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What is a Chapter Community?

Your chapter community is the individual website that is controlled by your chapter board. Chapter
communities have the following built-in features:

e Emailing Chapter Members
e Creating Chapter Events

e Discussion Forum

e Chapter Directory

e Pulling Chapter Reports

The URL for each chapter varies — to find your chapter website visit:
https:/communities.ons.org/communities/chapters (please ensure you are logged in).

Admin Access

Admin access is a special level of access granted to chapter board members; this access enables
you to edit your site and use board-specific functions, like sending emails to chapter members. lItis
recommended to review your site admins each year to ensure that new members have access, and
former board members are removed.

If you are already an admin, upon login you will see an administrative bar along the top of your site,
as well as a “Settings” button in the top right corner.

To add or remove admins:

1. Ensure you a logged in and click on the Settings button in the top right corner.

Site Options ~ Impersonate ~ Admin

Edit Page Edit Navigation

H!

Contact Us Code of Conduct Back to ONS = 0% ia

ONS Albuquerque

Home Discussion Resources Events ~ Directory Chapter Leadership Help/FAQs Participate ~
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2. Click on Members from the dropdown menu that appears.

)

H Edit Page Edit Navigation Site Options ~ Impersonate ~ Admin

Contact Us Code of Conduct Back to ONS 0% ‘I ~ | %*Settings

Settings for Athens Area

\ A I b U Administration Status
otting You are currently a member.
Chapter

Email Notifications

Email Community Members

Daily Consolidated
Home Discussion Resources Events ~ Directory Chapter Leadership Help . Not subscribed
Moderation

Discussion (Real Time,
Moderation (0) Seuss ( ime)

sholzer@ons.org

Welcome to our Chapter! Events Manage Notifations

3. Find the name of the member you would like to grant admin access in the list of members; click
Edit Roles next to their name.

Shannon Holzer None 1877 days
ONS joined: 04-16-2020

shannon.m.holzer@gmail.com

4. In the pop up that appears, scroll to the bottom and check the box next to Community Admin (if
removing admin access, uncheck this box). Then click the Add button.

Community Admin
Make this user a community admin?

Community Moderator
Make this user a community moderator? J

Cancel Add

This user will now be granted admin access and will have the ability to utilize site admin
functionality. If you are having difficulty, please contact chapters@ons.org.

ONS :
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Emailing Chapter Members

Your site is equipped with a built-in email function to assist in chapter member communications.
This email platform automatically updates every 30 minutes — adding new members as they join and
removing expired members.

To send a chapter email:

1. Ensure you are logged in as a Chapter Admin and click on the Settings button in the top right
corner.

Edit Page Edit Navigation Site Options ~ Impersonate ~ Admin

Contact Us  Code of Conduct Back to ONS = 0% a

ONS Albuquerque

Home Discussion Resources Events v Directory Chapter Leadership Help/FAQs Participate ~

2. Click on Email Community Members from the dropdown menu that appears.

Edit Page Edit Navigation Site Options ~ Impersonate ~ Admin

Contact Us = Code of Conduct Backto ONS = 0% ‘i -

Settings for Athens Area

A I b U Administration Status
Settings You are currently a member.
Chapter Members

Email Notifications

Email Community Members
Daily Consolidated I

Home Discussion Resources Events v Directory Chapter Leadership Help X Not subscribed
Moderation

Discussion (Real Time,
Moderation (0) ( )
sholzer@ons.org

Welcome to our Chapter! Events Manage Notifations

Guant,
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3.

Enter the title of your email in the Subject box, and the body of your email in the Community
Admin Message box. The site will automatically fill in the greeting, Dear [Your Chapter Name/
Members, so you do not need to include a greeting in your message.

If desired, use the Attach button to add a file to your email. You can preview your message and
send yourself a test by clicking Preview Email Before Sending. Once you are satisfied with your
message, click Send Email.

Subject” Message From Athens Area

Replacement merge variables are in square brackets and are converted to text when the email is sent. Remember to
"Preview Email Before Sending".

