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New Zealand Disability Support Network

Step by Step Guideline
Part 2
NZDSN Members Portal



NZDSN Members Portal Guide

This guide is to be followed after you complete the steps outlined in Part 1 Guide.

Here are steps by step guide after you log in through the NZDSN Membership Management
System:

1. Go onto the NZDSN Website Members Only Portal

a) Clickon“Members Portal” tab from your membership profile:
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Overview Edit Invoices Subscriptions CPD Messages Notifications (1 Calendar History Certificates Members Portal \

Name: Div -Testing Bio: Organisations
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Roles: Administration

b) You will be redirected to the Members Portal Welcome page as shown below:

H EIEESwWwsE W .
New Zealand Disability Support Network

Home | MembersOnly v | About | Events | Preferred Suppliers | Providers | Training | OurWork | Contact

Welcome to NZDSN Members Only Portal

Thank You for joining New Zealand Disability Support Network

Here at Members' Only Portal Go back to Membership Profile|

Now you can: B2 Membership Profile

« Make and read comments on news items
« Download Tools and Templates
« Engage in discussions with other members

Organisation's Administrator Information

Edit your i 's i i Add tools and templates for other members to use

To edit your organisation’s information, click the above link, find your If you have a tool, template, policy or process that you find really useful
organisation, and click ‘edit. You can view many organisations, but you and you are prepared to share (with or without your service's branding)
will only have an ‘edit’ button for the organisation you are the Key upload it here.

Contact for. Use the search bar on the top right, if you can not see your

organisation on the first page. Click ‘add media’ then ‘upload’ to add a .pdf or .doc tool for other

members fo use.

Once you have finished editing, click ‘save’ to save your changes.
Select relevant tool catagories in the side bar.

Use the ‘Publish’ button to display link to other members.

[# Find and Edit Organisation Information 3¢ Add a Tool or Template




2. Toview or comment on News Blogs,

a)

Hover on “Members Only” drop-down menu, then click on “Your News Blog” as

shown below:

Home | MembersOnly v | About | Events |

Profile
Settings
Notifications

Log Out

Here at Members' Only Portal

Now you can:

« Make and read comments on news items
« Download Tools and Templates
« Engage in discussions with other members
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3. Postacommenton a news article or post your own update:

a)

Activity

What's new, Divya?

Name)”, then click on “Post Update”:

You can share your own post by typing on the box below “What’s new, (Your

Type Here ‘
Post in
Post Update
My Profile v T
All Members s«  Mentions
RSS Show:
— Everything — "’




b) Scroll to any news article of your interest and click on the comment button (Red Arrow)
to type your comments or you can add the news article as your favourite (Green Arrow):

NZDSN Administrator wrote a new post 6 days ago

Too many government announcements affecting disabled people don’t even mention disabled people, leaving the community googling for answers,

and feeling f[...]

Comment [} Favourite Delete

Post = Cancel

4. Download atools and template:

a) Hover on “Members Only” tab and click on “Tools and Templates” Or it can be

accessed through the welcome page as shown below:
L} A N - -—_— .- _

New Zealand Disability Support Network

Your News Blog
Profile

Settings
Notifications

Log Out

Here at NZDSN Members Only
Portal

Now you can:

« Make and read comments on news items
=P + Download Tools and Templates
« Engage in discussions with other members

Home | MembersOnly v | About | Events | Preferred Suppliers |
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Guideline Ends

Evaluation Questionnaire are on the next page. Please take some time out to send your

feedback on the step-by-step guideline Part 2 to admin@nzdsn.org.nz




Step-by-Step Guideline Part 2 Evaluation Questionnaire

Thank you for taking the time to provide feedback on our step-by-step guideline. Your input is
valuable in helping us improve.

1. Clarity and Understandability
e Was the overall guideline clear?

e Were the steps presented in a logical order?

2. Effectiveness
e Didyou get to where you wanted easily?
e Were any steps unnecessary?

e Were any crucial steps missing?

3. Whatimprovements would you suggest for the guideline?

4. Any additional comments or feedback?

Thank you for your feedback! Your insights will help us enhance the quality and effectiveness of
our guidelines.



