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Home @ Search..  Contacts | Contributions | Events = Mailings | Memberships = Reports = Other | Administer
/ Help Events Register Registration Logout

@ drupal.askit.com.hk

Home > CiwiCRM

Search this site: CivicRM Home L;E:J
Activities

Upcoming Evenis Type  Subject Added By  With Assigned To  Date Status

Fund Raising Function (Demao) Meeting ECFix Common, ] Commor N, October 31st, 2009 Scheduled View | Edit | Delete

November 27th, 2009 Junior Junior 5:26 PM

Fund raising for company Phone Elaine Newember 1st, Scheduled View | Edit | Delete
Call leung 2009 10:55 PM

Fund Raising walk (Class 10

MNow)

December 1st, 2009

Event Summary : ( Fund raising oceasieysy

for disable) clothes exchange
CiviCRM ID: 1

Powere d by CiviCRM 3.0.2. CiviCRM is openly available under the GHU Affero General Public License (GNU AGPL).
Dovmload source.  View issues and report bugs.  Online documentation.

admin
CiviCRM
CiviContribute
CiviMember
CiviEvent
CiviReport
CiviMail
My account

Create content

Recent posts

il
BIS BT AR 0T OIBE T E  IRIE 0P GRS - 1 LR RS

U1 7% admin

CRE TG R

User login Access denied

You are not authorized to access this page.
Username:

Password: [ @+ Drupal |

Request new password

Navigation
CiviContribute
CiviMember
CiviEvent
CiviReport
CiviMail

=
il
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Operating in off-line mode.

admin

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, yvou could give users classified as "Administraf
CiviContribute "administer nodes” but deny this power to ordinary, "authenticated” users. You can ud
CiviMmember new features to privileged users (those with subscriptions, for example). Permissions
CiviEvent to share the administrative burden of running a busy site.
SVENEROH Permission anonymous user authenticated user
CiviMail
My account

23 Administer

Create content

Recent posts use PHP for block visibility O dl
Content management blog module
Site building — O O
Site configuration “J:e{" I@B\LE[ dky I:%}J—L 0 0
User management 0O 0
Access rules
edit any blog entry O O
Roles iﬁ[ Eljﬂ?ﬁ,l F o
User settings
ook module
Reports access printer-friendly version F (|
Help add content to books E i
Log out administer book outlines P O
ﬁl [J“I
Users List

‘}:/J 7+ Z/I:IF,:/[%—L‘ JJIQE}%_‘@I-‘\L |'||[ /\J‘T :r’El‘?’F Iﬁﬁ“ I \ This web page allows administrators to register new users. U

H' Administer!User Managemet}»Permission ||¢, unique.

s AL -

Account information

£ LU AU HORE e e e |

F[‘Jﬁqﬁ Ff‘{g '_‘ ’ ‘jﬁ %” AdmlnlStratOF _\1\\ L“:F[fjnﬁé%‘rﬁl EIJ Spaces are allowed: punctuation is not allowed except for periods
ﬁﬁ /‘/]E[\J:"JJF ° E-mail address:

and will only

Password:

Confirm password:

Provide a password for the new account in both fields
Status:
Q© Blocked
® Active
Roles:
authenticatad user
Administrator
[ peveloper

[ Notify user of new account

e

HSHBARE | SR 4 F14/29
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admin Translate the built in interface and optionally other tex

CiviCRM Triggers
CiviCantribute Tell Drupal when to execute actions.
CiviMember
CiviEvent
CiviReport &4 Drupa
CiviMail
My account
Create content
Recent posts
Administer
Content management
Site building
Blocks
Contact form
Menus
Madules
Themes
Tran, Iobe bt

|Change which theme your site uses or allows users to set. k
Triggers

Site configuration

User management

Reports
Help
Log out
I =L
SRR EE - {2 20 configure [ ¢
Themes Configure

No information is available about potential new releases for currently installed modules and themes. To check
for updates, you may need to run cron or you can check manually. Please note that checking for available
updates can take a long time, so please be patient.

Select which themes are available to your users and specify the default theme. To configure site-wide display
settings, click the "configure” task above. Alternatively, to override these settings in a specific theme, click the
"configure” link for that theme. Note that different themes may have different regions available for displaying
content; for consistency in presentation, you may wish to enable only ane theme.