Email Template™
Dear [Community.CommunityName] Members,

[CommunityAdminMessage]

[CommunityAdminHyperlinks]

VZ
Community Admin Text entered below appears in place of the [CommunityAdminMessage] merge variable shown in the template box
Message* above.
1pt v HelveticaNe... v Paragraph v B I YU S )
S E=EE AvEY EvEY XXX Q HeR
L % RN By == Q L 3 HMmM
p 7

Send Email Cancel
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Updating Chapter Leadership Tab

It is up to your chapter board to determine how much or how little information you would like to
share on your chapter leadership list; please note that this list is not updated automatically. It is
recommended to have at least one email point of contact listed, however this listing is publicly
available — on occasion we have seen scam attempts sent to the email addresses listed.

1. Ensure you are logged in as a Chapter Admin and click on the Chapter Leadership tab on your
site.

Edit Page Edit Navigation Site Options ~ Impersonate ~ Admin
ContactUs Code of Conduct Backto ONS 0% A ~ % Settings

ONS 2lbuquerque

Home Discussion Resources Events ~ Directory Chapter Leadership Help/FAQs Participate ~ search Q

2. Once you're on the Chapter Leadership page, click on Edit Page in the admin toolbar.

I
Edit Page Edit Navigation Site Options ~ Impersonate ~ Admin
—

Contact Us Code of Conduct Back to ONS OWA - % Settings

ONS Albuquerque

Home Discussion Resources Events v Directory Chapter Leadership Help/FAQs Participate ~

Chapter Leadership

ONS 7
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3. Click on the content you would like to edit — this will bring up a grey toolbar on the top of the
content box.

Editing Page: Chapter Leadership |

Display Options Collapse Content Build Properties
Published 1 minute ago by Shannon Holzer

Name or Title

Chapter Leadership

Chapter Leadership (& G0

resident - Member #1 O Show Name or Title above content

ice President - Member #2 CSS Wrapper Class Name

Secretary - Member #3

O Super Admins Only

reasurer - Member #4 Lock this content item and limit editorial access to Super
Admins only

Program Chair - Member #5 View Permissions

Everyone 4 Edit

4. On that toolbar, click the Edit button (looks like pencil and paper).

Editing Page: Chapter Leadership

Display Options Collapse Content Build Properties
Published 1 minute ago by Shannon Holzer

Name or Title
Chapter Leadership
Chapter Leadershi @0
President - Memb® O Show Name or Title above content
CSS Wrapper Class Name

Vice President - Member #2

Socratary - Momhor #3

5. Use the word processing features to edit your chapter leadership information. Once you are
satisfied with your list, click Save.

12pt v HelveticaNe... v Paragraph v B I YU S & = = =
Avey EviEyYy X xxQ BHbMb@maE ¢ % KN B
Q I 3 HTML

President - Member #1
Vice President - Member #2
Secretary - Member #3
Treasurer - Member #4

Program Chair - Member #5

p > span

Enable in-context editing? ( Yes

™ 8
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6. When the page editing screen appears, click first on Save to save the entire page, and then click
Publish to make your changes publicly viewable.

Name or Title

5 Chapter Leadership
Chapter Leadership G0
President - Member #1 O Show Name or Title above content

Vice President - Member #2 CSS Wrapper Class Name

Secretary - Member #3
O Super Admins Only
Treasurer - Member #4 K th nte mar

Program Chair - Member #5 . -
View Permissions

Everyone v Edit
O Hide
drop content or widgets here drop content or widgets here
= Main Button Bar > Chapter Leadership Cancel  Preview| m View

Creating A Chapter Event

Your chapter site has a built-in events platform, capable of creating event invitations, receiving
RSVP information, and even collecting event payment (if applicable). For more information on
collecting payment, please see Collecting Event Payments. To create a chapter event:

1. Ensure you are logged in as a Chapter Admin and hover on the Events tab on your site — select
Our Events from the dropdown.

H Eait Fage EQIt Navigation Site uptions ¥ impersonate v Aamin

ContactUs Code of Conduct Backto ONS 0% A ~ % Settings

ONS Albuquerque

Home Discussion Resources Events Directory Chapter Leadership Help/FAQs Participate ~

I Our Events

anenaroaendar

Welcome to our Ch Renew Your ONS

ONS 9
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2. Click on the Add Event button.

ONS f;!ebuquerque

Home Discussion Resources Events v Directory Chapter Leadership Help/FAQs

Participate ~

Our Events

Show Filter Y Filtering On: Community Add Event ~

20 per page v

Enter the Title of your event. Then, click the dropdown and select your Event Type. Selecting
the event’s type will determine what fields appear later the event creation form, so it is important

to do this first. Select the event type that best applies to your event; in general, event types
labeled as “Advanced” will collect the most information.

