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Business Network Management Program

(Updated 6/17/2006)

Introduction

The Business Network Management Program is a web-based facility to control all common Business Network functions, other than Treasurer tasks, using simple online forms and a database storing all pertinent chapter information.

The main purpose of the program is to relieve officers and chairpersons of mundane bookkeeping tasks so that they may address the more important task of producing tips.  The primary beneficiaries are the tipmaster and the membership chairperson, though all members will benefit by the constant online availability of all chapter information, as well as a convenient method for chapter members to communicate.  Overall, use of this program will result in much tighter control of chapter operations.

This program has been refined by almost three years of actual use in managing the affairs of the LeTip of Middle Bucks (PA) chapter.  It is now managing (at the time of this writing) 25 other chapters as well.

The latest description of program capabilities and pricing are always online at http://mikulawebsolutions.com/bnmp.htm. Mikula Web Solutions is a subsidiary of Matrix Graphics Corporation, a member of the Middle Bucks chapter whose website is at http://letipmiddlebucks.com.

General Description

Each of our websites is divided into a public section and a private section.  The public section’s purpose is to promote the chapter to potential members, and generate new business for the members.  The private section, which is password protected, tabulates chapter information and provides the means to manage chapter affairs.

The public section is independent of the Business Network Management Program, except for the following:

1. The list of current members is drawn from the member database.

2. The list of categories, which includes all categories plus those that are currently occupied.

3. A schedule of upcoming meetings and events.

4. A note that can appear on the bottom of the chapter home page.

5. A “members only” link to the private section.

The above functions are optional for the public section (though the list of current members is obviously desirable).  Since these items impact an existing website, we will work with your webmaster to make the necessary changes.

Private Section – All Members

The private section is protected by a password for each member.  When the system is set up initially, each member has the password “aaa”.  Each member should enter the website and change the password to a private one, as well as inspect and update the information pertinent to their company.  To enter the private area, the member clicks a “members only” button, then picks his/her company from a drop-down list, enters the password, and clicks the “Log In” button.

Note that the private section is meant to be an area for administering the website and presenting information to members only; it will resemble the graphics of the public website in only a superficial manner.

To follow the operation of these functions, you can go to the website at http://letipmiddlebucks.com, and click on “Members Only”.  Select “Visitor” from the drop-down menu, and enter “LePass” as the password.  You will be able to view many of the functions, though company identities will be hidden.  You will not be able to view any of the administrative functions.

When any member enters the private section, a menu of reports and forms is presented.  If the member is designated as an administrator, he or she is presented with a list of special functions.  However, all members are able to access the following functions (this is a typical menu):

1. Company Directory – a listing of chapter officers and chairpersons, plus all information stored for each member.  Your company name is highlighted in red, and you may click on the company name to edit the company information.

2. Personal Directory – a listing of all individual names and contact information, including address, phone, fax, email, and other phones.

3. Email Directory – a list of the email addresses (including a hot link to your email program) for all members; this also includes the email address of the chapter listserver, described below.  This form can also be used to send an email to one or more members (by clicking a checkbox to select the desired recipients); it can also be used to email the board of directors or all officers.  The user enters a return email address, message subject, and message contents.  The message is automatically sent to all intended recipients. 

4. Your Company Info – the same information as the Company Directory, but for your company only.  A link allows you to edit your company information.

5. Meeting Schedule – a listing of meetings or other events for your chapter.  This listing includes a date; a display of the showboater(s), greeter(s), and speaker(s) if it is a regular meeting; and a special free-form memo area that can contains details of a meeting (“fiver day”, “visitation day”, etc.) or a note about other events.  Your company is highlighted in red to make it easy to find your assignments.  Note that each chapter can specify whether it has 1, 2, or 3 showboaters, greeters, and speakers at each meeting.

6. Visitation Schedule – a listing of the presentation date, visitor, and host for the upcoming round of visitations.  Your company is highlighted in red.

7. Pass a Tip – this is a convenient way of emailing a tip to another chapter member.  Your information is pre-filled on the tip form.  The receiving member is selected from a drop-down list of all members with email.  You simply fill in the same details as a normal tip form and press “Submit Tip” to email it to the recipient.  IMPORTANT NOTE:  this does not record the tip in the online database.  It is still necessary to submit the tip on the paper form at your next regular meeting.

