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NASP-SA USER MANUAL
BACKEND FEATURES(ADMIN)

1. NASP-SA Backend Login

To log in to the NASP-SA backend please follow the steps below:
Step 1
Ensure that you have Internet connection. Open your Internet browser (Suggested: Google Chrome).
Step 2
Navigate to the URL: https://dsisa.co.za/LOGIN/
Step 3
Complete the required fields as supplied to you by the system administrator (see figure 1). Click on
Login once you have completed all 3 fields. You will be redirected to the backend automatically.
Usernames and Passwords are issued by the Webmaster. If you have not received your details please
send and email to president@nasp.co.za
e DSIKey
e Username RYDOREAMET

e Password

Login Panel

Product of 3=

Figure 1
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2. Home Page / Landing page
This is the first page that you will land on when logged in to the backend. (Figure 2)
To access any of the modules please click on the required module on the left toolbar for example

number 1 for Equipment.
To navigate to additional modules click on the arrow displayed by number 2

L

&

HOME

o
DREAMSTATE
o

Figure 2

NASP-SA USER MANUAL PAGE 4

ONLINE SOLUTIONS PROVIDER

Reg No: 2008 / 116812 / 23



AR tel: +27 (0) 87 100 0197
fax: +27 (0) 86 634 7617

e-mail: info@dsisa.co.za

website: www.dsisa.co.za

Silver Lakes Office Park 2, Block 2, Unit 3
VVon Backstrom Blvd, Silver Lakes, Pretoria

3. First Step in Understanding the Backend in general

There are a few basic buttons that are used throughout the backend that have the same function in all
the modules. Below is an explanation of each one:

BUTTONS Description

This is an ADD button which can be found in the left bottom of any / most
u tables on the backend. This is used to add items to the table such as
articles, events, and etcetera.

This is an ADD New button which can be found on top of any / most tables

on the backend. This is used to add items to the table such as articles,

events, and etcetera. This button has the same function as the previous
button.

This button enables you to edit any line item in a table. The button can be
2 found at the right most point of the table under the tools column, if you
— have the access to edit items.

This is the remove button. As the name states it is used to remove line
R items from the table. Also found to the right of the table in the tools
N column, if you have the access to remove items.

Note the funnel icon. This is the filter button found below each of the
column headings on top of tables. This can be used to search for keywords
¥ orfind people in the list. All you have to do is type part or entire words in
the box and press enter on the keyboard.

TIRRINEE These buttons are used to navigate between pages on the table by clicking
— the arrows you will be moved one page on or to the end in the
Y |[M | PagesSize:15 | corresponding direction.
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Add a Line Item

Step 1
Click on the module in the icons list on the left toolbar if you are not yet on the required module.
Step 2

Click on any of the ADD buttons available to add a new item. Also refer to the module description in
this document to find out what needs to be provided in each field.

Edit a Line Item

Step 1:

Click on the module in the icons listed on the left toolbar if you are not yet on the required module.
Step 2:

Use the filter to find the item or use the buttons below the table to find the page on which the item is

that you would like to edit. Click on the edit button to the right of the line item you would like to edit.
After you have updated all the required fields click on save.

Remove a Line Item

Step 1:

Click on the module in the icons list on the left toolbar if you are not yet on the required module.
Step 2:

Use the filter to find the item or use the buttons below the table to find the page on which the item is
that you would like to remove. Click on the remove button to the right of the line. You will be

prompted with a message asking “Are you sure you would like to remove this item”. Click the yes or no
button depending on the action required.
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4. Articles - Add, Edit and Remove

Articles are displayed on the website’s homepage. You also have the ability to view all articles by
clicking on the View all Articles in the banner on the homepage. This will provide you with a list of
articles.

Add new Article
To add a new article to the website follow the steps below:

Step 1:

Click on the Articles module in the icons list on the left toolbar. You should see a screen similar to
figure 3 below

ARTICLES MANAGER
Articles List
e e e e et ettt el e et e
[ Iiw | v || I | Iiw | I Jiv||L 1w | IIE2)! 1w/ Ilv
uploadedimagesfartic. 2011 3-Di Report - W... When resiewing the 2... No %
uploadedimages/artic. 3-i Rule Changes fo... The ABG / 3-Di Tourn... %
uploadedimageswilhe.. A NEW MILESTONE FOR ... ANEW MILESTONE FOR ... Wilhelm Greeff President NASP-5A Yes 2%
Archery Archery Ga Hartoog Yes 2%
uploadedimagesjwilhe.. Archery associations... NATIONAL ARCHERY IN .. Wilhelm Greeff President NASP-SA Yes 4
Die WP roer NASIONALE SKOLE BOOG...  Luther De Koker Kobrdineerder vie W... Yes %
uploadedimagesfwilhe...  Getting involved in ... NATIONAL ARCHERY IN .. Wilhelm Greeff President NASP-SA Vs e
Hoe am betrokke te r., NASIONALE SKOLE BOOG... Wilhelm Greeff Presidentvan NASP-S... Ve 2%
Industrie NATIONAL ARCHERY IN ... Wilhelm Greeff President NASP-SA Yes /8
Industrie reik uit .. NATIONAL ARCHERY IN ... Wilhelm Greeff VP Opleding en Pres... Yes e 4
uploadedimagesfartic. Its AL About .. Family, fun, and the. %
Lephalale Schools join archery... Ves %
Lephalale tree toe NATIONAL ARCHERY IN .. Wilhelm Greeff Presidentvan NASP-S...  Ves 2%
uploadedimagesfwilhe... NASP Equipment. NATIONAL ARCHERY IN ... Wilhelm Greeff President NASP-SA Yes /R
NASP Gauteng Kampioe.. NASP Gauteng Kampioe.. Jan de Man Yes 4
| +] \E\ \z\ (L] \Z\ \E\ Page Size: 15 38 items in 3 pages

Figure 3
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Step 2:
Click on the button on the screen to start adding a new article.

