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USERVIANUALTO BECOMEA PARTNER

l.lb¢wh5!/¢Lhb

The purpose of thisisermanual is to guideiserwith the steps to follow when usegign up as
Partnerand enter the events on the Money Smart Week Webdiige user must ba Partner

before registering the Event in the system.

2. {LDbt!{t! we¢bow

To sign up as partner the user will go to Money Smart Week Website, the URL for the website is

https://www.moneysmartweek.org/

On top right side Qick on the MenuAbout and clickBecome A Partneoption. As shown in the
screen shot below:
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https://www.moneysmartweek.org/

Thedirectweb link toBecome a Partneis below:
https://www.moneysnartweek.org/partners_signup

The screen shdbr Sign up as a Partner is below:

SMAHI{% ABOUT ~EVENTS LEARN
PARTNER SIGNUP

MONEY SMART WEEK PARTNER GUIDELINES
ETHICS

MMONEY SMART WEEK PARTNER RESPONSIBILITIES
EVENT MARKETING AND OPERATIONS

SURVEYS AND MSW EVENT INFORMATION
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https://www.moneysmartweek.org/partners_signup

There are pages to sign up as Partn®n the first pagehe user will enter all the mandatory
fields such agFirst Name, Last Name, Phorend Emailand clickNEXTButton as shown
below:

SMAHT ABOUT EVENTS LEARN

On the second pagetheusérA £ £ FTAf f NBIj dzA M Rou & MefmBeNd OneA 2 Y  § dzO
of these Organizatiod  {ugeSelects it then the user will enter further details about it like
Company Job Title& Type of Orgarzation.

The user will then selegireferred Topicsand Preferred Audienceand selectAgreeto Terms
button as shown below:

SMAHI ABOUT EVENTS LEARN

ARE YOU A MEMBER OF ONE OF THESE ORGANIZATIONS?

PREFERRED AUDIENCE
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The uer will clickl Agreefor the agreement of the terms as shown below:

Once the terms are agreed the user Will routed to the previous page where the user wiitk
Become PartneButton as shown below:

MONEYSMARTWEEK ABOUT  EVENTS  LEARN

(] IDENTITY THEFT AND INVESTMENT SCAMS AND FINANCIAL FRAUD INSURANCE
(] INVESTING ANDWEALTHBUILDING (] KIDS AND MONEY

[] MONEYMANAGEMENT FORWOMEN ] PERSONALFINANCE 101 AND BUDGETING
(] PREPARING FOR FINANCIAL EMERGENCIES (] RETIREMENT PLANNING

2 SAVING AND PLANNING FORCOLLEGE (] SAVVY SHOPPING AND BARGAIN HUNTING
[[] SMALLBUSINESS AND ENTREPRENEURSHIP ] TAXES  [T] TEENSANDMONEY
[T] TOURS AND SPECIALEVENTS (] UNEMPLOYMENT ANDJOB TRANSITIONING

PREFERRED AUDIENCE

ADULTS KID§

AGREETOTERMS

BECOME A PARTNER ¥
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After clickingBecome A Partnethe user can either post on social media or can skip it by clicking
No Thanksption as shown below:

THANK YOU!

SMA"] {’3 ABOUT EVENTS LEARN

2.1. ACCOUNACTIVATION

When the user will become partnehe user will receive aemail toActivate the Acount

User can get any of these messages to check the emaittmunt Activation The screen
shot for both messages are below:

SMAHT ABOUT EVENTS LEARN

ACTIVATE YOUR ACCOUNT

Activate Your Money Smart Week Account.
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ABOUT EVENTS LEARN

SMART

COMPLETE YOUR PARTNER SIGNUP

The activation code will be sert the email that was used at time of signing up as Partner.
The user will click that activation account link in the email as shown below:

Welcome to Money Smart Week mbox x s E A
Money Smart Week money smart@chi rb.org via nationsend11.com 11:19 AM (11 minutes ago) « -
tome -

Greetings!

Pleasd click here to confirm your Money Smart Week Partner account
We lookTorward o working Witk you on the Tmportai SFproviding financial wellness to consumers. Maney Smart Week has spread to all states through national partnerships as well as partner coalitions that work together to plan local and statewide marketing
campaigns in conjunction with the national effort

Once you register and agree to our guidelines here, you will have access to the resources afforded to partners at MoneySmartWeek org. Information and tools on the website, such as the pariner kit, provide the context of the campaign as well as everything you need to plan
your events. You also have access to downloadable logos, media kit, social media kit, etc. and can order FREE Money Smart Week promotional materials. MoneySmartweek org has been designed to include as much online support as possible, so please do browse through

the site to get the full breadth of content. FAQ's, pariner webinars and recorded webinars are also available.