To change the appearance of your site, a number of contributed themes are available.

See the available updates page for information on installed modules and themes with new versions released.

Screenshot Name Version Enabled Default Operations

Bluemarine
Table-based multi-column theme with a 6.14 (&) configure

color scheme

marine and ash

P

adbprinary ks
il it ek

- - Chameleon
oy b Dostes el s, B AL ngd F- v i
: L Minimalist tabled theme with light colo 6.14 © Fonfigure

NaTa DAL R0 I

Garland - Fluid Width Garlan d
Tablele recolorable, multi-column, 6.14 ®

w

configure

fluid width theme (default)

AR | EEG % F15/29
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Themes List
Global settings Bluemarine Chameleon Marvin Minnell Pushbutton
These options control the display settings for the gsrlsnd theme. When vour site is displayed using this theme,

these settings will be used. By clicking "Reset to defaults,” yvou can choose to use the global settings for this
theme.

Color scheme
Color set: |Blue Lagoon (Default) v

Base color: #0072b9

()
Link color: a
Header top: a
Header bottom: _ -

Text color: #494949

Preview

Garland - Fluid Width

Lorem ipsum dolor

%I A

SR B AP Pk T (R RIS S @RI BV > 2 @AY - AR RS S RA

T [
B AR
} _ 1. Individual, Famil
ke Y
¢ 2. Search
3. Activity (Phone call)
4. Group
= i
B8y 5. Membership
—— ¢7 — 6. Relationship
ACEE] 2 Rl RR
7. Organization
= 8. Data Import
BRI VR

PRI | JEEG 4% F16/29
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Search this site:

| | [(Search | s this course good?
Wed, 10/28/2009 - 22:37 — admir

admin -
o civicem | e

CiviContribute

il Add new comment

CiviEvent

CiviReport

%I -’u
2.2) F?_‘ 6~ &1/ FmRd * ErE]
= f ey ‘Jaaﬁi - [l :;m‘u SRR U i o [T 1% = 3809 |New Individual [fi * =
q%H 7 F'ﬁﬁﬁliﬁiﬁ'ﬁéFFH(Flrst Name i[’fJZ Last Name - £, Email - F52[) > Save|(f&
_'\_1\‘ ) “ﬁj IE[EII&I'X‘EISI‘o

w“m

[ [ R Pk g > Y SRR T PR R T O B PIRURYR
f# [Contacty <> New Individual| » [N Sl (Er i R %p’l@@‘j‘%{é‘[ﬁ‘ E[ AR ypg’gﬁ;gﬁsﬁ .
Ui T:f/m‘ JIRES r%*— A ]Jr%*c?‘v

= [ W‘F ,575' “/el 7 FIABC Ltd) > EFTETFF@E*T%’J LFII‘E];H, o B iE- HpY ﬁ;ﬁ WA
RN R o
P M
5 VU DA AR
751**”3 [t
gAY

Fh' =) 1 enquiry@crm.com
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L‘—:"&. Horme Search... Contributions Ewe
_ Haot Id
@e¢ drupal.askit.con ... orgsniation
S
MNew Activity
MNew Email
Import Contacts
Mews Group
Manage Groups
|—create new - V| e E
New Individual
First Name:
Last Name: H
| | CiviCRM ID: 1
Email:
| | Fowered B
A 1
o |
New Individual =
[Save] [ SaveandNew | [ Cancel
Expand all tabs
» Gontact Details
Prefix First Name Middle Name Last Name S =
v AX R | | B | [
Current Employer 4 title Mic e
| (1) b N A —
Email COn Hold? Bulk Mailings?
H
| [Home® O O
Phone add
| ||Hnme V| |Phune V|
Instant Messenger add
| ||Hnme V| |Yah|:||:| V|
Open ID  add
| [Home ¥
Website Source External Id
| | | |
[ Check for Matching Contact(s) ] —
b
< I >
+ Gusiom Data
» Address 2
» Gommunication Preferences

AR | L A
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o Y[IE| ZH [ﬁ _IKFF Fqﬁflp‘/ﬂ ]”ﬁ [r#F ™ add([fiH ~ @)t = IFF“%
[&RIT§7 B Address ~ Communication Preferences E“f(qien[{ = @) Pt PR ERRE S pu R

