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USER MANUAL TO BECOME A PARTNER 

 

1. Lb¢wh5¦/¢Lhb 
 

The purpose of this user manual is to guide user with the steps to follow when user sign up as 

Partner and enter the events on the Money Smart Week Website. The user must be a Partner 

before registering the Event in the system. 

 

2. {LDb ¦t !{ t!w¢b9w 
 

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; Click on the Menu About and click Become A Partner option. As shown in the 

screen shot below: 

 

 
 

 

 

 

 

 

 

 

 

 

https://www.moneysmartweek.org/
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The direct web link to Become a Partner is below: 

https://www.moneysmartweek.org/partners_signup   

 

The screen shot for Sign up as a Partner is below: 

 

 

 

 

https://www.moneysmartweek.org/partners_signup
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There are 2 pages to sign up as Partner. On the first page the user will enter all the mandatory 

fields such as First Name, Last Name, Phone and Email and click NEXT Button as shown 

below: 

 
 

On the second page the user ǿƛƭƭ Ŧƛƭƭ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ǎǳŎƘ ŀǎ άAre you a Member of One 

of these Organizationέ ǘƘŜ user selects it then the user will enter further details about it like 

Company, Job Title & Type of Organization. 

The user will then select preferred Topics and Preferred Audience and select Agree to Terms 

button as shown below: 
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The user will click I Agree for the agreement of the terms as shown below: 

 

 

 
 

Once the terms are agreed the user will be routed to the previous page where the user will click 

Become Partner Button as shown below: 
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After clicking Become A Partner the user can either post on social media or can skip it by clicking 

No Thanks option as shown below: 

 

 

2.1. ACCOUNT ACTIVATION 
 

When the user will become partner, the user will receive an email to Activate the Account. 

User can get any of these messages to check the email for Account Activation. The screen 

shot for both messages are below: 
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The activation code will be sent to 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: 
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The user will enter First and Last Name, User ID (whatever is preferred) Password and Confirm 

Password and will click Activate Account button as shown below: 

 

 
 

The Account is Activated and user will be logged into the Money Smart Week website as shown 

below: 

 

 

 
 

The user can now enter the events. The step by step procedure to enter the event is mentioned 

below in section 3. 
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3. 9b¢9w !b 9±9b¢ 
 

After signing up successfully as partner the user will first login as partner to enter the events. 

The user will click Login option on the top right side of the page as shown below: 

 

 
 

 

The user will enter Email Address and Password and click Sign in with Email button.  
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The user is now logged in to the website as the ǳǎŜǊΩǎ [ƻƎƛƴ L5 can be seen at the bottom 

of the page.  

 

 

 
 

To enter the event the user will click Events menu on top right side of the page and click 

Start an Event option as shown below: 
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The user will click Start an Event option. 

 
 

The user will enter the information regarding the event. 
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The user will fill all the mandatory fields to enter the Event. User will select Visibility (Private, Public 

& Online) from dropdown menu, enter Event Title, enter Event Description, select Start and End 

Date & Time, select Time zone, enter Maximum Capacity, select Audience (Adult (18 and Over 

) or Kids), select Event Type (Classroom, Fair & Webinar), select Topic from the drop down List, Select 

Language (Arabic, Chinese, English, Hmong, Korean, Polish & Spanish), enter the Contact Info like Name, 

Email, Phone, Sponsored By, Contributing Partners. 

User may also choose Not to publish their email address and Phone number for the event by 

selecting 5ƻƴΩǘ tǳōƭƛǎƘ 9Ƴŀƛƭ !ŘŘǊŜǎǎ and 5ƻƴΩǘ tǳōƭƛǎƘ tƘƻƴŜ bǳƳōŜǊǎ Options. 

 

User will enter the Location information by entering Venue Name, Address, City, Postal Code & 

selecting the State from the list and click Create Event button.  
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