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drupal.askit.com.hk

User login Access denied
You are not authorized to access this page.
Username:
Password: | @4 Drupal |

Reqguest new password

Navigation
CiviContribute
CiviMember
CiviEvent
CiviReport
CiviMail
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LIEIF%JW@H F:‘TJE" B #5001 Administer=User Managemet=Permission |5
BT ) -

Operating in off-line made.
admin o _ _

o Permissions let you control what users can do on your site. Each user role (defined on
CIVICRM its own set of permissions. For example, you could give users classified as "Administraf
CiviContribute "administer nodes” but deny this power to ordinary, "authenticated” users. You can us
CiviMember new features to privileged users (those with subscriptions, for example). Permissions
Givievent to share the administrative burden of running a busy site.

Rk Permission anonymous user authenticated user
CiviMail
block module
My account
oot Conbont administer blocks F B
Recent pasts use PHP for block visibility F] dl
Administer
Content management blog module
Site building create blog entries [F ¥
Site configuration =, = e ol
"Jr{t '@BPLE[ "ﬂyF%UKL_ O ]
User management _ o 0 0
Access rules ;
— edit any blog entry ] .|
Roles edit own blog entries ] ¥
User settings
book module
Users
apits access printer-friendly version il ¥
Help add content to books O E
Log out administer book outlines Ll L

TE
& T1ﬁl&fu\El ﬁ’[?#l* & IFTJ H@'F"Jj [fl [ %jﬁ—k C“"CRMquEﬂ[PUI)

s
@-¢ drupal.askit.com.hk

Search this site:
| |[[Search | s this course good?
Wed, 10/28/2009 - 22:37 — admin
admin O ves
o civicem | i
CiviContribute

CiviMember
CiviEvent
CiviRepaort

Add new comment

P
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Fﬁﬁﬁ enquiry@crm.com

T ™ B IR T

Contributions

WA
[

! Manage Groups

|- create new - v|
Hew Tag

New Individual

First Name:

Last Name: H

| | CiviCRM ID: 1

Email:
| | Fowered B
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New Individual

(=)

[Save] [ SaveandNew |

[ Cancel |

= Gontact Details

FIellx FIrsL Ndine

Expand all tabs

MHULeE Ndire LdsL Ndrne DIA

v B X~ | | | [Zx ln
Current Employer g Job title Mick Name N~
| Al | fit

©,

Email E On Hold? Bulk Mailings?
| [Home® O O
Phone add
| ||H|:|me V| |Ph|:|ne V|
Instant Messenger add
| ||Hume V| |Yahuu V|
Open ID add
| [Home ¥
Website Source External Id

|

Check for Matching Contact({s)

J

S
» Address

»  Gommunication Preferences

€

| v

S

HEFETE YR
SE e Y[IE | %

FITI - TR gy
2

S

i

J[147 Bf] Communication Preferences (ﬁ%‘]'-‘*

Address ~ Communication Preferences = ([ @) »

I=%

“F’?%ILJ?H*I Y[IFE E{Mr., Mrs. 3)

S By R
g e R R A

e ed
NE

'ﬁ

[ e

* Communication Preferences

Email Greeting

Postal Greeting addressee

| Dear {contact.first_nam V|

| Dear {contact.first_nam V| |{cnnta|:t.individual_prel V|

Privacy

[Joao nat phone

oo not email

oo not mail

oo not sms

oo not trade

[ MO BULK EMAILS {User Opt Out)

b MNotes

Preferred Method(s)

Iprhaone
[JEmail
rastal mail
Osms
CFax

Email Format
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@ Your Individual contact record has been saved.

Summary | Contributions (0) Pledges (0) Memberships (0) Ewvents (0) Activities (0) Cases (0)

Grants (0) Relationships (0)} Groups (0) fMotes (0) Tags (0) Change Log (1)

- new activ/ \ - »| Go to: [ Dashboard [ =

A Edit | % Delete |

Privacy Gender

Preferred Date of

Method(s) birth

Email Both Age

Format

Email Dear & Addressee  BE X3
Greeting

Postal Dear B

Greeting

qﬁlﬂ
2.3) —\-"ﬂiﬁu
SRR RS AT W D) LR RS I R ST
FT%}@ﬁ SSRGS T S
PRI A QORI T ERRAR T RAE N R - DU T e

:
IR Add to a group [l I ﬁ‘“i?’ B RIENES| “ﬁ A MR '5*' B (Add)ﬁﬁ,ﬁ JfﬁE“”([ﬁ‘

S S ) WA O R D TR - RS
AR 5 -
& B AT =)

@ Your Individual contact record has been saved.