Step 3:
Complete all the fields available to you. Find below a description of each:

e Pic—This is a pic of the author who wrote the article uploaded the standard way.

e Name —This is the title of the article.

e Magazine Name — If published in a magazine add the name here, if not leave blank.
e Magazine Issue — Issue number of the magazine if applicable.

e Magazine Month — Month of publication.

e Magazine Pages — On which pages can the article be found.

e Description — This is a short description describing what the article is about.

e Author — The person who wrote the article.

e Designation — The Authors executive role in the company.

e Content — The content area is similar to a word document interface you should copy and
paste the entire article into the block. Please also note that to get the correct. styling you will

.7

need to use the paste as plain text icon = and paste your article into the box provided.
Please read the FCK Editor section for more options.

e Date Created — This is the date at which the article was published.

e |s Active — You need to set this to either Yes or No. Yes means that the article will show on
the website and no will remove it from the website.
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5. FCK Editor

[=] Source | (i, | K] a0 0w | S 3 2 &

B 7 U she X, x| iZ iz | EEEE| e G| =

Style ~ | Format = | Font | Size || 44- 8- & [§
Figure 4

Above is the standard content editor used to manipulate text and images. Some might recognize this as
a standard Microsoft Word interface. | will explain each button from left to right starting at the top.

Source — This is a standard html view of the content. If you do know html feel free to use this button.
Preview — This would display a preview of the page in a new window.

Template — This button provides you with a few standard layouts for the page.

Cut — This is used to cut text images from the view.

Copy — This button is used to copy text/images from the page.

Paste — This button will paste the text that you have copied. (Please do not use this button when
pasting text from Word).

Paste as plain text — This button is used to paste text from Word or any other text editor. Do not use
any of the other buttons to paste text.

Paste from Word — Never use this button, the reason for that is that word formatting is different than
html and will cause hours of frustration trying to get the correct styling in the editor.

Print — As the name states this is used to print the content.
Spell Checker - This is disabled.

Undo — To undo your last action.

Redo - Redo your last undo action.

Find — Find text or words in the content.

Replace — Replace text in the editor after finding a match.
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Select All — Selects all the content in the editor.

Remove Format — Remove previous styling from text or images.
Bold — to increase the stroke thickness of text.

Italic - is a style of font that slants the letters evenly to the right.
Underline — Underlines the selected text.

Strike Through — Draws a line through text.

Subscript — Subscript is a number, figure, symbol, or indicator that is smaller than the normal line of
type and is set slightly below it.

Number List — This creates a numbered list.

Bullet List — This creates a bullet list.

Decrease Indent — Decrease the indent to the right.
Increase Indent — Increase the indent to the right.

Block Quote — Creates formatting to style certain text into a block and centered on the page to stand
out from the rest.

Left Justify — Aligns text to the left of the screen.

Center Justify — Aligns text to the center of the screen.

Right Justify — Aligns text to the right of the screen.

Block Justify — Aligns text in a block format on the screen.

Hyperlink — Select text and insert a hyperlink to a website, email address or PDF.
Break Hyperlink — Removes a hyperlink from text with a link.

Anchor Tag — Used to jump to sections from hyperlinked text.
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Insert Picture — After clicking this button you can either select the image from the list or upload a new
images by clicking Choose file on the bottom of the upload. Once selected you will have to click upload
(bottom right) to upload your photo. Please note this does take time depending on the size of the
image. You can then select the image from the list to insert in the content.

Insert Table — Used to insert tables in the content.

Insert Horizontal Line — Insert a line below content.

Style- Pre-defined text styles.

Format — Used to control size of text as well as set if text is a heading.

Font — Used to choose the text font.

Size — Used to control the size of the text.

Text Colour — Change the colour of text.

Highlight Text — Highlight important text.

Maximize Editor — Transforms the editor into a full screen editor.

Show Blocks — Used to see the layout of the text and images in its containing blocks. Also used to
remove unwanted spacing problems.
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6. Events - Add, Edit and Remove

Events are displayed on the website under NASP-SA Competitions.

Add new Event

To add a new event to the website follow the steps below:

Step 1:

Click on the Events module in the icons list on the left toolbar. You should see a screen similar to the
image below Figure 5:
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Step 2:
Click on the button on screen to start adding a new article.

Step 3:

Figure 5

Complete all the fields available to you. Find below a description of each
Name — This is the name of the Event — Please only use the following naming conventions:

o International competition or championship

o National competition or championship

o Provincial competition or championship

o Local competition or championship

Start Date

Event Star

— When the pre-registrations must open for the event.

t Date — The first day of the event.
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Event End Date — The Last day of the event, if one day please use Event start date

Time — Starting time on the first day of the event.

Venue — Where the event will be held

Type — The type of event for example International, National, Provincial, local competition or
championship. If NASP 3D also state the fact.

School — The specific school hosting the event.

Address — The physical address of the event

Province — The province where the event will be held

Region — The region where the event will be held as statuary determined.

Map — A link from Google maps also displaying the GPS location

Contact Person — Person in managing the event

Mobile — Contact number for the above contact person

Email — Email address of the contact person

Fax — Fax number of contact person

Banking Details — The NASP-SA bank details are set as the default. In the event where the
registration fees must be paid into a different account, this details must be completed here.

Range Official — The person in control of the range

Who May Participate — Who may enter for the event.

Register Before — When the event registrations closes
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GPS — The GPS coordinates for the event location

Cost — Cost to participate in the event, please only provide a number, the R is set as default
Pic — The image that would be used as the feature image for the event

Content — Any additional info and graphics can be loaded here.

Status — Leave this blank, as this is system controlled. The system will close automatically for
registrations on the date set.

Confirmation Email — Email sent out to the person who registers his or her archers for the

event

Tournament reminder — Sent automatically 3 days before event to remind the registering
person about the event

Approved — The President of NASP-SA approves the event. If approved, the scored will be
considered on the NASP-SA ranking list, national and Provincial.
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7. Uploading Event Scores (under Event Module)

The most important feature of all is the ability to provide our archers with their score in a neatly
structured way. We have created a score importer so that any school, club, branch, provincial
coordinator or President can load scores onto the website.