8. Tips/Revenue Report – this is the most important report, since it tabulates tips passed and (optionally) revenues received.  For each report, the member first selects a year (defaulting to the current year), and then whether the report should be a monthly report, a quarterly report, or a year-to-date report.  The report can also be for the previous twelve months.  After the selection is made, the report then lists the following:


a. Company name (yours is highlighted in red)

b. The number of tips you have given (total, inside, outside, and inter-chapter)

c. The number of tips you have received (total, inside, outside, and inter-chapter)

d. The ratio of tips given to tips received.  This is a performance measure.  A ratio greater than one means you’ve given more tips than you’ve received.

e. (Optional) – The revenues resulting from the tips you have given.

f. (Optional) – The revenues resulting from the tips you have received.

After the company-by-company totals the report (optionally) lists the top tippers for the period as well as the lowest tippers for the period.  The tabulation takes care of ties.  Outside tips are weighted the most, followed by inside tips, then inter-chapter tips.  Each chapter can select whether to present this part of the report, as well as the number of members listed (top 5, top 10, etc.)

A field has been added to the initial selection page labeled “report by week for this month”.  If this box is checked, an alternative week-by-week report is given for the month.  This report highlights the highest and lowest tippers, and shows those members falling below the cumulative weekly requirement.

9. Revenues Received – this is a form by which each member can report the revenues received from other members.  The member enters the date (month and year).  A list of all other members is shown, followed by an input area to enter the dollar amount to be credited to each member.

10. Attendance Report - for each report, the member first selects a year (defaulting to the current year), and then whether the report should be a monthly report, a quarterly report, a year-to-date report, or a report for the past twelve months.  For each member, the report lists the following:

a. Company name (yours is highlighted in red)

b. Number of meetings attended for that period

c. Number of excused absences for that period

d. Number of unexcused absences for that period

e. The total number of absences for that period

f. The percent attendance, calculated as the meetings attended, divided by the sum of the meetings attended plus the total absences.

11. Guest Report - for each report, the member first selects a year (defaulting to the current year), and then whether the report should be a monthly report, a quarterly report, or a year-to-date report.  For each member, the report lists the following:

a. Company name (yours is highlighted in red)

b. Number of guests brought in that time period

12. Guest Detail - for each report, the member first selects a year (defaulting to the current year), and then whether the report should be a monthly report, a quarterly report, a year-to-date report, or a report for the past twelve months.  For each guest, the report lists the following:

a. Guest name

b. Guest company

c. Guest category

d. Guest phone

e. Guest email address

f. A link to inactivate the guest from the list (when the guest has been eliminated as a possible member)

g. Name of the member bringing the guest

h. Date the guest attended

13. Chapter Library – chapter documents such as meeting minutes, sample letters, etc. can be uploaded by any of the web administrators into a library.  When a member goes to the library, the member is presented with a “card catalog” showing the names and dates of all documents.  By clicking on a document name, the document may be displayed or downloaded.

14. Printable Roster – provides the ability to print a roster of members in two formats: a “portrait mode” listing of all members (8-1/2 x 11 upright); and a “landscape mode” designed to be usable as a page in a brochure (11 x 8-1/2).  Since these printouts are highly dependent on the lengths and kinds of information included, the number of columns, as well as the list of columns to include, are all variable.  The membership chairperson has the ability to set the defaults for these parameters.

Private Section – Administrators

Each chapter’s website is administered by officers and chairpersons who are given special rights that do not appear to other members.  The primary controller of the website is the “web administrator”, who can only be changed by contacting our company by phone (215-340-7692) or email (jmikula@mgfx.com).

Whenever one of the administrators enter the private area of the website, a special menu appears appropriate to that administrator.

Web Administrator Functions

The web administrator has access to all the maintenance functions of the website.  In addition, the web administrator appoints all other administrative roles.

The web administrator has the ability to enter a message on a form which can appear automatically on the chapter home page.  This is an optional function, and can only be implemented if we have the ability to insert a special control area onto the home page.  This is useful to announce upcoming special events.

By clicking on the link “Click HERE to assign web maintenance roles (Membership, Visitation, TipMaster, Calendar) the web administrator is able to assign all other web management roles.  For example, under the heading “Membership”, a list of all active members appears, with a check box next to each member.  The web administrator can designate one or more people to fill those roles.  The same is true under the headings “Visitation”, “TipMaster”, and “Scheduling”.  After the web administrator makes the appropriate selections, click the “Submit” button.