E o J[1f7 ] Communication Preferences ([ ~ ) » ({1 Filsnd ~ pugh B IRAG R 1k -

* Communication Preferences
Email Greeting Postal Greeting Addressee
|Dear {contact . first_nam v| | Dear {contact.first_nam v| |{cnntact.indiuidual_prel v|
Privacy Preferred Method{s)
oo not phone Oprhane
oo not email CIEmail
oo not mail [Jprostal Mail
oo not sms sms
oo not trade CFax
[ MO BULK EMAILS (User Opt Out) Email Format
2]

» Motes

EE
B e e IR g g e R e R R R —ﬁnﬁ 1o i - 5 PRI RGBT 1
L R S e T gt i s

'2' ‘/E\' -.,\.. LE!
@ Your Individual contact record has been saved.
Summary | Contributions (0) Pledges (0) Memberships (0) Events (0) Activities (0) Cases (0)
Grants (0) Relationships (0)  Groups (0) Notes (0) Tags (0) Change Log (1)
B Edit | x| Delete | Go to: | Dashboard [ s
Privacy Gender
Preferred Date of
Method(s) birth
Email Both Age
Format
Email Dear [ Addressee B RIr
Greeting
Postal Dear @&
Greeting

TRE

AR | EEG % F19/29
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[ JIF ™ | = new activity -] 7 3% Phone Call ﬁé?'é@gélﬁﬁéﬁﬁ%%% 3.1 it
@ R E

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

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

B Edit | 4 Delete |[- new activity -[v] Go to: [ Dashboard

- new activity -
Meeting
Phone Call
Privacy walk in Gender

3D iR
R~ PO L TR T

FEE-
Home Search... _ Contributions

Help New Individual

Contacts=PNew Activity

i R

Mew Household

al . aSkit. CON new Organization
g Newactvity

i New Email

fﬁl-{ P
i1 PH(A & BYS 3% ™ [New Activity [5epogtifn » 47 :
YTl S0 ez T RTRIGE | i BT v) > SR
@ﬁﬁﬂg%%ﬁﬁ@ﬁ@m;m»,ﬁa@ﬁﬁﬂﬁ¢km§ﬁoﬁm@ﬂgmﬁya@
AErR]
ORI P RS~ WY - g 2 Bubject| ) - Patc and

Time i g7 F 1391 B -

8 AL b &

Dless Do o]

Added By *  [Askit, Admin @,
With Contact

Assigned To

You can optienally assign this activity to somecne. 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 * |Nm.r v||13 v||2uug v|r|11 v|:|14 v”AM w

— 1

Duration I:chtal time spent on this activity (in minutes).

= (A)

1 ?F:IE,;J@;IH:EE ATy ?TE/@UZ‘J: Eﬂfllﬁfj = % =»Option Lists-)?F',Er‘Jﬁ‘%
S MEETE | JEES A F1 10/ 29
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| Status * |5cheduled v| |

Details

@@‘

Pricrity * | Normal *
6
"/

[l attachment(s)

Attach File | | Browss.. ]

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 |

= ®)

@ pEE IEEIRITN > =T Scheduled) ~ =15 55 (Completed) + =1 Vifj(Cancelled) ¥ <
ORI EHL AR — ERELFORRRAZER > 1) AT L (e R

@E}'H GRS IR o TP Rt e

PPN Osr e (S R PR S @ Y

Frgrpn s[4 S

Taag b Y

= : Phone Call

By 0 ABC Lid

PR SR = 11 7] 17 FT 8:00PM

A&+ Scheduled

ATRLEE | S 4 F111/29
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Home  [NSESRERMMN Contacts  Contribution

/ Help Find Contacts
Find Contacts - Advanced Search

@e¢ drupal.as rutex searcn

Search Builder

Find Cases
Find Contributions
s | Find Mailings

=5
Find Members
Find Participants
|- create new - V| Find Pledges

Custom Searches...

%I—{ =+

g ]
Find Contacts (=
Mame or Email IE... in with -
[ﬁ | | any contact type - V| | any group - V| |- any tag - ~

< | ?