Add Event

o

Details

Event Type’

[ Choose...

Athens Area

Description

1pt v Paragraph v B I Y S ¢ = = = =
AveLy EviEy XX Q HBE¥®&@E ¢ =
= = @ # I el HTML

ONS
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4. Fill out the remaining information on the event creation form. If using an Advanced registration
type, you may have fields to enter the Maximum number of registrants? (which will close
registration once this number has been reached. You may also have Custom Input fields — you
can add things like “Phone Number” or “Institution” to collect any additional data you may need
from attendees (by default only their name and email are included). Be sure to check the
checkboxes for Include to add that to your event, and the box for Required if attendees must fill
out that field.

Number of event credits? 0

Custom Input for Registration

Maximum number of registrants? ~ Unlimited

Include Required
O O
O 0
@] 0
O O
O O
O @]

Under Date & Time ensure that you are entering the start and end time for the event — not for the
registration period. Enter the Location of the event, as well as the Event Contact that attendees

should reach out to if they have questions.

Date & Time
Start Date”

06-10-2025

09:00 (©]

Timezone

Choose...

Location

How will people attend this event?

Choose...

Country

(Country)

Contact Information

First Name

Phone

End Date’

06-10-2025

17:00 (©]

Insert My Contact Information

Last Name

Email

ONS

11
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If your event is an Advanced registration type, you may see a section entitled Pricing Options. If
your event has a price associated with it, please ensure that your site is set up to receive payments.
Do not enter a dollar amount unless you are sure — please see Collecting Event Payments to
confirm.

If your event is free, you do not need to put a dollar amount. If your site is set up properly to collect
payments, you have the option to allow for three registration timeframes: Early Bird, Regular, and
Late. Using the dropdown (Regular) you can set date ranges and prices for each of these
registration groups.

By using the Simple dropdown you are also able to choose who is eligible to register, as well as the
prices for those groups. Simple registration is one price for all members. Member/Non-member
allows you to set different prices for members and non-members. If neither of those options work
for your event, you’re also able to select specific groups who are eligible to register - members,
non-members, student, retired, and vendor — and assign prices accordingly.

Pricing Options

Pricing may include different rates for Early, Regular, and Late registrations.

Regular -

Regular Begin Date * End Date *

Simple -

All Regular Price *

Registrants
¢ $ 0.00

Currency Option *

US Dollars v

Once you are satisfied with your event information, at the very bottom you will see the option to
Send Invitations, click the toggle to Yes if you would like the system to automatically send out the
invitation to chapter members once saved. Once finished, click Save.

Send Invitations

Invite all community members when

Save and Continue Cancel

ONS .
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To view registration information for your events, click on the Settings button in to top right corner.

ContactUs Code of Conduct Backto ONS 0% A s

ONS Albuquerque

Home Discussion Resources Events ~ Directory Chapter Leadership Help/FAQs Participate ~

Click Manage Events on the dropdown menu that appears.

ContactUs Code of Conduct Backto ONS 0% A + | %% Settings

Settings for Athens Area
AI b U Administration Status
Settings You are currently a member.
Chapter Members
Reports

) ) Email Notifications
Email Community Members

Daily Consolidated
Home Discussion Resources Events v Directory Chapter Leadership Help X Not subscribed
Moderation

i i Real Ti
Moderation (0) Discussion (Real Time)

sholzer@ons.org

Our Events

Manage Notifications
V Eilar: . Manage Events
Show Filter Y Filtering On: Community I
i vents

Event Payment Providers

Click on the registration number to pull up the list of current event registrants.

Manage Events

Add Event ~

Showing 1 to 1 of 1 Q Active/Upcoming Events v All Event Types Ml Apply Filter ~ | Start Date - Earliest v

Details Actions

1 registered

& 06-12-2025 | 09:00 - 17:00 ET i “
0 incomplete

Athens Area | Chapter Event (Free Registration)

Test Event

0 canceled

™
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On the Roster page you’'ll be able to view the list of members who have registered, whether they
have paid (if appliable), and your total event revenue (if applicable). You'll also be able to cancel
attendee registrations using the Registration dropdown button. In addition, you’re able to
download attendee lists using the Export button and send a message to attendees using the Email
button.