Summary Contributions (D) Pledges (0) Memberships (0) Events (0) Activities (0) Cases (0)

Grants (0)  Relationships (0) | Groups (0) | Notes (D) Taags (0) Change Log (1)

@ This contact does not currently belong to any groups.

Add to a group * |- select group - ¥

Administrators

EH

ﬁl"u
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o PR WA S R o [T AR RS IR (Search) . S AR 1o SISV ERE o
Search |[[Find Contacts\(ﬁ%ﬂﬂ K F{Iﬁ&‘ﬂ?ﬁﬁ‘ﬂ FEER A IName or Email }?h%@ﬂl(ﬂ%ﬂ{ Sk ﬁE?J‘“ Fifr
HERIPET L e T S ] A
Home Search... Contacts Contribution
Help Find Contacts
Find Contacts - Advanced Search

7
@e¢ drupal.as rutex searcn

Search Builder

Find Cases

Find Contributions
A | | Find Mailings
Find Members

Find Participants
|- create new - v Find Pledges

Custom Searches...

i
Find Contacts (=]

Mame or Email I5... in with
| |—an1.r contact type - V| |—anygruup— V| |—am.rtag—

[€]>

|

[

-
- = T R ﬁ

Find Contacts L
MName or Email is... in with u
3 | [ amrcontarct funa -l [ - anr aroon - @l - anar tan - b
< l >

1 Result Mame or Email LIKE - ‘B’ » Advanced Search
Select Records: (3 The found record » Search Bu“deé
|— more actions - v|
EDDEEDDEDDDDDDDDDDD
|:| MName Address City  State Fostal Country Email FPhone Action

o & =’ View | Edit | wiore

E
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Advanced Search (]

Search Criteria

E'Id... | | Search Views |

Complete OR partial Contact Name. | - default view - +

e T

Find Contacts — Advanced Search

Complete OR partial Email Address.
i i S R CcMs User? O Yes
O Mo unselect
oes the contact have a

Drupal Account?

Contact Type  Group(s) Tag(s)
(s) [Jadministrators ] Company 5
Cindividual O=s [l Government Entity
|:|H0use_hcu|d_ [IMajor Donor
] organization ClMon-profit =
|0 P ey ¥
Privacy Preferred Communication Method
[J oo not phone [JDo not email []Do not mail [J0o not sms  [JPhone [JEmail []Postal
Do not trade [Jinclude contacts who have these privacy  Mail [Jsms [JFax
option{s).
Contact |
Source
* Address Fields
Location Types Street Address
Oleiling CJHome [main [Jother [Jwork |
Location search uses the PRIMARY location for each contact by default. City
Tao search by specific location types (e.0. Home, Warlk...), check one or more boxes above. |
o State / Province
Zip / Postal Code Postal Code Range
| OR  From | |To | ; select -
'Ajman
13 Montagnes
A'ali an Nil
Waorld Region A‘ana
|— any region - v Aargau
Y I'eg Aberdeen City
Country Aberdeenshire
| - select - v | Abia
< | >

ZE
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2.6) &7 Tk b EvR
[ F Rt SR SRS SR ) CSV Format™d M\F,ru [1] CRM <=3 1|

B ORI RV # -
o P - 5

s T SRR [
Home Search... _ Contnibutions

Help New Individual

New Household
'al .aSKit.con New Organization
New Activity
New Email

B Import Activities

m New Group
| Manage Groups

New Tag
Manage Tags (Categornies)

l—{ [J“l
)RR FITE fgr@ﬁ%ﬁ A B OYrE R Y @ VR BT ESRIACR -
i) G - ’m%“ﬁﬂmﬁ®%ﬁ
crm_customerlist.csv 35 i fifi %
SRERIEE @ ﬁlfl%gi (Import Options) » sy * — {[i % * AUer] ¢ 2 & Individual -

Choaose file

| »1. Choose Data Source | 2. Match Fields | | 3. Preview 1 4. Summary
Lock in: |[B3 Deskico
Choose Data Source (step 1 of 4) .:, B
The Import Wizard allows you to easily import contact records from other applications My H.ecam %C‘B Agenda.doc
C03AL.doc

can ‘import’ Dacuments

@ &
” {_J:nuzs docx

Excel®, and you want to start using CiviCRM to store these contacts, v

Choose Data Source Deskiop 1] £0 14 4(ecitad by Comeman).dacs
Data Source * | Comma-Separated Values (C5V) ¥ . @Enn.-,m
7] ..—-‘? Eﬂl—ﬂjl Lesson 3.docx
My D ?mmm.mt
3] H0 15200t ppt
- - £
Upload CSV File g! 'ﬁjmm&;fms'f =
ieam Fee ook
import Data e * [ o | Mo
File format must be comma-separabed-valy {1, File i, ﬁd‘ Microsoft Office Excel 2007
Maximum Upload File Size: 2 MB i [
My Matwork File name- o _customesdist