-
- T ORISR - T[S ] View S Edit Ry e -

Find Contacts £
Name or Email is... in with a
[73 | [ anw contart funo - (9] | - ame aeson - G [z tan - b
< 2]

1 Result Name or Email LIKE - &' » Advanced Search
Select Records: () The found record » Search Bu“deé
|- more actions - vl
EEDDEBDDEDDDDDDDDDDD
] Mame Address City State Postal Country Email Phone Action

O & x| view | Edit || wore

Eﬁl—{ A

AR | L A F112/29
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Find Contacts — Advanced Search

[ AU R A IR SRR RS R R -
Advanced Search e

Search Criteria

E'Id... | | Search Views |

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

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
< | >

ﬁgﬁH Ju

AR | EEG % F1 13729
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TR EA

Y BTET— ffely A EERI - ] ‘Admlnlster|-)|C|V|Membeﬂ-)|Membersh|p Types|(q%\'
[ Membership Status Rules PR Y =gt = Eiﬁ F'l*ﬁifﬁjﬂ

Reports Other _ Help
I ¢ ciministration Console [N

Wembership Status Rules

A [ 4 I AR PRSP (Y [

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 Society 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 Pericd Fixed Minimum Duration Relationship  Wwisibility Order Enabled?
Start Fee Type
Senior rolling 10.00 1 vear Fublic !} +  Yes Edit | Disable | Delete
Student rolling 20.00 1 yvear FPublic i ﬁh !} & Tes Edit | Disable | Delete
HiEES rolling 0.00 2 vear Supervised Public i B e ve Edit | Disable | Delete
by -
salon rolling 180.00 1 vear Fublic i ﬁ Yes Edit | Disable | Delete

customer

| = Mew Membership Type |

Access Keys:

= -
RIS A S ORLETHT (W FIpe- %ﬁ%ﬂﬁ R AR
ﬁﬁ?‘ rAAF FNY £
@rAAF )f_ﬁf ijih\ Search » ¢ ',?,pflqa e (B)E YR 'F{Ei—%{'ﬁF Hm;ﬁﬁpgk;ﬁg—
@ jﬁﬁm&i%hﬁg A wg;:u - I R @ PRI 2R -]
EJEIJEFE

RN A S LR E

FI 37 o

L E S iBJ(Penod Type) : Penod ype £% rolling Eﬂj F{ 3 Ffii" Rl

i E'”SF 7Iirenod Type % fixed Eﬂj‘ F{ F{ i’fj R THE g

ATRLEE | S 4
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Membership Types

Mew Membership Type

Name * | | @

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

Description | |

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

Membership Drganizatin!‘! | @

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

/3\
Minimum Fee HK% |:| U

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

Contribution Type * | - select - 1""l

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 - Vl

ﬁ':-{:(A)

Select Target Contact for the Membership-Organization

Memberzhip |
Organization

| [ Search Again

Organization, who is the owner for this membership type.

Select the target contact for this membership-organization if it appears below. Otherwize you may maodify the
zearch name abowve and click Search again.

Mame City State Email Phone
® B Eecrix
[ &) i Fullneszz info@fullness.org.hk 91893333
C L mpEEEad
O B ohksar

ﬁl:-{:(B)

PRI | JEEG 4% F1 15/ 29
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Contnibutions Events Mailings

EELLE

New Membership

Find Members

Import Members

s I [P

TR

puy > E{ < HufE i[’,ﬁ?“%@? FEI‘J*‘»’%H

Fi IEJEF P TRl R ﬁj (= $ ™~ Memberships=>New|

5.2) HupET ’fF'lf
A B R~
H T lﬁir i iﬁ :

aw;"reI&_qf_ReIaﬁonship_dispIay=h'ue&qﬁiey=688tlﬂcdﬁ33tlhf4deV| || X% [

6“& Select Contact(:2 15 Fanet )Hlﬁ?‘ r[@ g R 'EI I T EREYR ) W
pilfe “ﬂf”rl[ i %Fr e e b

AN 'Hﬁjﬁ’?’fﬁf— '[E‘?j g & oo
©F NEARI Elclﬂﬁ i gy ET(Join Date) F'ﬁJi[fiE '$¥] Start Date » 5 i | '3% End Date

