Modification Instructions for the

Beta Gamma Sigma Online Ordering System (OOS)

· Begin by going to https://www.bgschapterservices.org
· You will now be taken to a Chapter Homepage where you will find:

· Brief instruction on how to use the site

· Clickable navigation links to take you where you need to go

· BGS Contact information for any questions

· Either click the ‘Manage Induction Ceremony’ tab at the top, or the navigational link on the homepage

· For Adding a New Induction Ceremony

· First, please make sure that the date has not already been added by checking the list of dates to the right  (if the date is already in the system, please skip to the Editing an Existing Induction Ceremony section below)
· Click the ‘Add New Ceremony’ button and the ‘Manage Ceremony Settings and Members’ section will appear below
· Select the date of your ceremony utilizing the Calendar tool provided
· Once you have selected the correct date for your ceremony, please select the proper shipping address for ceremony materials to be delivered
· Click the ‘Save Ceremony’ button
· For Editing an Existing Induction Ceremony

· First, make sure that the date has already been added to the system by checking the list of dates to the right (if the date does not appear, please refer to the ‘Adding a New Induction Ceremony’ section above)
· Find your induction ceremony to the right of the screen and select the ‘Edit’ button to the left of that date

· Any information already added for this date will appear below, including all Eligible, Paid, and Reconciled Members

· Adding New Members

· Once you have created a new ceremony, or chosen to edit an existing ceremony, the section entitled ‘Add New Members’ will appear

· There is an option, Option 1 (default), to enter the members one at a time as before

· Additionally, there is an Option 2, to upload members, which can be selected by checking the box next to ‘Show Option 2: Upload list of new members’

· When this option is selected, you will notice a gray back-grounded section appear

· For uploading new members, please see the next red-bulleted section

· Uploading New Members

· Creating your list of new members

· To allow for every user to be able to upload a list of names, we used the Comma Delimited File format or ‘.csv’ file.

· Additionally, in order for the induction type, i.e. Senior, Junior, Master, to be consistent with Beta Gamma Sigma’s internal coding, you will have to create a separate list and .csv file for each type

· To create your list, use Microsoft Excel or similar program to create the original list.  Your columns should be in the following format:

· Any additional columns of information will cause your list not to upload properly

· Once you have all the names in your spreadsheet that you would like to upload, you will go to File (  Save As (  Change the Save as File Type to CSV (Comma delimited) (  Name your file and select the location of the file (  Save
· Then be sure to close the file before attempting to upload to the site

· Uploading the List

· Under the ‘Add New Members’ section, make sure that Option 2 has been checked

· In the ‘Select an Induction Type’ dropdown box, choose whether you are uploading Juniors, Seniors, Masters, etc

· Click the ‘Browse’ button next to the ‘Select a CSV file to upload’ field

· Navigate to where you have saved your CSV file and select ‘Open’

· If for any reason you have selected the wrong file, you can click the ‘Clear’ button and start over

· Once you have confirmed that you have the correct list for upload, click the ‘Load Member List’

· You will see some activity on the screen as it goes through and processes the file, looking for errors and verifying the data

· Your data will then appear below in a table format for you to review and verify that the information is correct.  If the information is correct, click the ‘Commit Upload’ button at the bottom

· Your student’s information will now be displayed in a similar format as before listing ‘Un-Paid Potential Members’, ‘Paid Members’, and ‘Reconciled Members’

· Sorting and Filtering the List of Names

· Once you have either uploaded your list of students or entered them one by one, you now have the ability to sort the list by any of the four fields of information that you originally supplied.  

· To do this, simply click the title of the column once to sort it A( Z, or click again to sort Z ( A

· Depending on the size of your list, you may want to use the Filter function as a way to find a specific student

· At the top of every group is a [image: image1.png]


 Filter List option.  If you click this button you will notice a field appear below the each header allowing you to enter your search criteria

· Once you have entered your criteria, click the [image: image2.png]


 and a dropdown will appear giving you several options

· In order to turn off the filter and display all the information, simply delete anything inside the filter field and then click the [image: image3.png]


 Filter List button again

· These functions are available for all of the groups including Unpaid, Paid and Reconciled Members

· Exporting Your List of Names

· You now have the ability to export any of the three lists using 1 of 4 different file formats:  Excel Spreadsheet, Word Document, PDF Document, or CSV file

· You are also now given the opportunity to Edit information for both an Unpaid and Paid Member

· This works just as it did before; simply click the ‘Edit’ button at the end of the record that you would like to change and the student’s name will appear above in the ‘Add New Member’, Option 1 section.

· Once the information has been changed or updated, simply click the ‘Save Member’ button the student’s information will return to where it was originally listed

· Credit Card Processing for Supply Orders

· We have built in the ability for each chapter to pay for their supply orders when they are ordered via credit card

· For chapters that choose not to utilize this payment process, normal billing procedures will apply

· You will go through the process of ordering your supplies as before, selecting what you need and then clicking the ‘Save and Send Supply Order’ button at the bottom

· Immediately following will be a Confirmation page that your order has been placed, but also gives you the opportunity to pay for your supplies via credit card online by clicking the ‘Submit Payment Online’ button

· You will then be taken to a page that will ask you for your billing information including credit card number, expiration, and security code

· Upon successful completion of this page, click the ‘Submit Payment’ button at the bottom of the page

· You will then be given a confirmation screen stating that your payment has been accepted and that email notification will be sent to your email address with the payment approval code[image: image4.png]
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