[ First row contains column headers

Chadk this box if the first row of your file consists of field fa Flaces
Files of type .|.5\!I Fles .7}

Impaort Cptions
Contact Type (@ Individual O Household O Organization

For Duplicate Contacts @ skip O update OFill O'No Duplicate Checking

Date Format & yyyy-mm-dd OR yyyymmdd {1998-12-25 OR 19981225) OR
O mm/dd/yy OR mm-dd-yy {(12/25/08 OR 12-25-98) OR (9/1/08 OR 9-1-08)
O mmyfdd/yyyy OR mm-dd-yyyy (12/25/1998 OR 12-25-1998) DR (9/1/2008 OR 9-1-2008)

O Month dd, yyyy (December 12, 1998)
O dd-mon-yy OR dd/mm/yy (25-Dec-98 OR 25/12/98)
O dd/mm/yyyy (25/12/1998) OR (1/9/2008)

%[—{ i

' CSV Format FLaE SRS ﬂﬁﬂ@[}j/ﬂ Li B #EEE?[;EJF‘*“ (CSV = Hi L Comma-Separated Values)
HPAEERTE | G g

2008-9-1 OR 20080901)

F1 10/ 26



:

>

SK

i

ITLTD

oo ORI < RS RVR AR S

Import Contacts (i

V1. Choose Data Source ‘ ‘ »2, Match Fields | ‘3. Preview ‘ 4, Summary |

Match Fields (step 2 of 4)

Review the values shown below from the first 2 rows of your import file and select the matching CiviCRM
database fields from the drop-down lists in the right-hand column. Select '- do not import - for any columns in
the import file that you want ignored.

If vou think you may be importing additional data from the same data source, check 'Save this field mapping' at
the bottom of the page before continuing. The saved mapping can then be easily reused the next time data is
imported.

Column Import Data (row Import Data {row | Matching CiviCRM Field
Mames 1) 2)

First Chan Lee |First Name "l

Mame

Last Tai Man Siu Man ||_35t Name vl

MName

Email tmchan@crm.com smlee@crm.com | Email w || Home +
Contact 23456780 23456781 | - do not import - Vl

Phone

O save this field mapping

[ <<Previous | I Continue > I [ Cancel |
ﬁl—{ -1

Preview (step 3 of 4)

The information below previews the results of importing vour data in CiviCRM. Review the
they represent your expected results.

Click 'Tmport Now' if vou are ready to proceed.

Windows Internet Explorer E'

Importing records...

3/ Are you sure you want to Impart now?

Total Rows 3 Total number of rows in the im

[ Ok ] [ Cancel

walid Rows 3 | Total rows to be imported.

Column Names | Import Data (row 1) | Import Data (row 2) | Matching CiviCRM Field
First Name Chan Lee First Name
Last Mame Tai Man Siu Man Last Name
Email tmchan@crm.com smles@crm.com Home -Email
Contact PFhone 23456780 23456781 - do not import -

» Add imported records to a new group
= Add imported records to existing group(s)
= Create a new tag and assign it to imported records

» Tag imported records

<< Previous | | [ Import Now >> |

ok

ATRLEE | S 4
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$-/Contacts=>»New Organlzatlon

Ly

il
.*_. r

FHFSIRCE o pE= (SR T
SRR

=%

_ ] Contributions
New Individual
New Household

N New Email

Import Contacts

B Import Activities
=g
m New Group

: Manage Groups
|- create new - V|

MNew Tag

Manage Tags (Categories)

hlﬂlﬁ]’ inr"\ lif‘ll I’JI

ﬁl—{ I®
iy BRI A P A R AR - e [ gk

New Organization

[Save) [ SaveandMew | [ Cancel |

ntact Details

2. R

Crganization Mame Legal HNarme Mick Mame SIC Code
== | | | | | |

Ernail  add R YR On Hold?  Bulk Mailings?

mail  a 1. ﬁ,ﬂﬁlj £L¢ _E‘)?’*l[ ﬂn o u ailings

| | Home v O O

Phone add

| [riome ] [Phane %

Instant Messenger add

|  iorne 9] [¥ahoo

Open ID  add
| [Home ¥
Website Source External Id
| | | | |
| Check for Matching Contact(s) |
» o Address

ﬁl—{ Ju

PRI | JEEG 4% Fl 12/ 26
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@ Your Organization contact record has been saved.