(Optional): the web administrator also has the ability to enter up to 10 categories in a “most wanted categories” list.  Depending on the design of a particular chapter’s website, this list will appear in the order entered by the web administrator.

(Optional): as an alternative to the previous ability to enter up to 10 categories in a “most wanted categories” list, the system can also be set up to show a scrolling list of available categories.  As members are added or removed, the available categories are modified.  If this system is implemented, the command “Click HERE to select which categories will appear in "Open Categories" scroll" will appear.  When this is clicked, the web administrator can do one of the following:

1. Remove all the categories from the current list of selections

2. Add the Top 50 categories to the current list of selections
3. Individually select categories for the scroll.  If this is selected, all categories recognized by the system will be shown, and the web administrator will be able to individually select which categories are scrolled.  Note that, should the need arise, there are commands under the Membership Functions to modify the list of recognized categories.
Optional: some chapters may be set up to allow an online form to enter the email contact information for the “contact us” page.  Those chapters will have a line “Click HERE to assign email addresses for contact page.” 

Membership Functions

This is typically the role of the membership chairperson, though anyone may be assigned this role by the web administrator.  These functions are also available to the web administrator.

1. Click HERE to add a new member.  This is the function by which all new member information is added.  Following are the fields of information:

a. Company name: this is the company name.  If there are any apostrophes in the name, they should not be used.  If the member is a sole practitioner without a company name, the member’s full name should be entered here.

b. Password: the system automatically assigns an initial password of “aaa” to each member.  This can be changed by an administrator or by the member.

c. Category: this is a drop-down list of all categories, sorted alphabetically.  Note that it does not take into account whether a category is filled.

d. Address Line 1, Address Line 2, City, State, Zipcode: none of these are required.

e. Either one or two persons can be associated with each member.  To be entered are the first name, last name, title (such as president, etc.), email address, phone number, and whether this person should be included on the list server.  Note that the first and last name should be entered, even if the person’s full name was used as the company name.  It is suggested that a standard format such as 111-222-3333 be used for all phone and fax numbers for the sake of consistency.

f. An alternate phone number (such as a toll-free number, for example); a fax number, cell phone number, and beeper can also be entered.

g. Website address: if there is no website, please do not enter anything.

h. Public description (optional): this information is shown to the general public on the members page.  It should be a brief description of your product or services.

i. Private description (optional): additional information you’d like to make available to other chapter members.

j. A good tip for my company is (optional): self-explanatory.  Appears in both the public and private areas.

2. Click HERE to inactivate an existing member or re-activate a former member.  When a new member is added, their status is “active” and they appear on all reports.  A member can be “inactivated.  They will no longer appear on reports, but will still be in the database and can be reactivated later.

3. Click HERE to edit an existing member; all the information can be changed for an existing member.  This can also be done by the individual member.

4. Click HERE to assign officers: for each of the offices, a drop-down list appears from which the membership administrator can select each officer.  In cases where there are multiple holders of an office (inspectors or members-at-large, for example), the office appears twice.  Note that no member can be assigned more than 3 offices.  Note also that this in no way affects web administration assignments, which must be performed by the web administrator.

5. Click HERE to select the Board of Directors: if desired, this can be used to indicate membership on the board.  A list of members is presented with a checkbox next to each.

6. Click HERE to add a new member to mentoring report: this is used for those companies who wish to track new members through the mentoring program.  This function adds a new member to the program.  The new member and mentor are identified via drop-downs.  There is also a place to indicate whether the networking seminar has been attended; the date on which the required letters are sent, and a flag to indicate whether the mentoring program has been completed.

7. Click HERE to view or edit the mentoring report: using this function, the membership chairman can view the progress of new members through the mentoring program, or update their progress report.

8. Click HERE to enter guests: this is the method for tracking guests at specific meetings.  The form requests a date, then presents input areas for up to 10 guests.  For each guest, the form presents a drop-down list of members to choose the member who brought the guest.  The following information is collected for each guest: guest name, company, category (a free form field in which anything can be entered; this does not have to be a true category name), phone, email address, and general comments.  The only required field is the member bringing the guest, since this information will be used in generating the “Guest Report” which all members can see.  However, a chapter may decide to track more specific information for each guest.  This information will show up in the “Guest Detail” report.