Step 1:

Click on the Events module in the icons list on the left toolbar. You should see a screen similar to the
image below Figure 6
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Figure 6

Step 2:

Now you will need to click on Import Scores icon on the right hand side.

Step 3:

You will be prompted to upload a file. It is very important that the file is in the correct format and that
the correct data is within the file in the correct order. If you are unsure how the file should look please
download the Sample raw file. The second file available is an Excel sheet, this file contains the required
fields in the correct order. Please also note that Province and School Name should exactly match what
is captured on the NASP Units module. This is an automated process and would not work correctly if
the wrong information were supplied.
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The file needs to be a .CSV or .TXT and equally important that the fields are comma separated.

Scores Tmport - Vastrap Inter Schools

Upload

Please select the .CSV file you want to upload

Download Example File

File| Choose File | Mo file chosen
upload

Figure 7

Please ensure all information is correct before uploading the client data to the back end system, also
NOTE THE MEMBER DETAILS IS DISTINGUISHED BY ID AND EMAIL — PLEASE ENSURE INFO IS

CORRECT.
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8. Suppliers - Add, Edit and Remove (Restricted and not available to all)

The provider that is selling products used in NASP

Step 1:

Click on the Suppliers module in the icons list on the left toolbar. You should see a screen similar to

figure 8 below:

—
e e N L e e e e O
Cerireshot Centreshot South Afr. banierag org.za 015481 1175 Post Net 30, Private. Banie van Tonder 073 944 1401 uploaderimages/centr.. 53
D Sign Pro D Sign Pro greefigerrie@gmail.c... 076 062 8016 Gerrie Creef? uploadedimages/2014- 3
NASP 8A president@nasp.co.za 012 53 2066 Wilhelm Greeff 082 607 0202 086 607 0707 uploadedImages/2014-... » 4
& WE > 1[n] pagesamas 3 tams in 1 pages
Step 2:
:

Click on the button on screen to start adding a new article

Step 3:
Complete all the fields available to you. Find below a description of each

Add new Supplier

Step 1:
Click on the button on screen to start adding a new article

Step 2:
Complete all the fields available to you. Find below a description of each:

e Name — Name of the Supplier
e Description — Description of the Supplier

e Email — Of the supplier for orders
e Tel - Of the supplier
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Address — Physical address of the supplier

Contact Person — Name of the person responsible for delivering the products

Mobile Number — Cell number of contact person

Office Number — Number of supplier, shop where product can be bought

Fax Number — Fax number of shop.

Pic — A logo of the supplier
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9. Equipment - Add, Edit and Remove (Restricted and not available to all)

Equipment is listed under the different suppliers

Step 1:
Click on the Equipment module in the icons list on the left toolbar. You should see a screen similar to
figure 9 below

Official 3D target used in NASP-3D challenges

Items List
e e e
v v v v v v v v v

10 bow bow racks 2 HASP.SA approved b 215000 uploadedImages/anLs. o 2141021 1555455 ’%
20 Bive Widebesst . a Offical 20 target u 00 uploadadimages/201e. o W14.1021 71829 ’%
20 Bland targer Ofcal 2D target w0 uploadadImages/at . o 0141021 711024 7%
20 Impaia target i Offical 2D target . 2000 uploadedimages/2014-., o 2014:1021 17:20:24 3
2D Warthop targer 4 Ofical 2 targetu 20 uploadedImages/nLs. o 2141021 721:09 ’%
20 Zebra target a Offical 20 target u 00 uploadadimages/201e. o W14.1021 72210 ’%
30 Bromn Bear target Ofcal 3D target 100000 uploadadImages/at . o 014:15.05 11116245 7%
3D Bushpig target s Offical 3D target . 290,00 uploadedimages/2014-., o 20141105 11:20:24 S%
30 Hyena targes 4 Ofical 30 targetu 990,00 uploadedImages/anLs. o 20141105 11:20:5) ’%

4 bow bow rack 2 HASP.SA approved borw. 115000 o 20141020 153739 ’%
[rrp——— 1 110,00 uploadadImages/at . o 014:1021 155140 7%
Arre rest - right B, 110,00 uploadedimages/2014-., o 20141021 15252113 %
Assistant Gof Shitt 1756 Pigue kot gok. Ves SML 110,00 2014.07.28 22 36 28. & 2140728 23628 ’%
Assisa t 1756 Pigos kot gok. Ves o 1200 2014 07,2822 37.31.. 5 2014.07.28 Ruatisd ’%
Assisans Col Shirt 175 Pigws kot goi. Yes AL 13000 2014.07.28 22 30.01.. & 2014.07.28 Dudt:27 7%
B Wldesassr. [l resamas 107 e 08 sapes

Figure 9

Step 2:
Click on the button on screen to start adding a new article

Step 3:

Complete all the fields available to you. Find below a description of each

Add new Item

e Name — Of the item being sold

e Supplier — The company selling the item

e Description — Description of the item

e Size Required — If clothing or shoes stipulate yes to indicate that size is required
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Sizing — Comma separated sizes that will be chosen by dropdown. For example S,M,L,XL
etcetera

Content — Additional images and photos of product
Price — The price of the item
Pic — Image of the item

Categories — If NASP-SA memorabilia then select which category from the dropdown, if normal
supplier leave this blank.
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10. NASP-SA Units - Add, Edit and Remove

All Schools, Centreshot, clubs and branches that would enter competitions.
Step 1:

Click on the NASP-SA Units module in the icons list on the left toolbar. You should see a screen similar
to figure 10 below:

[
Schools S MANAGER

Schools List
e e o e s T s s s
/oo losrsicol . Bakerkop Gauteng Tshwane 5 Uncerberg Streer, .. Emsie Swanegcel o Primary Schocl No 3
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Ecvensiaat.. .
erackenfel Western Cape 0 %
hitp:/frww.bheprimar...  Bronkhorstspruit Gauteng Metsweding Madelizfie 5t, Bronk.. [ Primary Schaal Mo %K
(Eronkrorseraty
Burgersfort Mpurralanga 0 2%
http:/fenwdrhavinga...  Or Havenga Gauteng Sedlibeng (Vereeniging) | 20 Andries Pretorius...  Abie Greyiing 016 3520610 0 Primary Senael No %
Ou Preez van Vivk Gouteng Metsweding Bothastroat 48, Bron..._ Francis O Callaghon 7 Primory Schacl o 373
(Bronkhorsprut)
Entheos Christan Sc. Gauteng o ’X
/oo hserasmus. . Erasmus Gauteng Metsweding LCATHIESTREET,  Celeste Labuschagre a35641271 Hagh School No 7%
(Bronkhorsprut) B30.
oo feéscal.. Fieds Collge Horth West Bojanala (Austenberg) | 226 Kloppers Strast .. Johan Viloen FovEwebmaicom 083 227 des2 o Combined No uploadedimages/Fieid. | X
Flarbojant Hpumalanga o 3
Fontgine Gauteng o 73
Gene Louw Western Cape 0 %
Hazkdoom Gauteng Tehwane 247 SWAELTIIE Linda ve Wat indavdwat®gmal.cam [ Primary Schaal Mo %K
STREET..
[+] W[ |f234s »|[m] pagesae 15 61 items in 5 pages

Step 2:
Click on the button on screen to start adding a new article

Step 3:
Complete all the fields available to you. Find below a description of each

Add New Item
e URL - Link to the Unit’s website
e Name — Name of the Unit
¢ Nickname — Nickname of the Unit

e Unit Type — Type of Unit such as school, club or branch
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Affiliation — Select if affiliated with another organization

Province — Province where the Unit is situated

Region — Statuary region in the specific province

Address — Physical address of the Unit

Contact Person — NASP contact person

Email — Of the contact person

Tel — Of The Unit

Mobile — Of the contact person

Level — Of the Unit in which they participate, select the correct level on the drop-down menu.

Disabled — Select yes if this is a unit catering for children with special needs or disabilities

Pic — Logo of the unit.
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To import all the students details in bulk manner:

Step 1:

Click on the Import Icon that will bring you to the following import screen:

Client ITmport
Upload
Please select the .C8Y file you want to upload

Download Example File

File Choose File | Mo file chosen

upload

Figure 11

This allows you to add a bulk amount of students onto the system from an Excel sheet.

Please ensure all information is correct before uploading the client data to the back end system, also
NOTE THE MEMBER DETAILS IS DISTINGUISHED BY ID AND/OR EMAIL — PLEASE ENSURE INFO IS
CORRECT.

You can download the example file as reference to what needs to be included before you start
uploading, please see below:

Dovmnload Example File
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11. Other Events - Add, Edit and Remove

These events are NASP-SA events excluding competitions and championships such as meetings,
training and outreaches

Step 1:

Click on the Other Events module in the icons list on the left toolbar. You should see a screen similar to
figure 12 below

T
—
2013 NASP-SA 3 2013-10-18 2013-10-18 0000-00-00 1800 Rustenburg The specific venue. AGM wihese al Frik Birkenstock - >4
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= ) Ey
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oo e B [ e ewereso = e ety IR
E = = G G e
:
BALT & BAL 1 2014-12-03 2015-02-26 2015-02-28 08:00 Scheol in Limpopo Three days BAIT Wilhelm Greeff 082 €07 0202 BAL-Ra70 SN
train.. Lephalale ... trai, per
BAITS [ BAITand 1 20141218 2015-0205 2015-02:07 08:00 Schaol in BAITS, BAIT &  Experienced BAIT  Wikelm Greeff  president@nasp.co.za 082 607 0202 rRaOfor SR
= e B &
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Figure 12
Step 2:
Click on the button on screen to start adding a new article

Step 3:

Complete all the fields available to you. Find below a description of each
e Name — This is the name of the specific event.

e Event Type — Type of the NASP-SA event for example training, meeting, outreach. Etc.
e Start Date — When the pre-registrations should open for the event

e Event Start Date — The first day of the event.
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Event End Date — The Last day of the event, if one day please use Event start date

Time — The time the event will start on the first day.

Venue — Where the event will be held

School — If the event is at a school, state the school’s name

Address — Physical address where event is held

Province — Where event is held

Region — Region in the province

Map — Google link to a map

Event Detail — Details about the event

Who May Participate — Who can or should join the event

Contact Person — Person organizing the event

Contact Email — Email of contact person

Contact Tel — Tel of contact person

Pic — Feature image to advertise event on website

Content — Additional info and images for the event

Cost — This can be multi line and must add all costs involved for each person
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12.

Coordinators - Add, Edit and Remove

This is the people in the provincial leadership in NASP-SA

Step 1:

Click on the Coordinators module in the icons list on the left toolbar. You should see a screen similar to
figure 13 below:

OTHER_EVENTS MANAGER
Other_events List
[N ) N ) N 2] N ) N ) N ) ) S I _— ) I I ) 7 S ) S
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BAL (NASP 1 20140726 20140726 0000-00-00 09:00 ‘Woodridge College: Nelson Mandel: NASP insiructors Billy Teeton - R
Instuctar. (Per Eizaeth) e =
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Step 2:
Click on the button on the screen to start adding a new article

Step 3:

Figure 13

Complete all the fields available to you. Find below a description of each:

Initials And Surname — Of the person being entered

Nickname — If the person is known by another name

Pic — Photo of the person

Position on List — This is to select the position from the top of the specific province’s list of

committee members displayed on the website

Portfolio — The person’s portfolio on the Provincial committee
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BAI, BAIT or BAITS — Instructor level