Summary | Contributions (0)  Pledges (0) Memberships (0)  Events (0)  Activibies (D)  Cases (0)

Grants (0) Relationships (0) Groups (0) MNotes (0)  Tags (0)  Change Log (1)

J Edit | 4 Delete |[-new activity - ¥| Go to: CE

Privacy

Preferred
Method(s)

Email Both
Format

Addressee {EHET

A=
3 FUPA R
WETRIER 2 S EE IR o S R
o gu@gﬂ/m[[pu o e BB A AL R flﬂ'ﬁhg
3.1 fETJ['%‘ﬁ F‘%

”‘%

By frel&_of_Relationship_display =true&gfiey =68300cdf530bf4de | || X%

th - B
Contributions Events Mailings _ Repo

Dashboard

Find Members

Import Members

w:_{_
£ FTI PRPIC ) SR T IRV -

67} Select ContactGE 15 Faae * )Hlﬁ?“ r@J  EREEIE IS TR T REpIRE T &
piffs ’ﬁ*if”flm %Fr Ei ) - e s

A% R E’E‘ﬂﬁ?@?’@"“ (BB jm‘n °
OF/SEAUT EIEISWAF pt p FIEH(Join Date) B F‘E '10] Start Date i i [ 3] End Date -

AR | EEG % F113/26
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New Member L;IJ

[Save] [ SaveandMew | [ Cancel |

MNew Membership

G) Select Contact [ﬁj{i @ T |- create new contact - V| @ &

Membership | - select - |+ || - select -
Organization and Select Membership Organization and then Membership Type.
Type

Source | |
Source of this membership. This value is searchable.

5 —
5 Join Date |0|:t vl 30 v|| 2009 v| EE
When did this contact first become a member?
Start Date |—munth— v||—day— v||—year— 3 =

First day of current continuous membership pericd. Start Date will be automatically set
based on Membership Type if you don't select a date.

End Date | -month- || -day- ¥||-year- "|ﬁh

Latest membership period expiration date. End Date will be automatically set based on

Membership Type if you don't select a date.

Status Overnde? [

Record Membership F
Payment? Check this box to enter or update payment information. You will also be able to generate
a customized receipt.

& |

[save] [ SaveandMew | [ Cancel |

ﬁ[: 4=
3.2) FHA O EI ]
YR~ [ﬁ*ﬁ Fﬁ%ﬁﬁ?ﬂﬂ CHE] IAdminister=»{CiviMember=»Membership Types|(q§ﬂ': 4 =)
[ Membership Status Rules FI[[}:L7|f#r=1 g = Flfjﬁ EYFEHEN] -

Other Administer

Membership Types

Membership Status Rul

PRI | JEEG 4% Fl 14/ 26
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Membership Types =

Membership types are used to categorize memberships. You can define an unlimited number of types. Each
type incorporates a ‘'name’ (Gold Member, Honor Saciety Member...), a description, a minimum fee (can be $0),
and a duration (can be 'lifetime'). Each member type is specifically linked to the membership entity
{organization) - e.g. Bay Area Chapter. (learn more...])

Membership Period Fiked Minimum Duration Relationship Wisibility Order Enabled?
Start Fee Type
Senior rolling 10.00 1 yvear Public !} £  Yes Edit | Disable | Delete
Student rolling 20.00 1 wvear Fublic ; ﬁ !} +  Yes Edit | Disable | Delete
TiEES rolling 0.00 2 year Supervised  Public % ir L & ves Edit | Disable | Delete
by -

salon rolling 180.00 1 yvear Public ; ﬁ- Yes Edit | Disable | Delete
customer

= Mew Membership Type Access Keys:

A= o P
T 5 ORI IS BT < A

FEAY T
@ ] ’E‘F l?i“\ Search » ¢RI A 7 (B)Elfr B H—“lfli_?&{ 7S EI\JF"T’:E‘;PE&F
ﬁﬂﬁui%i T EI TR Fﬁ},}%jﬂ): E‘i%i TEIFRPVIAL > = o) &~ B~ [T 37
—i_ g F SN HALE *Uy AN I?E I (Period Type) : Penod ype £ rolling Eﬂj F‘l it Fﬁii"“ i
Ki eriod Type £% fixed Eﬂf YRR R P T S

Membership Types

o

New Membership Tyvpe

MName * | | @

e.g. 'Student’, 'Senior’, 'Honor Society'...

Description | |

Description of this membership type for display on signup forms. May include
eligibility, benefits, terms, etc.

Membership Organizatinr! | | @

Members assigned this membership type belong to which organization (e.g. this is for
membership in 'Save the Whales - Morthwest Chapter'). NOTE: This
organization/group/chapter must exist as a CiviCRM Organization type contact.

/3\
Minimum Fee HK$ I:I U

Minimum fee required for this membership type. For free/complimentary membersips
- =2t minimum fee to zero (0).

Contribution Type * | - select - Vl

Select the contribution type assigned to fees for this membership type (for examplg
'Membership Fees'). This is required for all membership types - including free or
complimentary memberships.