9. Click HERE to add a category: any category title may be added.  
10. Click HERE to edit or delete a category: this allows the categories to be renamed to something that might be more suitable to specific members; it also allows for the deletion of categories – for example, in the case where a member feels that an “available category” is too close to his/her own category, and does not wish it to appear in the list of available categories.

11. Click HERE to add a company logo: (optional) – company logos may be added.  To upload a logo, the membership chairperson will have to have the logo stored on a computer, and must know the height and width of the image in pixels.  It is very important that the logo not be too big, since it appears on the member list page and can easily distort the entire listing.  A good rule of thumb is to make the logo no wider than 150 pixels.  Only .jpg and .gif format images can be used.

12. Click HERE to add a company photo: (optional) – company photos may be added.  To upload a photo, the membership chairperson will have to have the photo stored on a computer, and must know the height and width of the image in pixels.  It is very important that the photo not be too big, since it appears on the member list page and can easily distort the entire listing.  A good rule of thumb is to make the photo no wider than 130 pixels.  Only .jpg and .gif format images can be used. 

Tipmaster Functions

The tipmaster administrator has control over the tips, attendance, guest, and revenue functions.

1. Click HERE to enter tips: the form presents a date, followed by input areas for approximately 30 tips.  For each tip, two drop-down lists of all active members are presented: one to enter the member receiving the tip, the other for the member receiving the tip.  Also, radio buttons are used to track whether a tip is inside, outside, or inter-chapter.  After entering as many tips as required, the tipmaster should press the “Submit” button to enter the data.  Please be sure that the date is correct before pressing Submit.

2. Click HERE to delete a tip: used to delete a specific tip, identified by company “from”, company “to”, date, and type of tip (inside, outside, inter-chapter).

3. Click HERE to edit tips for a particular day: user is first asked to enter a date.  Then all tips are shown for that date, including company “from”, company “to”, and type of tip (inside, outside, inter-chapter).  Any of the parameters for any of the tips can be changed.

4. Click HERE to edit tips for a range of dates: similar to above, except that a date range is entered.

5. Click HERE to edit tips for a particular member (given or received): user is asked to select a member from a drop-down list, and whether tips given or tips received are to be shown for that member.  A list of all tips given or received is shown, with the most recent tips at the start of the list.  Any information on any tip can be changed.

6. Click HERE to modify attendance report: for each month, the system maintains a cumulative attendance list for each member.  For every new month, all values are set to “0”.  To enter values for a given month, the tipmaster first selects a month and year to be updated.  A form is then presented which lists (in red) the following for each member: meetings attended, meetings excused, meetings absent, or on leave.  These are the current numbers for each member.  Next to each number is an input box, into which updated numbers can be entered.  These values are used in the “Attendance Report.”

7. Click HERE to enter guests: this is the same as described in the Membership Functions above.

8. Click HERE to view a report of individual revenues: (optional) chapters have the option of suppressing individual revenues from the “Tips and Revenue Report” which is available to all members.  In that case, this menu item shows the Tips and Revenue Report including individual revenues.

9. Click HERE to enter revenues: using this function the tipmaster can enter a group of up to 20 revenues at a time.  For each revenue, the tipmaster specificies the “from” company, the “to” company, amount, and month and year the revenue was received.  Note that all revenues are reported by month, not by specific date.

10. Click HERE to edit or delete a specific revenue entry: the specific revenue to be edited can be selected by either viewing all revenues, viewing all reviews with a specific “to” company, viewing all revenues with a specific “from” company, or viewing all revenues over a specific date range.  When the list of appropriate revenues is shown, clicking on the “EDIT” button will allow modification of any of the revenue parameters.

Visitation Functions

1. Click HERE to enter visitation assignments: at the top of this form is a checkbox which, if clicked, deletes all current information in the visitation database.  This is a handy method for cleaning out old data.  Next, the visitation administrator enters the date of the presentation.  Thereafter, a series of pairs of drop-down lists is presented, labeled “Visitor” and “Host”.  It is a simple matter to select the assignments for this date, after which the “Submit” button is pressed.

2. Click HERE to edit visitations for a specific date: this allows editing of visitations without having to re-enter all visitations for that date.

