test Unit 83
School Year: | 2014-2015 v | Copy Selected to: | B
Position | Titke ' Name i £Mall | Phomes | Cen# |
Treasurer Douglas, Colleen cdouglas@csmeantral.c... ’
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3. Change desired information
4. Select the “"Ok” button

Name Info Address Info Name Info Address Info

First Name = Jane EMail % [anesmith@email.com

Middie Name Address 1234 THis St

Last Name = Smith

City City

State CA v | ZipCode 95687

Phone  (877)944-7798

Ceil

Giving Officer access to the account:

You can give any number of Officers access to your PTAEZ/Officer Contact account:

1. Select the Officer you wish to give access to
2. Select the “"Manage Security” Button

Officer/Board Member Contact

Working with: CSH Test Unit #3

School Year: | 2014-2015 v | Copy Selected to: v| ©
Position Title Name E-Mail Phone # Celi ¢
Treasurer Treasurer Douglas, Colleen

cdouglas@cs
P

[ Generate Repart T Manage Securty | |_Change Contact mformaton | (Ada ) | coange || Remore J

3. Username will auto populate with the Officers email address
4. Assign the Officer a password
5. Assign their "Role” from the drop down menu. *Note: the “"Role” determines the
level of access to the account.
*For units with the full version of PTAEZ, giving access through Officer Contact will also
give access to the other PTAEZ features, based on the level of access for the “Role” you
assign. If the Officer already has a “Role” assigned to them through Admin/Individuals,



adding/changing their “Role” in Officer Contact will update their “Role” in
Admin/Individuals (and vice versa).

**For units that do not have the full version of PTAEZ, be sure to select the appropriate
“Role” that includes the “Officer Manager” behind it (i.e. Auditor/Officer Manager) to
ensure access to Officer Contact (with the exception of Treasurer and President, who
automatically have access).
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6. Select the “"OK” button

Login Access

Username (Email) # janesmith@email.com

Password s ******

Role [ Auditor/Officer Manager

7. Once you select the "Ok” button, you will receive a notification from the 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.



The security has been updated successfully for Smith,
Jane.

Changing an Officers Access:

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

Select the Officer you wish to change access for
Select the "Manage Security” button

Edit their username, password and/or Role
Select the “"Ok” button

PWNE

Login Access

Username (Email) # janesmith@email.com

Password =

Role [ Auditor/Officer Manager

Removing an Officer’s Access:

1. Select the Officer you wish to remove access for
2. Select the "Manage Security” button
3. Select the "Remove Login” button

Login Access

Username (Email) = }janesmith@email.com

Password

Role [ Auditor/Officer Manager




4. Confirm that you want to remove the login for that Officer by selecting the “Yes”
button. Once you select the “yes” button you will receive confirmation that the
Officer has been updated

< Remove Login Q Security Updated

Are you sure you want to remove this user Login? The security has been updated successfully for Smith,
Jane.

Yes No J

Generating Officer Reports:

You can generate a Report that lists all of your Officers by selecting "Generate Report”.
You can select what information you would like to report on, or run a “Change Log”
report. Note: CAPTA has the ability to view all officers for Districts, Councils, and Units.
Districts can see Council and Unit Officers within their District. Councils may view their
Officers as well as Unit Officers under them. Units can see only their own Officers.

Officer/Board Member Contact

Working with: CSM Test Unit #3

SchoolYear: | 2014.2015 v |

Position Title Name E-Mail Phone # Celi#
Treasures Treasurer Douglas, Colleen cdougias@csmeentral C
Financial Secretary  Finandcial Secretary Smith, Jane janesmith@email.com (877)0844-7798
Presidem Presicent Bonzo, Ed plaez@csmoeentral.com

| Generate Report J | Manage Security | Add

Change Log Report:

A “Change Log” is a report that shows any and all changes made to the unit(s) you are
reporting on.

1. While on the page of the School Year you wish to report on, select the “Generate
Report” button
2. Select the “"Change Log” button



Position filter: [ ALL | w J

Council filter: [ ALL

Display info for: || State |v] Districts || Councils [v/] Units
Display columns for: || Position || Name  |v| EMail || Phone
|v] Cell || Address |v| Changes

ReportType: (») Full Report () Changes Only

3. Select the “"Build Log” button to generate a change log. Note: you will only see
this box if you have never built a Change Log.

Position filter: [ ALL

e Once you select “"Build Log” a new box will appear giving you information on the
date range of the Change Log

Current log contains changes from: Start  03/17/2014 ‘ to

End  03/19/2014

Rebuild Log | toinclude changes made since 3/17/2014 18:12.

| Build Log l to include changes made after 3/19/2014 13:39.




e After the a Change Log is built the first time, selecting the “Change Log” button

from the Generate Report screen you display a box as indicated above.

- Selecting “Rebuild Log” will maintain all changes since the first date of the
original log period, as well as add in any new changes.

- "“Build Log” will create an entirely new log, only showing changes since the
“End” date of the last log period.

Select the “Done” button

Choose the information you wish to display by checking/uncheck the boxes

To run a report for just changes, select "Changes Only” as the Report Type

Select the report format (PDF, HTML or Excel)

Select the “Report” button
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Position filter: [ ALL | v J

Council filter:

| ALL
Display info for: | | State |_| Districts | | Councils |¥] Units

Display columns for: || Position |v| Name |¥] EMail [v] Phone
|v] Cell |v] Address |v| Changes

Report Type: () Full Report (=) Changes Only

e The report generated contains a column at the end on the right side that indicates
what information has changed.

Panda Elementary Officer/Board Member Contact Rsport

School Year 2014-2015
FEIN / Posttion UnttID / Tiie Mame EMall Phone # Cell# Address What Changed

% CSM Teat Unit #3

Treasurer Treasurer Bonzo, Ed ptaezi@csmcentral.com Position Dropped

Treasurer Treasurer Douglas, Colleen cdouglas@csmcentral.com New Personnel

Advisor/Mentor/Lia  Student Advisor Baldwin, Sam shaldwin@csm.com 123 Main St Position Dropped

ison

Financial Financial Secretary Smith, Jane Jjanesmith@email com (877)944-7798 1234 THis St. New Personnel

Secretary City, CA 95687

President President Bonzo, Ed ptaez@csmcentral.com New Personnel

Officer Report:

CAPTA has the ability to view all officers for Districts, Councils, and Units. Districts can
see Council and Unit Officers within their District. Councils may view their Officers as
well as Unit Officers under them. Units can see only their own Officers.

1. While on the School Year you wish to report on, select the "Generate Report”
button

Choose the information you wish to display by checking/uncheck the boxes
Select “Full Report” as the Report Type

Select the report format (PDF, HTML or Excel)

Select the “"Report” button

nrwN




Position filter: | ALL | v |

Council filter: [ ALL

Display info for: | | State | | Districts | | Councils [v] Units
Display columns for: || Position |v| Name  |v| EMail || Phone
|v] Cell || Address |v]| Changes

Report Type: (+) Full Report () Changes Only

e If you have already built a Change Log and you have the “"Changes” box checked,
the report generated will show you what information has changed. If no

information has changed the column will be blank.

Officer/Board Member Contact Report
Panda Elementa
& School Year 2013-2014
FEIN / Position UnitID / Tile Mame EMall Phone # Cell # Address What Changed

% CSM Teat Unit #3
Treasurer Treasurer Douglas, Colleen cdouglas@csmcentral.com
President President Bonzo, Ed ptaez@csmcentral.com
Financial Financial Secretary Smith, Jane Jjanesmith@email.com (877)944-7798 1234 THis St.

Secretary

City, CA 95687