Duration * | | |- select - V|

Duration of this membership (e.g. 30 days, 2 months, 5 years, 1 lifetime)

Select 'rolling’ if membership periods begin at date of signup. Select fixed' if
membership periods begin on a set calendar date.

Relationship Type |- select - M

= 2 )

PRI | JEEG 4% F1 15/ 26



HKCSS-HSBC

Social Enterprise
Business Centre
HLIG - BERE A R B LD

ASK IT LTD

EEE S iSRS

ol |

. BRI

Hite SHEEEEE R ERE A DR EE L THR. TRIERT RIS, s R R R,

B2k 7 ik Ei% ETE =5
@ R ecrix
[ & H_. Fullness info@fullness.org.hk 91893333
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Import Members (=

‘ »1, Upload Data ‘ ‘2.Match Fields ‘ ‘S.F’reu—iew | |¢.Summar'_f

Upload Data (step 1 of 4)

The Membership Import Wizard allows you to easily upload memberships from other applications into CiviCRM.

Files to be imported must be in the 'comma-separated-values' format (CSV) and must contain data needed to
match the membership data to an existing contact in yvour CiviCRM database.

Import Data File = | |(Browse... )

File format must be comma-separated-values (CSV).

Maximum Upload File Size: 2 MB

(1 First row contains column headers

Check this box if the first row of your file consists of field names (Example: 'Contact ID',
"Amount’).

Contact Type & Individual O Household O Organization
Select 'Individual’ if you are importing memberships for individual persons. Select

'Organization’ or 'Household' if vou are importing memberships made by contacts of that
type.

Impart made (& Insert new Membership O Update existing Membership

Date Format & yyyy-mm-dd OR yyyymmdd (1998-12-25 OR 19981225) OR (2008-9-1 OR
20080901)

O mm/dd/yy OR mm-dd-yy (12/25/98 OR 12-25-98) OR (9/1/08 OR 9-1-08)

O mm/dd/yyyy OR mm-dd-yyyy (12/25/1998 OR 12-25-1998) OR (9/1/2008 OR
9-1-2008)

O Month dd, yyyy (December 12, 1998)
& dd-mon-yy OR dd/mm/yy (25-Dec-98 OR 25/12,/98)
O dd/mm/yyyy (25/12/1998) OR (1/9/2008)

TR
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Find Contacts

L'l
. . . . -~
Name or Email [ in with =
rﬁ' | |— anv rnntact buno - ul | — AW AEAn - ul |—=n\r tan - :
4

#

1 Result Name or Email LIKE - &’

Select Records: &) The found record

» Advanced Search
» Search Builder

Em

| - more actions -

v (6]

DDDDDDDDDDDDDDDDDDDDDDD

[F] Mame

Address City

State

Fostal Country Email Fhaone Action

0 & »=m

View | Edit | mare

} uﬁ%\l“ﬂ ATl

T

PR 8 ORI R

7
r

=Y £ & EFﬂI
“ ﬁr}—l’tu/ﬁ;ﬁ}‘%&[[ﬂg[ ER_EE,FIEIOE[MJ‘{‘ S, R f?“‘%'?%—kd/ﬁ;ﬁk L Tﬁirﬁﬁ’

Add One [ #7i 7~ (A (R AZFR-)

FF

@ Mr 77 %

@ Selected Relationship has been Deleted Successfuly.

Summary Contributions (0)  Pledges (0) Memberships (0) Events (0)  Activities {(0)

Grants (0) | Relationships (0) | Groups (0) MNotes (0) Tags (0) Change Log (1)

= Mew Relationship

Cases (0)

@ There are no Relationships entered for this contact. You can

W— qHr

T INew Relatlonshlp‘(ﬁg?fe.llaﬁf."?}igl[ijj)f_,plla A

li@ﬂ uﬁrﬂj

S| RPN EE A

o T PR ST Y

r;f- I/S(HFJF g%ﬁ l;.—;lel%E:[é

%Mrw,g [

New Relationship

and clicking 'Search'.

Select the relaticnship type. Then locate target contact(s) for this relationship by entering a complete or partial name

Relationship Type * |ﬁj§

|

Find Target Contact |

&

[ Search | [ Cancel |

ATRLEE | S 4
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Mew Relationship

Select the relationship type. Then locate target contact(s) for this relationship by entering a complete or partial name
and clicking 'Search’'.

Relationship Type * |§j§ v|

Find Target Contact | |

[ Search Again | | Cancel ]

Mark Target Contact(s) for this Relationship

Mark: the target contact(s] for this relationship if it appears below. Othervise you may meadify the search name
above and click Search again.