Instructor Number — Number of the instructor

Mobile Number — Number of the person

Landline — Home number of the person

Email — Email of the person

Chairman — Select Yes if this person is the chairman. If Yes is selected this person will
automatically be listed at the top of the list

Province — Specific province this member is serving in.
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13. Roll of Honor - Add, Edit and Remove

This module is to display all the awards and achievements of the archers and members
Step 1:

Click on the Roll of Honor module in the icons list on the left toolbar. You should see a screen similar to
figure 14 below:

[
13 OLL_OF_HONOUR MANAGER

Roll_of_honour List
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0 Thareat m2wans Limpopo s

0 Thamat maw s Knazi Naca “
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Dehen Cloete e North st Lnerskesi Vastop [ 5 ord Crompenin 51

P Bikenstock 2011 Secretany a
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FW Birkenstock M1 Gauteng Instructor of the Ye. a5
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Figure 14

Step 2:
Click on the button on screen to start adding a new item

Step 3:

Complete all the fields available to you. Find below a description of each. Fields not applicable must be
left blank:

e Name — Of person who received an award
e Year — In which he/she received the award
e Province — Province of person

e School —School at the time of the award

e Portfolio — Additional info of person
NASP-SA USER MANUAL PAGE 28

ONLINE SOLUTIONS PROVIDER

Reg No: 2008 / 116812 / 23



Award — Received

Unit — Dropdown menu of NASP-SA units

Business — If the award was for a Business

Gender — Sex of the Person

Grade — Provide grade of archer

Score — If the award was for a certain score

Achievement — what did they achieve

tel: +27 (0) 87 100 0137
fax: +27 (0) 86 634 7617
e-mail: info@dsisa.co.za
website: www.dsisa.co.za

Silver Lakes Office Park 2, Block 2, Unit 3
VVon Backstrom Blvd, Silver Lakes, Pretoria

Parent Category — This is the first category in which the award/ achievement falls

Subcategory — This is more specific to the award that was received

Pic — Photo of the person who received the award / achievement

Position — to be placed on the website
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14. Trade Bulletin - Add, Edit and Remove (The Back-End function is
restricted and not available to all)

Any registered member can participate on the Front-End of the website and are able to load there own
trades and images. The Back-End function is only to remove unwanted trades and ensure quality of
text and products loaded by members

Step 1:

Click on the Trade Bulletin module in the icons list on the left toolbar. You should see a screen similar
to figure 15 below:

e
Elegant NASP shirts Long sieeve A3S0..  uploadedimages/NASPH.. On Offer Wilhelm Greef 082 607 0202 president@nasp.<o.za 0000-00-00 2014-10-28 > 4
[+ e ¥ [M] page e 15 Liams 1 pages
Step 2:
:

Click on the button on screen to start adding a new item

Step 3:
Complete all the fields available to you. Find below a description of each:

e Client ID- Never change this as this is the member ID of the person who loaded the product
e Name - Name of the item

e Description — Description of the item

e Pic— Photo of the item being sold

e Wanted or on offer — Looking for or selling

e Contact person — Person selling item

e Contact number — Number of person selling the item

e Contact email — Email of person selling the item

e Date Posted — When the item was posted

e Show until — Until when should it be displayed on the website
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15. Notifications - Add, Edit and Remove

This is important notices to be displayed on the homepage of the website to inform members and
visitors of important information about NASP and its events

Step 1:

Click on the Notification module in the icons list on the left toolbar. You should see a screen similar to
figure 16 below:

NOTIFICATIONS MANAGER

Jtificatio

BALTS / BAIT and BAL

e

HYSCHOOL CARD

MASP SATOP 30 ARCER,

VERY IMPORTANT NOTIC..

[+ e >|[n] pageseeias

20150228

§ % 8% % %

Figure 16

Step 2:
Click on the button on screen to start adding a new item

Step 3:

Complete all the fields available to you. Find below a description of each:

e Name — Title of the notice
e Content — The message that needs to be displayed
e Show until — The final date that the notice must be displayed on the website.

e Display — To whom must the poll be displayed, to all, specific province, region, school,
provincial committee, NASP Instructor (BAI, BAIT, BAITS or all)
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16. Members - Add, Edit and Remove / CRM — BULK EMAIL/SMS

This is the entire NASP-SA community and everyone should be registered here especially Archers and
Instructors

Step 1:
Click on the Members module in the icons list on the left toolbar. You should see a screen similar to
figure 17 below:

CLIENT ADDRESS BOOK

Contact List
WOTE: The Company Contact Addvess Book is Amanged by Contact Name
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Mome  Bamard 0000-00-00 Norh West 0832559887 moceyBmueb.coza  Mazeols

Fik  Brkenstock 0000-00.00 4407265032080 000025 Instructor Gauteng 0828710834 ik birk@gmail.com Fashunters@410K.
Peter  Bosman 0000-00.00 0458588044 pbosman@imaginet.co....  helicopter
Seugne  Bathma 0000-00.00 Norin West 0824699358 seugnebothma@ymalle... | 123Raani2l

gtz buhr 0000-00-00 Western 0794301938 gitteburS4@gmaleo..  gittzbuhriove
Cape

[ > [n] page sim: 15

Figure 17
Step 2:
Click on the button on screen to start adding a new item

Step 3:
Complete all the fields available to you. Find below a description of each:

e Name - Name of the member

e Surname — Surname of the member

e Nickname — Nickname of the member

e Birthday — Date of birth

e ID Number — ID Number of the member

e My Schoolcard — Add the member’s MySchool card number here. Only members with
MySchool cards will be enjoy access to scores and ranking lists.

e Gender — Sex of the member

e Designated Group — White, Black, Colour or Asian

e Membership Number — Auto generated on registration per member. This number will be
displayed after you have logged in. This specific number must be used for all registrations and
score tracking!!

e Membership number USA — If the member has an international number please add here
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Member type — Category in which member falls

Nasp Instructor type — Type of instructor if applicable

Team manager — If member is a team member please specify here

Team coach — If member is a coach please specify level

Unit Type — School, club, branch or church

Street Address — Physical address of the member

Town — City or town of the member

Province — Province of the member

Region — Region in the province

Nasp SA Unit — Unit or units associated with

Postal Address — Postal address of the member

Work Tel — Work number of the member

Home Tel — Home number of the member

Cell — Mobile number of the member

Fax — Fax number of the member if available

Email — Email of member

Password — Password that will be used for login by member. The member must select his or her
own unique number and please remember it.