Roster Event Payment Summary Total Due: $0.00
Total Received: $0.00
Test Event Refunded: -$0.00
& Jun 12, 09:00 - 17:00 (ET) Balance: $0.00
Not specified
Athens Area | Chapter Event (Free Registration)
Manage -
Showing 1 to 1 of 1 Q Registered v All Payment Statuses v All Registrant Classes v Last Name A-Z v

Registrant Registration Price / Payment Actions Attendance

Shannon Holzer Registered $0.00 / $0.00 v 6 e

Oncology Nursing 06-09-2025 10:53

Society

Collecting Event Payments

Your chapter site is equipped to link with a PayPal Business Account to collect registration funds. If
your chapter does not yet have a PayPal Business Account, please visit the PayPal website if you are
interested in setting one up. Always ensure that you are using the chapter’s EIN/TIN number. If
you have questions, please contact chapters@ons.org.

Once you have an active PayPal Business account for the chapter, you can link it to your chapter site
to automatically collect your event payments. This process only needs to be done once.

1. Ensure you are logged in as a Chapter Admin click on the Settings button in the top right corner.

Contact Us Code of Conduct Backto ONS 0% ﬁ -

ONS Albuquerque

Home Discussion Resources Events ~ Directory Chapter Leadership Help/FAQs Participate ~

ONS
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2. Click on Event Payment Providers on the dropdown menu that appears.

ContactUs Code of Conduct Backto ONS 0% a + | % Settings

Settings for Athens Area

\ AI b U Administration Status
Settings You are currently a member.
Chapter

Members
Reports

) ) Email Notifications
Email Community Members

Moderation

Daily Consolidated
Home Discussion Resources Events ~ Directory Chapter Leadership Help, Not subscribed

. . i
Moderation (0) Discussion (Real Time)

sholzer@ons.org

Our Events

Events Manage Notifications

Y M Event
Show Filter Y Filtering On: Community anage Events l

Event Payment Providers

3. Enter the email associated with the chapter’s PayPal account next to PayPal Account. Click
Save.

Use Sandbox Off
PayPal Account Your PayPal E-mail Here (Email Address)
Mail Address Please enter the mailing address where the invoice should be mailed to with payment.
Z
Text When Choosing An Offline Payment Generate an Invoice (for Check/Cash or Payment Order)
Cancel

Pulling Chapter Reports

Your chapter site has the ability to pull several different membership reports. To access these
reports:

1. Ensure you are logged in as a Chapter Admin click on the Settings button in the top right corner.

ContactUs Code of Conduct Backto ONS 0% ﬂ -

ONS Albuquerque
ONS :
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2. Click on Reports on the dropdown menu that appears.

ContactUs Code of Conduct Backto ONS 0% ‘I - | % Settings

Settings for Athens Area

\ A I b U Administration Status
Settings You are currently a member.
Chapter

_ Email Notifications
0 inity Members

Daily Consolidated
Home Discussion Resources Events ~ Directory Chapter Leadership Help. . Not subscribed
Moderation

Discussion (Real Time)

3. This will bring up a listing of available reports - the two most used are Current Community
Members (a listing of your current/recently expired members), and Community Members
Joined and Left (allows you to enter a date range and see who has joined or left your chapter
during that timeframe). Click View Report next to the report you'd like to access.

Community Reports

All Discussions Answer Activity

Provides aggregate data for the community's answer activity. This includes the percentage of discussions answered, not answered, the average View Report
time to response, and average time to answer.

Answered Discussion Activity

. . ) ) . . View Report
This report provides metrics on posts that have best answers, who posts discussions, and who provides the best answer. po

Community Member Emails
View Report

Provides details for emails sent to members of the community including date sent, email title, email body, and number of emails sent.

Community Members Joined and Left

View Report
Provides details of community members who joined or left the community between the selected date range. 1w hiepo!

Current Community Members
Provides the name, integration ID, email address, date added to the community, date agreed to terms, date of last login and member status of View Report
current members in the community.

|

4. To export your report, click on the Export Report button and select your preferred format (Word,
Excel, etc.)

Athens Area - current community members

Only active records may have current community memberships. The term "active" refers to user records that are not "disabled" (or "pending email confirmati

a . & Member .
_ company reme ) Eme A i

1 Shannon Holzer Oncology Nursing Society sholzer@ons.org Member Active

ONS )




