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Coordinators’ Website Data Entry Purpose

Allow the Coordinators to enter their information directly into MCPP/G’s database. This process will also allow the Coordinators to update or change information when the data is collected.  Having the Coordinators enter the information directly will prevent typing issues between paper and computer.

Accessing the Website
You can access the Coordinators using two options
· Directly

· http://mcppg.org/account_manager
· From the MCPP/G website

· http://www.mcppg.org 

· Under “Next Meeting -> Topic”, select the link

How to Login In

On the “Account Login” screen, the requested data below

· School Name
· Click on the drop down link and select your school

· Year
· Enter 2008

· Password
· Enter the Password you received

· Login
· Click this button to login

· Help Completing Data

· Click this link to receive Login Instructions and assistance with completing the Coordinators’ data

· Need additional Help

· Contact MCPP/G IT Coordinator using the mail link below
MCPP/G Coordinators’ Account Login screenshot
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More Information

Contact the IT Coordinator at jtcoordinator@meppa.ora.
Site maintained by Arcane Studios LLL.C.





Coordinators’ Manage Screen
Once logged in, the “Manage” screen will be displayed.
· View & Edit Account Information

· Click this link to update your school Post Prom details

· Change Password

· Change you initial password immediately

· Export Data to Excel

· Currently allows you to export your entered data into an Excel spreadsheet

· Click on the link will prompt your to “Open” or “Save” the Excel spreadsheet
· Help Completing Data

· Click this link to receive Login Instructions and assistance with completing the Coordinators’ data

· Sent MCPPG a message

· This option is coming soon
· Need additional Help

· Contact MCPP/G IT Coordinator using the mail link below
Manage screenshot
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More Information
Contact the IT Coordinator at itzoordinator@meppa.ora.
Site maintained by Arcane Studios L.






Change Password

Change your password immediately by clicking on the “Change Password” link on the “Manage” screen.
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On the “Change Password” screen, follow the prompts to set a new password.  

· Old Password
· Enter the password that you used to log into the Coordinators’ website

· New Password

· Please make this password complicated.

· Guidelines

· 8 – 12 characters

· Must have at least one of each of these characters types
· an upper case

· a lower case

· a number

· a special character

· Confirm New Password

· Re-enter the “New Password” you typed above

· Save

· If the password change is successful, you will automatically be directed back to the “Manage” screen

· You will receive an error message if one of the following occurs:

· You entered and invalid “Old Password”

· The “New Password” and the “Confirm New Password” are not the same

Change Password screenshot
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View & Edit Account Information
The option to enter or change the school information is the “View & Edit Account Information” link on the “Manage” screen.
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Clicking this link will take display the “Edit Account” screen.

Edit Account
The “Edit Account” screen contains all of the data required for this season After Prom.

At any time during the year you can enter or change your data.

The screen on the next page is broken down into several sections

· Help Completing Data

· This is the help document

· General Information 

· Primary Coordinator

· At least one is required.

· The following data is required for the Primary Coordinator
· Name

· Mail Address

· Home or Cell number

· Secondary Coordinator

· Optional
· The following data is required if a Secondary Coordinator is added

· Name

· E-Mail address

· Home or Cell number

· Prom

· The date, time, and location related to the Prom 
· After Prom

· The date, time, and location of the After Prom
· This data is required

· After Prom Review

· This data will be required by June.
· This data will give us information on your After Prom attendance and other information where we can collect statistics.

· Releasing Information

· Media at times request to receive information related to our Prom Dates and Coordinators.

· Please read this section and select the media type you would prefer
· If you do not select a media type, MCPP/G will not give you Prom Dates nor Coordinators information to any media.

· Time Stamps

· Can not be modified by the Coordinator.

· This keep track of the time the account was created and when it was last modified

· Save

· Save any changes made to the data

The “Edit Account” screen printout is below.

Edit Account screenshot
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October 31, 2008 Data Required
The requested information on this website is the same information required in the Fall Registration form.  To view the entire Fall Registration form, click here.
This data will be updated by clicking on the “View & Edit Account Information” on the “Edit Account” screen.

Data required by 10/31/2008
· General Information

· Principle Name

· Primary Coordinator (required)

· Name

· E-mail address

· Home Telephone and/or Cell numbers

· Mailing Address (street, city, state, zip)

· Secondary Coordinator (optional)

· Name

· E-mail address

· Home Telephone and/or Cell numbers

· Mailing Address (street, city, state, zip)

· Prom
· Date

You can enter all of the information if you know the data.  However, the above is required by 10/31/2008.

October 31, 2008 Required Data screenshot
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January 31, 2009 Data Required
The requested information on this website is the same information required in the Event form.  To view the entire Event form, click here.

Data required by 1/31/2009

· General Information

· Seniors Total

· Federal Tax ID

· Prom

· Date

· Start/End Times

· Location of Prom

· Mailing Address (street, city, state, zip)

· Prom Type

· After Prom

· Date

· Start/End Times

· Location of After Prom

· Mailing Address (street, city, state, zip)

January 31, 2009 Required Data screenshot
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Media Information
Occasionally MCPP/G has an opportunity to receive press coverage or field inquiries about specific school events. Often the information sought by the media includes dates of events and contact information. A reporter may ask to speak with a coordinator about their event. Please indicate your preferences as to how we should handle this situation with regard to your event.
On the “Edit Account” screen, under the “Release Information” section, if we can release information to the Media, please check which option applies for your school.

Media Information screenshot
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Questions / Issues / Comments

If you have any questions or issues with entering your data, please contact Janet Clifton at 301/840-2985 or at itcoordinator@mcppg.org. 
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