Facebook page — link to person’s Facebook page to add as a friend of NASP on Facebook
Membership status — Controlled by the Webmaster. Only paid up members will be able to log
into the website

Groups — Access level controlled by the Webmaster.
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BULK EMAIL/SMS

To add a new Campaign - Email

Step 1:
Click on the Members module in the icons list on the left toolbar. From there at the top the second
Icon would indicate CRM:

& Contacks CRM Imparts Manage documents Manage

Coordinators

CLIENT ADDRESS BOOK

[ )]
A

Roll of Honour Contact List -
2 MEATE: The Company Contact Address Fook is Arranged by Contact Name
—A o
[m [ L [ L Y I L LY . (L L A ) A
Trade Bulletin o
w
A 8
| g
b 5
&
(=]

»
o

Members

Figure 18
Step 2:

Click on the “Bulk Email/SMS” icon just under the CRM Icon:

Conkacks Irnporks Manage documents Manage

Bulk 5M5,/Email

o &

| |- || [ ||| [ ||| [ ||| [ ||| [ ||| | [ || |-
El Treasurer 2015-07-30 2015-07-30 Treasurer noteplyi@nasp.ocoza  accourts@nazpooza  Mew Ermiil — x
Membetzhip Membetzhip [
3 test 2014-10-16 2014-10-16 test admin@nasp.co.ze admin@@nasp.co.za ey Ermail | ~ | x
Pl -
RESLILTS 1-2 QLT OF 2 CURREMT PAGE 1 | PAGE SIZE: 15

IE O PREV a NEXT & m

Figure 19
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Step 3:

Click on the “+” icon at the bottom of the table. u

Step 4:

Fill in the required fields:

Imports Manage documents Manage

Bulk SMS/Email

Add Hew

|

[oet v 15 v|[nis

[oet v 15 v|[nis

|

Reply To ™ B Ryt

M|

Cancel

Step 5:

Click “Save” to save your new campaign.

Figure 20

Continue with your new created campaign:

Step 1:

Click on the info 4! to continue with your campaign:

RESLILTS 1-3 OUT OF 3

LI |
) Hame. Datestart | Datetnd | Subjeet | Ermall From Emall Rephy 7o' St ype. Foots’
[ | I | [ I | [ [ | [ [ | [ [ | [ [ | [ I | [ ]|~
& TEST 20151015 20151015 TEST TEST TEST Plewy Email E | -~ | x
s Treasurer 201 5-07-30 2015-07-30 Treasurer noreply@nasg.co.za accountsE@nasp.co.za  MNew Emazil — -~ x
Membership Membership [
3 test 201 4-10-16 2014-10-16 test admin@E@nasp.co.Za admin@E@nasp.co.Za Mevwy Email E | -~ | x

CURREMT PAGE 1 | PAGE SIZE: 15

(4] (@rmev | nexr (]

Figure 21
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Step 2:
Explaining details of your campaign:

- Tools

CAMPAIGN INFO

Figure 22

e Name - Campaign name

e Date Start and Date End - Set a date for when you want the campaign messages to
start sending out and when they must stop sending.

e Subject - This will be the description of the mail in the mail subject line. Only applicable
when sending out emails.

e Email From - Sets the email address where the email is from.

e Email To - Sets the address mails go to when someone wants to reply to your email sent. (e.g.
From: marketing@domainname.co.za ; Reply-To: sales@domianname.co.za) Note: Only
applicable when sending emails. NOTE we have gone and set up noreply@nasp.co.za so that
the marketing email won’t receive all bounced or undelivered email notifications.

e Type - Select if you want to send email or SMS messages.
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Process Flow:

The process for running your campaign on the back end:

PROCESS FLOW
o f : ¥
Figure 23
Step 1: L?;? )
Click on the Design Icon this will take you to the following screen where you would have to

write your email accordingly (Currently you can only type emails, can’t upload templates yet:

ADD EDIT MESSAGE TO SEND
s i | .
[ Elsouee 1 B | BERMG G T da & B & |
iB 7 U xS FEU[EEESEfe o @I~
RER:TS ~ | Fommat - | Fart - | Size -l - a‘—J/'JE B 4 )
Figure 24
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Step 2:
=

Click on Test send icon

SEND A TEST MESSAGE

and type in a test email:

Send To Email: |

| =end

Figure 25

Step 3: [

Click on the Select Client icon

CAMPAIGN

ASSIGN CLIENTS TO SEND TO

Froups

select Al | Unselect Al

#| 1} hbigail

1) Adri

[] Adriaan

[} Aidan

(] didan

[] Aiden

{} Albe rt Edw
{1 ALDO

{1 ALDO

& % K& AN A NS

FTRFY I

Step 4:

Click on the Start send icon

on this screen you will select all clients for the campaign. Here
you will change to the client’s icon on your screen. Note that you have to tick both the Letters and the
Names for example: A + Abigail: PLEASE NOTE TO CLICK ON GREEN ARROW TO ADD MEMBER TO

ADDED EMAIL ADDRESSES

»

4]
d Email Cell Lds Jut 1y Nate Sent Date Read NateCreated | Tools!
end
| [Eall ||| ||| ||| ||| ||| ||+
Mo Records were folnd
RESULTS 1-0 CUT OF 0 CLRREMT PAGE 1 | PAGE SIZE: 15
|E| @ PREV NEXT© |E|
Figure 26

where you will start emailing all the selected clients.
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Step 5:
Click on the Report icon where you will be able to see a full report on all email sent and the
ones who failed to reach recipients.