New Member

[save] [ sSavean

dNew | [ Cancel |

MNew Membership

[Save] [ Savean

dNew | [ Cancel |

- Ea
G) Select Contact [ﬁ*i @4.| |— create new contact - V| @ =
Membership |- select - V|| - select - v
Organization and Select Membership Organization and then Membership Type.
Tvpe
Source | |
Source of this membership. This value is searchable.
Join Date ;
3 [oct ~|[30 [¥|[2000 |
When did this contact first become 2 member?
Start Date ==
|-month- »||-day- v||-year- v |
First day of current continucus membership period. Start Date will be automatically set
basad on Membership Type if you don't select a date.
End Date ==
|-month- || -day- v||-year- v |
Latest membership period expiration date. End Date will be automatically set based on
Membership Type if you don't select 2 date.
Status Owvernide? [ ]
Record Membership ¥
Payment? Check this box to enter or update payment information. You vill also be able to generate
2 customized receipt.

£

AR | L A

= P
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Find Contacts -
. . . . ~
Name or Email i=... in with —
rﬁ' | |— anv roantact bomao - ul | — AN AFAIN - ul |—=n\r tan - :
4 >
1 Result Name or Email LIKE - &’

Select Records:

® The found record

» Advanced Search
» Search Builder

Em

| - more actions -

v
DDDDDDDDDDDDDDDDDDDDDDD

[F] MName Address City  State Fostal Country Email Fhaone Action
0 & *=H| view | Edit | more
I — :".
,[J [—‘F[J ‘{ —r.¢|——] = ﬁl.fﬁ:l“\d/—ﬂ;ﬁ‘ ﬁT’*‘IFJﬂjii ﬁilﬂﬁ—kﬂ\ IE[&J& H:—j [}%ﬂ[
= F[\jZH Dy B IERGE A I

fEf Il 7 R

El o fIRS [ 8 Y IR m«dx:r ="
i |Add One [ #7igi— (s AET)

F_a

r_J
I_F m

fiicE

’7
S
7>

@ Mr /77 [E LE:-

@ Selected Relationship has been Deleted Successfuly.

Summary Contributions (0)  Pledges (0) Memberships (0) Events (0) Activities (0) Cases (0)
Grants (0) | Relationships (0) | Groups (0) MNotes (0) Tags (0) Change Log (1)

= Mew Relationship

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

w—{i
7 New l?elationship‘(%i@l%% AR P o (I AE ﬁi@j ﬂJFTJ TR SR

@ Mr 722 [

New Relationship

(=]

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

Relationship Type * |ﬁj§

|

Find Target Contact | u~|

[ Search | [ Cancel |

P

ATRLEE | S 4 F117/29
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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

W:—{ r

5.4) 5&4 Gl lHlJ%’?i%’f
Euyf ] - T2 3

—

1 i

Other Administe

Administra

rManage

Option Lists activity Types

Relationship Types

PRI | JEEG 4% F1 18 /29
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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

il

_{

%ﬁl

st

FRATAININ » FEEes b)) « ISl i95s » A Uplis

)haﬁl_f- {—15 [—éﬁ*l r\i %‘LFI‘J%‘?{H’?E‘ . Ai__‘ —{é‘ft IE -
e @3 1y %ﬁiBﬁ AR EFIEEL A 11

2
m,
>
N
A

A ®:# Individual : ;‘Hr‘@& Ai_FffJEJE"Jgﬁfm’e;.

i+ @3 Organization : 3 (Y%« B kLI B £\ (150

ATRLEE | S 4

|
Relationship Types =
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
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

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

Relationship Label-B to & m

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

directions (e.g. Spouse).

Contact Type A | Individual b

Contact Type B | Organization b

Description | Individual
Household
Organization
v

Enabled?

[Save] [ Cancel |

TR
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6. FrigEE"
(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 |

ATRLEE | S 4 F120/29
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@ Your Individual contact record has been saved.