Calendar Maintenance

1. Click HERE to add an event or meeting to the calendar: at the top of this form is a checkbox which, if clicked, deletes all current information in the event database.  This is a handy method for cleaning out old data.  Next are a series of input areas into which a number of upcoming events can be entered.  For each event, a date is entered.  If the event is a meeting, the greeter, showboater, and speaker are selected from drop-down lists.  Note that each chapter has the option of specifying whether it has 1, 2, or 3 greeters, showboaters, and speakers per meeting.  An appropriate number of drop-downs is presented.  For each event there is also a general-purpose “notes” area into any individual comments can be entered (for example, for meetings the notations might be “fiver day” or “visitation presentations”, etc.)

2. Click HERE to edit or delete an event or meeting: a choice is first presented to choose an event date to be edited, or to erase all existing events.  If a specific date is selected, all existing information for that event can be modified.

Chapter Library

These functions are available to all members who are administrators of the website.  These functions allow documents to be uploaded to the library or deleted.

1. Click HERE to add a new document to the chapter library.

2. Click HERE to delete a document from the chapter library.
Note that there are some restrictions in the name of documents, since they must be able to be referenced via a valid URL.  These are outlined in the appropriate screens.  The best document types to be used are Microsoft Word .doc documents, as well as Adobe Acrobat .pdf documents.  These can be read by almost all users.

General Notes

1. All dates must be entered in a “MM/DD/YYYY” format.  Dates such as “1/1/05, 1/1/2005, and 12/31/2005 are all valid.”

2. All drop-down lists contain all active members.  For members, such as sole practitioners, without a company name, only the person’s name will be on the drop-down list.

3. For all entry forms involving dates, be sure that the dates are correct.  There are some cases (such as tips) where the dates cannot be changed.

4. Any number of people can be assigned to any of the administrative functions.

5. When dollar amounts are being entered, the field should contain only numbers and a decimal point.  The “$” sign should not be included.

6. For the sake of appearance, all phone/fax numbers should be in the same format, for example 123-456-7890 or (123) 459-7890.

Chapter Options

Each chapter has a number of options that can be selected to govern the operations of the system.  These options are emplaced when the system is initially set up for a chapter.  They can be changed by notifying the webmaster: jmikula@mgfx.com or 215-340-7692.

1. Individual member photographs can be included on the member list page.  They will appear on the left side of the report, alongside each member’s information.  There are several drawbacks to using this facility: 

a. Photos will have to be prepared in a standard size and uploaded to the computer using an online form

b. The photos will greatly increase the download time of the membership pages.  It is absolutely necessary that photographs be optimized for the web, otherwise the page will become unusably slow.

2. Company logos can be included for each member.  They will appear on the left side of the report, alongside each member’s information.  If a photo is included, they will appear below the photo.  The same cautions for photographs are in effect for logos.

3. There are three optional formats for the display of officers, chairpersons, and the board of directors at the top of the member listing:

a. Two side-by-side tables: on the left a two-column table entitled “Chapter Officers/Chairpersons”; on the right a “Board of Directors” table

b. Two side-by-side tables: on the left a two-column table entitled “Chapter Officers”; on the right a “Chairpersons” table.

c. A single table entitled “Board of Directors”, a two-column listing of all officers and chairpersons.

4. If desired, the web administrator can have a simple form to specify the email addresses on the public contact page.  This requires changes to the contact page to allow database interaction.

5. On the “Tips/Revenue Report” which is viewable by all members, a chapter may choose to suppress the revenue information.  (In this case, the tipmaster administrator can view all revenue information).

6. A chapter may elect to have a guest count included with the tip count on the “Tips/Revenue Report”.  This simply adds a “guests” column to each member.

7. In the member report, a chapter may choose to have members listed alphabetically by company name, category, or person’s last name.

8. On the bottom of the Tips/Revenue Report, a compilation of the top tippers and lowest tippers is shown.  A chapter may decide on the number shown (for example, 5 top tippers, 10 top tippers, etc.)  A chapter may also decide to suppress this part of the report.

9. There are two formats for the display of member names on reports and input forms.

a. Acme Manufacturing – John Smith, alphabetical by company name

b. Smith, John – Acme Manufacturing, alphabetical by individual’s last name