Step 6:

Click on the Mark as complete icon this is where you set your campaign as completed.

Delete and edit icons:

e or edit 15

Here you can delete a created campaign:

|TEST |

DateStart * oct v|[15 ¥ 2015 |

DateEnd * oct v|[15 ¥ [201s |

[TEST |

|TEST |

Email_reply_to |TEST |

Cancel

Are you Sure you want to delete this item?

]

Figure 27

To add a new Campaign — SMS

Please speak to NASP President for SMS credits — but the process flow for Bulk SMS works exactly as
Bulk Email.
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17. Banner Manager (Ads) - Add, Edit and Remove (Restricted and not
available to all)

Banner Manager is where we control the advertisements on the website.

Step 1:
Click on the Banner module in the icons list on the left toolbar. You should see a screen similar to figure
28:

AD MANAGER
_—_——
L el wfC JeC el el Wl el Gwfr el Jwel  Jell

SA Security it/ wwvw sesecurit blank uploadedimages/webad... 152 % 256 left Top 2140306 ME006 ol

Q)
x|
Computer Ghoeroe it/ whvve.computers; blank uploadedimagesfad2 152 % 256 ef bato... 2140306 WE006 ol
Q)
; 1%
Www.mitspro.co.za
Gaog Wil Protection Tittpewevv goocilp.. blark uploadedimages/GPS a. 152 x 256 eft Top 140306 WS008 ol
Qs
X
Top Banner Dsi ttpef /v dsisa.Ca... blank uploadedimages/dsi-L.. 051 - Mabie Develop... Top Banner (820 x 1. 0140320 M50328 ol
(Y
1%
Energzed Fencing [ e— blank uploadedmages/ener, 152 x 256 e batto, 20140701 ME0701 ol
Qs
X
Wedding Photography ttpef/wevee wl-wedin. blank uploadedimages/weddi.. 728 90 Footer 2140133 WE0B ol
Q)
1%
Fitspro Wi miESpro.co.2a _blark uploadedimages/201¢- Mitspro 152 x 256 lef batto.. 0141203 M50 1
Q).
1%
(¥} T »[[H] Pogesae 15 7 items in 1 pages

Figure 28
Step 2:

Click on the button on screen to start adding a new item

Step 3:
Complete all the fields available to you. Find below a description of each:
e Name — Name that would be displayed with advertisement

e URL - Link to the company / person advertising’s website

e Email — Email of person responsible

e Target — Set to blank to open in own window

e Province — Province of advertiser for display purposes

e Pic— Advertisement image that will be displayed (banner)

e Description — Description of advertisement

e Size — Determines where the advertisement will be displayed on website
e Show on home — Not currently used

e Show on all — Not currently used

e Start date — When the first appearance of the ad should be

e End date — When the ad should be removed from the website
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18. Poll Manager - Add, Edit and Remove

The Poll Manager allows us to post questions with set answers to Members only. You have to be

logged in to be able to vote as we sometimes need to know who voted for what especially in terms of
internal polls.

Step 1:

Click on the Poll module in the icons list on the left toolbar. You should see a screen similar to the
image below

POLL MANAGER

Figure 29
Step 2:

Click on the button on screen to start adding a new item
Step 3:

Complete all the fields available to you. Find below a description of each

Add new Poll

e Question — The question you would like to Add
e Start Date — When the poll should be displayed
e End date — When the poll should be removed

e Display — To whom must the poll be displayed, to all, specific province, region, school,
provincial committee, NASP Instructor (BAI, BAIT, BAITS or all)

Step 4:

Add answers to poll

After adding a new Poll you should see it in the list of polls. You now need to click on the ﬁjbutton to
add answers to the poll. Please note that you are able to add multiple answers per poll.
Complete fields as follows:

e Poll id — this will display the question posted (Do not modify)
e Answer — The answer / option that you would like for the question

e Count — Read only as users votes will update this.
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19. Score Manager / Member Provincial Profile

All the scores you uploaded on number 7. Uploading Event Scores (under Event Module)

You will be able to see and filter here.

The score manager is all the provincial members profile — it will be listing the best from top to bottom.

The full screen below:

SCORE MANAGER

Cape State I

Cape

Query || Clear Query

[}]
s
SUTTIame: Harme: school Grade Classification’ a3 Tuula
| NEAI |z || NEAI e | [
Beukes Pieter 12 Senior Ma e .
Mational
Score
Pellencin Benito L#s Du Preez van Wk 12 Senior Ma o '
Mational
Score
RESLILTS 1-2 OUT OF 2 CURRENT PAGE 1 | PAGE SIZE: 15
|E| Q PREV u NEXT © \E|
Figure 30
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To View a member’s profile:

L]
Click on the graph icon . on the screen below you will be able to see all the scoring added or
a better way to explain the scoring profile for every event for a specific member:

Query || Clear Query
Pieter Beukes
Province: Free State

Merber ID: 000670

NATIONAL

| Mo Mational Score: |

PROVINCIAL

| Mo Provincial Score |

OTHER EVENTS

Date Event Level Yenue Province Approved Qualifier Total

2015-02-07 MASP-WP Monument Park  Local HS Monument Park, Dan Kingstreet, Kraaifontein Western Cape Mo 200

Require 4 standard scores

ALL EVENTS

H

2015 =
Date Event Level ¥enue Province Approved Qualifier Total Tools
2015-02-07 E:iP-WP Monument  Lacal ;'rsa:FDo’-‘rlthz;nt Park, Dan Kingstrest, Western Cape Mo 200 Add as Qualifier -
Cancel ﬁ
Figure 31
To query or filter specific sections:
Click on the query icon | Guery || to filter the data, it will give you a multiple options to sort your

data:

| CQuery || Clear Cluery |

Query
Level Province Region  Gender Designated Groups Affiliations Dizabiliby
Mational — * | AL * A 7 || All ¥ || All Archers v Al ¥ || Mane v
Submit Cluery

Figure 32

Please NOTE if you are done with the query or filtering of data, please ensure that you clear the data

before you start another query ., Query | | Query ||
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NASP-SA USER MANUAL
FRONTEND FEATURES(MEMBER)

20. How to Login and Register as Website Member

How to Register

Step 1:

Navigate to the NASP-SA Website: http://www.nasp.co.za

Step 2:

Click on Join NASP-SA on the right top of the website. See figure below

Join NASP-SA (9

Figure 33
Step 3:

Complete all the fields that are now displayed in the figure below:

Register

Register

Figure 34
Step 4:

Click on Register to the right of the fields to submit your registration.