If you are registering as part of a national partnership or independently, you are weleome to reach out to local chairpersons specified on our web:
also welcome to engage your own contacts and resources to complete your event planning. In doing o, you may want to invite those organizations to register as partners as well. Although, it is not necessary that they be official partners for you to include them in your

1o join the local planning team effort and to help idenfy local resources such as event venues or content providers. You are

activities ~they must follow the guidelines and not sell products or services.

Again, thank you for interest in joining the thousands of others who have commitied to making Money Smart Week an incredibly effective and successful financial wellness campaign
Sincerely
Your Money Smart Week Team at the Federal Reserve Bank of Chicago

Email: money.smart@chi frb.org

This email was sent to mswaprii2018@gmail.com. To stop receiving updates on this page, unfollow here
Money Smart Week - 230 § LaSalle St Chicago. IL 60604, United States

Created with NationBuilder, software for leaders. [N

Page7 of 22




The user will erdr First and Last Name User |D(whatever is preferred Passwordand Confirm
Passwordand will clickActivate Accountoutton as shown below:

SIGN UP

ACTIVATE ACCOUNT
v

TheAccount is Activatednd user willbe logged into the Money Smart Week website as shown
below:

ABOUT EVENTS LEARN PARTNERS

FIND AN EVENT

Find a Money Smart Week event or class near you!

ABOUT EVENTS LEARN PARTNERS

=0l

The user can now enter the events. The step by step procedure to enter the event is mentioned
below insection 3.
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After signing up successfully as partner the user will first login as partner to enter thesevent
The user will clickoginoption on the top right side of the page as shown below:

FIND AN EVENT

Find a Money Smart Week event or class near youl!

The user will enteEmail Addressind Passwordand clickSign in with Emaibutton.

c- 4
SMAHT {\é ABOUT EVENTS LEARN
N

SIGN IN
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The user is now logged in to the websiethedzd S N2 & cdn BeZdeyl ahk Bottom
of the page.

ABOUT EVENTS LEARN PARTNERS

FIND AN EVENT

Find a Money Smart Week event or class near youl!

To enter the event the user will clieiventsmenu on top right side of the page and click
Start an Evenbption as shown below:

EVENTS LEARN PARTNERS
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The user will clictart an Evenbption.
M 0 N EYSMAHT W E E K ABOUT EVENTS LEARN PARTNERS

MISSED AN EVENT START AN EVENT

Check out our video archive for recorded webinars and past events.

FIND OUT MORE >>

A=
— ——
rml>s2
m:m
T e

o] ~]al

MONEY @
sMAHT ey ABOUT EVENTS LEARN PARTNERS
WEEK RN

CREATE YOUR EVENT >

VISIBILITY

Public |

EVENTTITLE

EVENT DESCRIPTION

START DATE

Aprl1, 2018 at 12:00pm B
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The user will fill all the mandatory fielts enter the EventUser will selecVisibility (Private, Public

& Online)from dropdown menu, enteilEvent Title enter Event DescriptionselectStart and End
Date & Time, selectTime zone enter Maximum Capacity selectAudience (Adult (18 and Over

) or Kid$, selectEvent TypgClassroom, Fair & WebinagelectTopicfrom the drop down List, Select
LanguagegArabic, Chinese, English, Hmong, Korean, Polish & Spagider the Contact Info like Name
Email Phone SponsoredBy, ContributingPartners

User may also chooddot to publish their email address and Phone number for the event by
selectings 2 Yy QU t dzo f A & &dP2YyF QA t! RORENASZKDptioks2 Y S b dzY 6 S N

User will enter theLocationinformation by enteringvVenue NameAddress City, PostalCode&
selecting theStatefrom the list and clicikCreate Evenbutton.

e
SMAHT {é ABOUT LEARN PARTNERS

CREATE YOUR EVENT

VISIBILITY

EVENTTITLE

EVENT DESCRIPTION

START DATE

END DATE

TIME ZONE

MAXIMUM CAPACITY

AUDIENCE

EVENTTYPE

ToPIC
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LANGUAGE

CONTACT INFO

NAME

EMAIL

PHONE

SPONSORED BY

CONTRIBUTING PARTNERS
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