Mame City State Email Fhone

O 8 ecrix
FI i Fullne=s info@fullness.org.hk 51893333
O & messmad
O 8 ksar

Stert pate |—munth— V||—da1.r— V||—1.rear— V|E

Frd Date |—munth— V||—dav— VH—vear- V|ﬁ
If this relationship has start and/or end dates, specify them here.
Drescription |
Motes [ I

TE

3.5) Il (RRIR PR
e Eu'ffc'frffrzw Tl i 2
_ EI\JE'I [l

Other Administe

Administra

rManage

Option Lists activity Types

Relationship Types

PRI | JEEG 4% F1 18 /26
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Relationship A to B Relationship B to A Contact Type & Contact Type B

Emplovee of Employer of Individual QOrganization View | Edit
Yolunteer for YVolunteer is Individual Organization View | Edit | » more
Head of Household for Head of Household is Individual Househaold View | Edit
Household Member of Household Member is Individual Househaold View | Edit
Supervised by SUpEervisor Individual Individual View | Edit | » more
B =] HERE Individual Organization View | Edit | » more

= MNew Relationship Type

[= -{ N
PriETRE (A Jlﬂf E‘fi&ﬁ B A qﬁ?ﬁ;?gg Tﬁ’?‘q % A?Jﬁ%f{'
ﬁgﬁ"f‘ i}g N 2 [~L—=4E< ’?%iﬂ\ygﬁ,’;mjé ~ A RL- lﬁé‘[ e IB\ £
ﬁﬁ'—f @@ [—Iﬂ ,J:E\]jp? J‘F;,[“l‘i B §§ AS ,-,“\r"ﬁyﬁyli;&)’%iA F[\j[ J:glyj
it @2 Individual : lﬂrﬁk Ai_gf;{gl}ﬂxj‘éﬁi;ﬁn
fifd+ ®3F Organization © 35 0% B RLI B €35 (B 5004

Relationship Types

to track. Once a relationship type is created, you may also define custom fields to extend relationship
information for that type from Administer CiviCRM = Custom Data.

MNew Relationship Type
Relationship Label-& to B E.ﬁ

Contact B.

Relationship Label-B to & m

directions (e.g. Spouse).

Contact Type A | Individual b

Contact Type B | Organization b

Description | Individual
Household
Organization
v

Enabled?

[Save] [ Cancel |

Relationship types describe relationships between people, households and organizations. Relationship types

labels describe the relationship from the perspective of each of the two entities (e.g. Parent <-= Child,
Employer «<-> Employee). For some types of relationships, the labels may be the same in both directions {e.q.
Spouse =-> Spouse). (learn more...)

You can define as many additional relationships types as needed to cover the types of relationships you want

Label for the relationship from Contact A to Contact B. EXAMPLE: Contact A is 'Parent of'

Label for the relationship from Contact B to Contact A. EXAMPLE: Contact B is 'Child of’
Contact A. You may leave this blank for relationships where the name is the same in both

(=

ATRLEE | S 4
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4. FrifThEE
(R 12 RS E G K A o R AR TR R TR -
(e iS U

YMRIRTE - (e o [ e O Contacts|-)|New Group

it = ?J R 2]

» [')] Manage Groups ]| i* T

Home Search... _ Contnbutions

Help New Individual

. New Household
'al.aSklt.Con New Organization

New Activity

N New Email

Import Contacts
. Import Activities

Manage Groups

] MNew Tag

: Manage Tags (Categornies)

SRR I 5 TR

(D) Name DR E

@ Description : & IS i“ﬁf_

® Group Type * Tt K| e APt Lt |

@ Visibility  : 3# User and User Admin Only f*?‘wf‘fﬁfﬁ@ﬁ@?ﬁ?ﬁ% M %?FHZL“J@EI@['EI B B YR T
W s

® Add Parent i I B[S0 T~ _’,’15'%'&%-%

SO A

New Group

Group Settings

Enter a unigque name and a description for your new group here. Then click 'Continue’ to find contacts to
add to your new group.

Name * mﬁ |

Description

Group description is displayed when groups are listed in Profiles and Mailing List Subscribe

farms.