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

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

~new actiy/\¥] ~ Go to: [Dashboard &

A Edit | )% Delete |

Privacy Gender

Preferred Date of

Method(s) birth

Email Both Age

Format

Email Dear [ Addressee B RIr
Greeting

Postal Dear @&

Greeting

lﬁl_:-{pul

2.3) ﬁﬁf’r JF -

0T ORI PO ias S - (R RS R ST
Tf%% —\ﬁbgﬁzﬁﬁkﬁﬁ°
TEPTEIN S ORI o T R TR N I S A PR
:
IR Add to a group FlIfIY™ $F 0 BE S I T EZLF““‘“%&{E? r R Fj“ (Add)ﬁﬁ,ﬂd (ﬁ%ﬂ[
17
ST ETRRIPORER » R DT RS - R
in’\ 4 Hﬁ'ﬁiﬁ” [1E- o
a LE\ h,,\_ LEJ
@ 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
o
EEE
Fl21/29
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7. &gt )l%%ﬁ“ﬁvl
Ask Me Ltd fl— [t iﬁﬂrrﬁ [RPORSAS R [REE 2 FHFEBRCR RN A o NI RO
¢-IContacts=New Organization flT > jf”l“— HIESE pe vR iy * Z] SR
Home Search... | [NCORESE Contrnibutions

Help New Individual
/ z New Household
@e drupal.askit.con '
— MNew Actrvity

N New Email

Import Contacts

s ne IR ¥ import Activities

=2

m New Group

: Manage Groups

|- create new - V|

MNew Tag

Manage Tags (Categories)

hlﬂlﬁ]’ inr"\ lif‘ll I’JI

%ﬁl = —{ -+
ﬁ %Eﬂ*lﬂlﬁfjii‘&‘a&[/ﬁlj ﬁ/‘R & )‘FILJ“‘I j}ﬁlﬂ “:l F""‘Ljﬁﬂ? ﬁla:\“[‘ﬂlﬂ*\l ’ I,ng?; EHLL ’"_I&:tl%o

New Organization ['gh

[Save] [ SaveandMNew | [ Cancel ]

Expand all tabs

ntact Details

3 o [—‘J (=2 |
2. IR rganization Name Mick Mame SIC Code =
|Ask Me Ltd | | | | | |
Email add On Hold? Bulk Mailings?
1oy B AR ?
| IW O O
Phone add

| ||Hume V| |Phune V|

Instant Messenger add
| ||Hume V| |Yahun v|

Open ID  add

| [Home

Website Source External Id

| | | | | |

[ Check for Matching Contact(s) ] L4
&l

» Gustom Data

»__Address

ERE

AR | L A F122/29
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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)
A Edit | 4 Delete |[- new activity - ¥| Go to: [ Dashboard ] (s
Privacy
Preferred
Method(s)
Email Both
Format
Addressee FHF
%‘]l_:} —{ It
8. TYR[pE”
B.1) [ ik TR

S R - SR g RS R
s EVRIFUIIRS o R P A
TN RE S ([

I’} CSV Format™ % —T‘H\H

HEi s
_ Contributions

New Individual

EPR[p

Home Search...
Help

New Household

'al - aSKit. CON new Organization

New Activity
B New Email

R Import Activities

m New Group

& Manage Groups
New Tag

Manage Tags (Categories)

%I:—{-’u

)5 PR I

i) glr#%q TR
crm_customerlist.csv ["ﬁﬁlﬁt

i) JREpIEEOMR? ;Et{(lmport Options) ° ]

-
»{o\»

i,‘“l

G
&

2 CSV Format fLip#F53 FREV i/ pa ko #ZEE]'[;EJF‘*“ (CSV = Hi % Comma-Separated Values)
AT B 4

N %E[ AoEE @EW%{F 1’7 K@ HEVEI SR
1R R A ﬁ @z

ua;lng

° '] CRM A f 17 %

[ o

#ﬁ’il%"f fikiE S

# Individuall -

Fl 23/29
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Choose file

»1, Choose Data Source | 2. Match Figlds | | 3.Preview | | 4 Summary
Lock in: | (B} Deskiop
Choose Data Source (step 1 of 4) 2 [ Mame =
The Import Wizard allows you to easily import contact records from other applications i My Recent @Cﬂﬂ Agenda.doc
Excel®, and you want to start using CivicRM to store these contacks, yau can impart' Dacuments @Cﬂnl'd“
1 @ Dynamic2
- )£0143.docx
Choose Data Source Deskiop ] E0 14 4(edited by Comman).docs
Data Source * | Comma-Separated Values (CSV) ¥ . i) e 144, docx
ﬂ J @Hﬁl Lesson 3.docx
[u ] :
@ My O . m_'lmma:m ppt
2] H0 18200t pot
-
Upload CSV File g' rﬁjmn D;fms.:;w :
sam B sl
Impaort Data File : Wy Compater a?MagdSCl
File farmat must be comma-separated-vale 40, File Ef‘ Micrasaft Office Excal 2007
Maximumn Upload File Size: 2 MB g L
[ First row contains column headers My Network File name: o _customerlist
Chack this box if the first row of your file consists of field fa Flaces
Fies of type !F\!I Flas .7}