NASP-SA USER MANUAL PAGE 44

ONLINE SOLUTIONS PROVIDER

Reg No: 2008 / 116812 / 23


http://www.nasp.co.za/

R tel: +27 (0) 87 100 0197
fax: +27 (0) 86 634 7617

e-mail: info@dsisa.co.za

website: www.dsisa.co.za

Silver Lakes Office Park 2, Block 2, Unit 3
Von Backstrom Blvd, Silver Lakes, Pretoria

How to Log in to the Website

Step 1:

Click on Login at the top right of the website:

Figure 35

Step 2:

Fill in your username (email address) and password as entered in the registration process:

Usemname (email)

Login to your profile

Figure 36

Step 3:

Once you have filled in both fields please click on Login

You will now be redirected to your profile. Please ensure that all the information is up to date at all
times. You will notice that a Member ID has been assigned to you. Please use this ID to register archers
or for any correspondence towards NASP-SA.

Forgot Your Password

In case you forgot your password we have provided you with the ability to recover your password
Step 1:

To recover your password click on Login as mentioned above. Instead of completing the fields click on
Forgot Password
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Step 2:

You will be prompted to supply your email address for the password recovery email. Please fill in your
email address. This will be used to send your password to your email address that is registered on the
system.

Request Password

Figure 37

Step 3:
Check your email inbox as well as Junk Mail, in some cases the email might end up in the Junk Mail
folder of your mail account

Profile Page

After successfully login you will be directed to the profile page. The figure displayed below shows the
fields that you are able to update on your profile

Conrad

lacobs
0764250203
conrad@dsisa.co.za

Gauteng
Life Member

8505015020084

Figure 38
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There are also additional features available here. The first of these additional features are the Trade
Bulletin. As a website member you are allowed to upload products on offer / wanted to the website.
Please note that this is however moderated and should only be accepted archery related products.

Choose File

Wanted

Figure 39

The second feature is Trade Bulletin Items that you have already loaded to your profile. The feature
after that is a voting poll that will be setup by the NASP-SA President, Provincial Coordinators, Schools,
Clubs and Branches. These polls will only be available to the specific levels. If a Provincial Coordinator
loads a voting poll only the members in his province will be able to see the poll.

Below the Voting Poll are all the important NASP-SA Agendas and Minutes. The Webmaster will load
this.

Mo Polls are available Currently

2014 NASP
Africa Report

Figure 40
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21. Register for Competitions

To Register for a NASP-SA Competition please navigate to NASP-SA Competitions on the website.

E*I'

Figure 41

You will see a list of competitions available to enter. Select the competition that you would like to
enter.

2015 NASP-SA National

Championship
Hosted By: ASF-S5A
Datear 17 October 20145 - 17 October 2015
Typer Rlational
Vernre: AfriDome in Parys - Free Stata
Province: Free State
Reqgfon:
GRS Co-
ordinates:
: Cost 70
llj School teams and individual archers This is

a compulsory event for all HNASP-5S2 archers
who are woarking towards Rational Colours.

gfar:’;g"feﬂe: only archers '-_Nho compete_d in the 2_015
RASP-SA Mational Championship will be
considered for the 2016 RASP-52 Rational
Team

Comtact Frik Birkenstock

Person

Ernair: Trik. birk@gmail.com

NFobire: o222 871 0834

Closirng Date

For 2014-11-22

Rewstrations:

3Di-ABO National Championshipn
and NASP/3D Championship

Hosted By:

Datea: o7 Movember 2015 - 07 Movermber 20145
Typear Hational

Vernre: Magnum Archery in Pretoria - Rext to the R4

Figure 42

Please ensure that you fill in ALL the required information. Archers can only be entered by using their
unique Member Id’s If they are not yet registered on the website please do so before registering them
for an event. Schools that are not yet registered must also supply ALL their information in the fields
provided, given that you cannot find the schools name in the dropdown list. This information will be
sent to the Webmaster and be uploaded to the NASP-SA database in due time.
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To be completed by the NASP-SA Unit’s representatitve

MASP-SA Unit Type T Lewvel v
Lnit Mame r Unit Mickame
Other Mame
Ferson Submitting Reg Mobile
E-Mail Fax
Office Tel Horme Tel
manager 1 Coach1
tanager 2 Coach 2
Figure 43

After you have filled in the fields please ensure payment is done to the banking details displayed below
the registration form. Save the proof of payment, as you will be required to upload this together with
your application form.

Please complete the form below to Pre-register for this event.

Tearr:

Swrnarne Fulf Narmes Gender L evel Grade ABC etc or REA Y N MASP-5.4 Cost
x for AFerrber Nr
indvidual
kS v A - vl

+ ADD Anotfrer Archrer

frotal amount Payable r ol

Step 2: Make Payment

FPlease make payrment now. The amount is R 70 Lldse nas—‘l 5 as your payment reference.

Bank : Standard Bank
Branch Code : Centurian - 012 645
Account Mumber 271 532 BEG
Account Holder : MASP-SA

Save the proof of payment. You need to submititin Step 3 below.

Step 3: Submit Everything.
FProof of Fayment: | Choose Files Mo file chosen

| have read the Code of Conduct and familiarized myself with the rules

Figure 44

If all information is correct you will receive an email confirming that we have received your registration
for the particular event.
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