Group Type [ Access Control  [] Mailing List

Visibility = | User and User Admin Only v
Parent Groups
Add Parent |_ select - w
[ Continue | [ Cancel |

= =
AR | EEG % F120/ 26
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&P Fp] - O TRETEIRER % ~0 (Lee Sum Yee) | 12 ARFSSLIR-F A4 F:ﬂﬁf’»ﬁ S (Egidr o (2
fﬁl#&ﬁfﬁﬁ%ﬁ ARy AR RIS M ! o

5.1) ﬁ‘?f@?ﬁﬁl
I = [P RTHIAIG R 0T 7 3 T

FEE-
Home Search... _ Contributions

Help New Individual

ContactyPNew Activity [ iy * — £k

Mew Household

al . aSkit. CON new Organization
New Actvity

New Email

1=
B> A&BETE" "’%EF'@%:]?" B
DI 2 VHIOpE GERIge i) e |
QI [T E AR 56 U R %00 - CORRERLAR R E % T 1

TRl

@%’%Fﬁﬂ éﬁi‘jﬁﬁ[ﬁﬁjﬁfggffgﬁg«;% I ﬁpfﬁ{;ﬁi—x\@ . Z;\LJI\FI I (:; ) -
Time i ol TR ]
New Activity

Please correct the following errors in the form fields below:
Source Contact non-existant!

Mew

Activity Tvpe | Meeting b

2 I ADDED BY * |$-II}‘|‘|‘:‘ le‘| Source Contact non-existant

With Contact

Asz=igned To

You can optionally assign this activity to somecone. Assigned activities will appear in their
Activities listing at CiviCRM Home.

A copy of this activity will be emailed to each Assignee.

Subject | |

Location | |

Date and Time * |N[:H.F v||[|2 v||2[|[|g v|r|ug 1|v«r|:|5ﬁ. v||AM L

Duration I:ITctal time spent on this activity (in minutes].

TERREIN

ziﬁgﬁjﬁjﬂjﬁ ATy ?TE/@UZ‘J: Eﬂfllﬁfj = % =»Option Lists-)?F',Er‘Jﬁ‘%
S MEETE | JEES A Fl 21/ 26
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@@‘

I Status * |Schedu|ed

v| |

Details

Priority * IW'

°

[l attachment(s)

Attach File |

|[ Browse... |

Browse to the file you want to upload. You can have a maximum of 2 attachment(s].

|[ Browse... |

|[ Browse |

[l schedule Follow-up

Schedule Follow-up | - select activity - V| in | || day(s) V|
Activity
Subject | |
[Save | [ Cancel |

H=~®

ORERE T SFEROTRN Y= LR RS cheduled) ~ 1% % (Completed) » =1 Vifj(Cancelled) %"
ORI BHRL AR EfFéE;?EIEKJ?HS[ﬁ?HI .y fﬁ”lﬁl% M (EBR ] .
@E‘:}’Hlﬁﬁ*fﬁ‘ﬁ“ B - 1) B Epa -

PRI (L B

FrtTE

ees g K
E,Ef;né?

By~
B

N
: 3!;,[;\‘[?'} NN
: ﬁ%ﬁ (Meeting)

- ABCLtd

IR < 11 E] 1 F1 2:00PM

S

: Scheduled

ATRLEE | S 4

Fl 22/ 26



:

‘>

SKITLTD

52) Be IEEEVR

pnyJfr?fd*H i
e Ee e

TG Contacts| 2 [[mport Activities| °
Horme Search... Contributions

/ Mew Individual

Mew Household

.;‘ d ru pal .aSkit.Con Mew Organization

S

Mew Ermail

Import Contacts

fEES

Manage Groups
| - Create new - V|

Mew Tag

| W | 1 { =] | 1

[Fﬁlgl qr

HKCSS-HSBC

Social Enterprise
Business Centre
#1 - ESAL Er ASE RS D

SlEce SRl W['Jfﬁa\c'. O el e S |0 1 R s R (R v (e

HWER1  pe? iﬁ;ﬁ?ﬁc‘[ A RROAN 5 PR 7 R - B 2 Rl MRS Pﬁ%l'%?l'ﬁlfrﬁ?“(CSV

Formabiohlig” » ke * %k
| »1. Upload Data ‘ ‘ 2. Match Fields | 3. Preview | | 4. Summary |

must already

Upload Data (step 1 of 4)

The Activity Import Wizard allows yvou to easily upload activity from other applications into CiviCRM. Contacts

exist in your CiviCEM database prior to importing ackivity.

Upload Data File
Import Data File *  {ettings\power\wim\activity.csv| (.. )

File format must be comma-separated-values (C3V).

Maximum Upload File Size: 2 MB

First row contains column headers

Check this box if the first row of yvour file consists of field names (Example: 'Contact 1D,

"Activity Type', 'Activity Date").