Impart Cptions
Contact Type (@ Individual O Household O Organization

For Duplicate Contacts @ skip O Update OFill O Mo Duplicate Checking

Date Format @ yyyy-mm-dd OR yyyymmdd {1998-12-25 OR 19921225) OR [2008-9-1 OR 20080901)
O mmddd/yy OR mm-dd-yy (12/25/98 OR 12-25-98) OR (9/1/08 OR 9-1-08)
O mmfdd/yyyy OR mm-dd-yyyy (12/25/1998 OR 12-25-1998) PR (9/1/2008 OR 9-1-2008)
O Month dd, yyyy (December 12, 1998)
O dd-mon-yy OR dd/mm,/yy (25-Dec-28 OR 25/12/98)
O de/mm/yyyy (25/12/1998) OR (1/9/2008)

P
R T SR TR - 4<wqa'ﬁ§1w = WP D) IR SR [ -

ek BB ™ RIS [ Y VR MR ST Y 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 |Fir5t 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 |
Eﬁl I:J“l—{ -

AR | L A F124/29
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Preview (step 3 of 4)

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

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

Windows Internet Explorer

\ ? ) Are you sure you want to Impart now?

Importing records. .

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 smlee@crm.com Home -Email

Contact Phone 23456780 23456781 - do not import -

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

» Tag imported records

[ <<Previous | |[ ImportNow >> ]
P =

8.2) [ TR
N A el R U i el - Sl 5 SR T s LI R i P A
FE R e TR B Contacts] 2 [Import Activities| ©

=u Contributions

Indivi nﬂ ual

Household

==

Group

Manage Sroups
| - create new - V|

=
e |
=
S
1

PRI | JEEG 4% F1 25/ 29
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WRRL [ IR R TR
Format)f Vg » i b * evF

‘ »1. Upload Data | | 2. Match Fields

B 2 BRI B A (CSV

| 3. Preview ‘ | 4. Summary ‘

Upload Data (step 1 of 4)

The Activity Import Wizard allows yvou to easily upload activity from other applications into CiviCRM. Contacts
must already exist in your CiviCRM database prior to importing activity.

Upload Data File
Import Data File *

fettings\power'\ s & \activity.csv| [FE..

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

Maximum Upload File Size: 2 MB

First row contains column headers

Check this bax 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)
C‘mm;"dd;"w 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)
O dd-men-yy OR dd/mm/yy (25-Dec-98 OR 25/12/98)
O dd/mm/yyyy (25/12/1998) OR (1/9/2008)

i P P
HRR2 - e R RO S CiviCRM AR S & il

Column Import Data Import Data Matching CiviCRM Field
Headerz (row 2) (row 3)
Activity Type Meeting Meeting |A.:tiuity Type ID v|
1D
Contact Chan Tai Man Chan Siu Man |Cnntal::t ID (match to contact) Vl
Subject |SubjEl:t v|
Activity Date | Activity Date v |
Activity Type Activity Type Label [+
Label - do not import -
Activity Date
[0  save this field mapping Activity Status Label
An:twl Type ID
ne .
Lc<previous | [ Continue > | ((canc Ac:tlwt'yr is in the Trash
Cnntact ID (match to contact)

W3

TR -

R4 FR5kE ™ (Import Now) °

ATRLEE | S 4

lﬁl [J“I—{ =
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83) [ fEITHR

=

(SR IR RS © DS 31 IR R - R R © A2
.

Mailings
Dashboard

New Membership

Find Members

Import Members
Import Members Cu

»1, Upload Data ‘ ‘2. Match Fields ‘ ‘B.Preview | |4. Summary |

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 (C3V).

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.

Import mode @) 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)

(& mm/dd/yy OR mm-dd-yy (12/25/98 OR 12-25-08) 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)

%ﬁl [J“l—{ =+

AR | L A p127/29
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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

lﬁl pu =

4. 3# Send Emails to Contacts

— Access Keys:

AR | EEG % Fl 28 /29
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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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