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Affiliate Tabs: Add/Edit Service Areas, See
list of Programs in Service Area (Pg.12) and
Add/Remove Affiliate Admins (Pg.15)

*Go to Pg. 8 to Deselect Service Areas. If you wish to add a new Affiliate Admin with no
account, start by going to Add Account to create the new account. Then go to pg. 15.
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To edit your Affiliate's Service Areas, start by clicking the View button to
access the service area tab. There you will be able to add and/or remove
service areas you provide support to for programs.

Your Affiliate's service area is how programs will be associated with your Affiliate re-
gion/state.

i

Click the Service Areas tab next to Details.

@ B Affiace
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STEP 3

Click the Add Service Area button to add a new service area. If you wish to
edit an existing service area, click Edit by that specific area in the Service
Area Manage.

| Mass Mentoring Partnership @ Ao
Description
TBD
| A s v
Dotaits Service Areas Frograms
: Service Area Manager 35 LR S
e Assigped Postal Codes created Mcdified
- = G S
Select All Test Maine Zips o 111972023 011972023 =
Tost Add o az/06/2023 0206/2073

Title the service area and click Add.

Add Service Area

[mle m
NS
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STEP 5
Start by choosing the state your Affiliate supports.

Step 1: Name the area

T
Example Zip Codes

| Step 2: Pick the State ta access zip codes

STEP 6

If you wish to add all zip codes in a state, simply choose the desired state and
click Select All Postal Codes, then click Save. You can also select a specific
county or multiple counties to review/add their zip codes.

Click on Show Details to see all selected zip codes by county or state.

Edit Service Area

Title
Example Zip Codes

State —
Alaska Al sEecTALL FOST\LﬁDE 3

Select County

SHOW DETAILS

CCANCEL
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STEP 7

The Details section shows: the total #of postal codes selected, County
Name and the # of postal codes selected by county.

Edit Service Area

ALEUTIANS EAST

KUSILVAK

DILLINGHAM

STEP 8

To deselect ALL zip codes, click the Deselect All Postal Codes button by the
desired state and click Save.

Edit Service Area

Tite
Example Zip Codes

State A
Alaska Al DES Eu:.“* AlL POSTAL CODES
S

Select County

237 postal codes selected. SHOW DETAILS

CANCEL SAVE
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STEP 9

To Add or Deselect specific counties or individual towns, choose the desired
State then County to bring up a list of counties. Click the desired County to
view a list of town names and zip codes.

Title
Example Zip Codes

State
Alaska v I

Select County

ALEUTIANS EAST
0/5 postal codé a@n‘

ALEUTIANS WEST
0/7 postal codes assigned.

ANCHORAGE
0/19 postal codes assigned

BETHEL
0/26 postal codes assigned

BRISTOL BAY
0/3 postal codes assigned

STEP 10

Click the on desired towns/zip codes to add to your service areas. Here you
can choose Select All to add all county zip codes. Click Save.

Edit Service Area

[ COLD BAY (99571)

[ FALSE PASS (99583) [0 KING COVE (99612)

[ SAND POINT (99661)

0 postal codes selected.
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STEP 11

You can also Deselect All to remove all county's zip codes from your service
areas or deselect specific towns/zip codes. Click Save.

Title
Example Zip Codes

State
Alaska - I

Select County
ALEUTIANS EAST

=

AKUTAN (99553) COLD BAY (99571)

W3 FALSE PASS (99583 W) KING COVE (99612
/] =

SAND POINT (99661)

STEP 12

To see a list of Programs tied to your service areas, click the Programs tab
on your Affiliate page.

| Mass Mentoring Partnership B Edi Affisace

Description

Service Areas.

Service Area Manager
Tite Assigned Postal Codes Ereated Wedfied

MAZips 535 01/10/2023 01023
Select All Test Maine Zips o 01/19/2023 o1/19/2023
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The Programs tab lists your programs by Title, Status, and the last time it was
Updated. Click on the list label in blue to reverse the order. You can also click
View by that program to go to its details page.

D Las

Fending 32002023 B00:00 PM E
Pending TRVR03 BL0HH0 P m
Approved m
Approved 2/15/2022 7:00:00 PM m
Approvad V21152022 0000 PH [ vew |
Approved 12/15/2022 0000 PM m
Approwed 201512022 0000 PM m
Approved 12/15/2022 7:00:00 PM m
Aper m
Approved 1201502022 7:00:00 PM m
Approved 12/15/2022 0000 PM m
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Viewing a Program lets you see its #of Inquiries, # of Uncontacted, its
Details, and Program Admin tab. You can also click the Browse Programs tab
on the left hand navigation to see all of the programs tied to your Affiliate
area.

You can also edit the program by clicking Edit Program here.

¢ Artists For Humanity Tutoring Program

| Artists For Humanity Tutoring Program '—*

Basic Information

Mentor Role Description

The Browse Affiliates page shows the Affiliate Admins tied to the Affiliate. To
add/remove an Affiliate Admin account, start by clicking the Edit button by
your Affiliate.

Browse Affiliates
" N
ATest Affiliate 2124r2023 1:25:14 PM No Yes = @ tagy
hayley st test 212472023 10:36:23 AM Na Yes m m
Mass Mentoring Partnership 37202023 4:5317 PM Testing Program Statuses Updates, Na Yes m m
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To add an Affiliate Admin account, click the plus (+) button and type their

name and/or email address. To Remove an Affiliate Admin, simply click the
minus (=) button and click save.

You can only add an Existing Affiliate Admin account here. To Create an account, go to the
Accounts tab and click Add Account. Then return to this page.
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