Date Format (& yyyy-mm-dd OR yyyymmdd OR yyyymmdd hh:mm (1998-12-25 OR 19981225

OR 19981225 10:30) OR (2008-9-1 OR 20080901 10:30)
(9] mm/dd/yy OR mm-dd-yy (12/25/98 OR 12-25-98) OR (9/1/08 OR 9-1-08)

O mm/dd/yyyy OR mm-dd-yyyy (12/25/1998 OR 12-25-1998) OR (9/1/2008 OR ©

-1-2008)
O Month dd, yyyy (December 12, 1998)
O dd-mon-yy OR dd/mm/yy (25-Dec-98 OR 25/12/98)

O dd/mm/yyyy (25/12/1998) OR (1/9/2008)

AR | L A

ﬁl; —{ -’u
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HRRD YT RO CiviCRM A ¢ st -

Column Import Data Import Data Matching CiviCRM Field
Headers {row 2) {row 3)
Activity Type Meeting Meeting |A|:tivity Type ID V|
ID
Contact Chan Tai Man  Chan Siu Man |Cunta|:t ID {match to contact) v|
Subject [Subject |
Activity Date [Activity Date v|
Activity Type Activity Type Label [+]
Label - do not import -
Activity Date
[0 save this field mapping Activity Status Label
Activity Type ID
p e
[ << Previous | [ Continue == ] Canc|Activity is in the Trash
Contact ID {match to contact)

P

HER3  THEGEHN o
HERA4 T FAYRE 7 (Import Now) °

Preview (step 3 of 4)

The information below previews the results of importing your data in CiviCRM. Review the totals to ensure that
they represent vour expected results.

CiviCEM has detected invalid data or formatting errors in 2 records. If yvou continue, these records will be
skipped. OR, vou can download a file with just these problem records - Download Errars. Then correct them in
the original import file, cancel this import and begin again at step 1

Click 'Import Now' if vou are ready to proceed.

Total Rows 2 Total rows (activity records) in uploaded file.

Rows with Errars 2 Rows with invalid data in one or more fieldzs. These rows will be skipped (not imported).
» Download Errors

alid Rows 0 | Total rows to be imported.

Column Headers Import Data (row 2) | Import Data (row 3) | Matching CiviCRM Field

Activity Type ID Meeting Meeting Activity Type 1D

Contact Chan Tai Man Chan Siu Man Contact ID {match to contact)

Subject Subject

Activity Date Activity Date

Activity Type Label Activity Type Label

<< Previous | [ Import Now > ]
wpul-{ -
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BTl ﬁj{; VIS midx 'Em » I p 5 HJFI—*ﬁﬂéﬁx_Jifuj FoRy =T [
G eSS R e ] B IR EiCE Bl plal fffmfu o jﬁ*#ﬂ"[@*@

r::":"f%g'k DINEEE |* more actions — | Y™ FF R HT > R

Find Contacts

Mame or Email

IJ;.\

o in with
| | any contact type - V| | any group - V| |— any tag -
| >

1 Result Mame or Email LIKE - B’ o » Advanced Search
Select Records: (*) The found record » Search Builda
|— more actions - V|
DDDDDDDDDDDDDDDDDDDDDDD

(£

(2

2. fg?vgcﬁ 58 : : .
- Address City  State  Postal Country Email Phone  Action
a8 I view | Edit | » more
: [ |
Find Contacts =)
Name or Email IS... in with 2
1] | T T || e —— | [P ——— b’
< | 3

1 Result Mame or Email LIKE - "' 5 H,—,\ Go » Advanced Search
Select Records: (# The found record » Search Bmld
- more actions - w

- more actions -

B e b G ]DDDDDDDDDDD

Add Contacts to Household
Add Contacts to Organization

IF] Batch Update via Profile Postal Country Email Phone  Action
Delete Contacts

[1 & |Export Contacts view | Edit | » more
Mailing Labels

New Smart Group

Print PDF Letter for Contacts
Record Activity for Contacts
Remove Contacts from Group
Schedule/Send a Mass Mailing
Send Email to Contacts
Tag Contacts (assign tags)
Untag Contacts (remove tags)

Powerad By ThACHE S 00 CigicER J= ppeply available ynder the GHI Afferg Geperal Dyblic licenss (GHI] ACE1

P =

4. 3# Send Emails to Contacts

— Access Keys:

AR | EEG % F1 25/ 26
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A 2 R A ﬁﬂffrﬁ’vm*" 2R (Send Email) ©
1. From 5 pJéﬁBP‘ﬂﬂ—
2. Recipient(s) E[i%ﬁu%ﬁ[{%ﬁj—, 2
3. Subject D2 E_E
4, HTML Format : HTML 45 %
5. Plain-Text DAY A A
[ SendEmail | [ Cancel |
From * |drupa|@askit.cnm.hk <drupal@askit.com.hk> v
Recipientis) |trnu:han@u:rrn.c:u:um
Add CC | Add BCC
Subject * | Insert Token
H
Insert Tokens
H
+* HTML Format
B 7 U :TE e - ie il = @
= iz T Wwis = E E

L BRI J@mﬂj
= [

Attachment(s)

» Plain-Text Format

[ BRPEF

ATRLEE | S 4
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