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UNIT MEMBERSHIP DATABASE
(UMD)
QUICK REFERENCE GUIDE

UMD QUICK REFERENCE GUIDE

This guide provides a quick way to see the functions of the UMD Administrative Control.

LOGGING IN

e To access the UMD Admin Panel, go to http://umd.ovpr.uga.edu/
e  Enter your UGA MyID and Password and click the Login button.

UMD UNITS LIST
e UMD Units displays after successful login
e Listincludes all UMD units in which you have a role as Unit Leader, Account Manager or Account Manager
Proxy
e To manage a unit, click on its name

UMD UNIT MANAGEMENT MAIN SCREEN
This screen provides access to all the UMD management functions for this unit. From this screen you may manage:

e Unit (administrative) Roles
0 Unit Leader (Super User only)
0 Account Manager
0 Account Manager Proxies
e Email (notification) settings
0 Content
0 Applicant notification active/inactive
e  Membership Types
e  Members
e Applicants
O Review applicants
0 Upload applicants in batch or one at a time
= UGA persons
=  Non-UGA persons
e  Unit’s UGA LISTSERV Account
0 Set up the account
O Remove the account
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MANAGING UMD APPLICANTS

On the UMD Account Management Main screen under the Membership Management heading, click the Applicants
link. The Applicants screen appears. From this screen you may

e Send email to the applicant

e Approve, deny or delete applications
e View an individual’s application

e Edit an applicant’s membership type

MANAGING A MEMBERSHIP LIST

Unit Leaders, Account Managers and Account Manager Proxies may view and manage the list of approved
members for a UMD unit. On the Account Management Main screen, under the Membership Management
heading, click the Members link. The Members screen will appear. From this screen you may

e Deactivate, Activate and Delete members
e Send email to a member or a selection of members
e View and edit a member’s profile

UMD SUPERUSER

The UMD Super User role allows the user to manage any existing unit account and to register UHD units in UMD. A
Super User uses the same screen as any other user with a management role, except the Super User has access to
every UMD registered unit. From the UMD Units screen, the Super User may

e Register UHD units in UMD
e Assign a Unit Leader, Account Manager and/or Account Manager Proxies
e Assign a name to a UMD Unit UGA LISTSERV
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OVERVIEW

BACKGROUND

The Unit Membership Database (UMD) was developed to support the Centers and Institutes reporting to the UGA
Office of the Vice President for Research (OVPR). However, UMD was designed for membership management of
ANY organizational unit in the UGA organizational hierarchy (using OVPR’s Unit Hierarchy Database).

UMD addresses any UGA organization’s common need to:

e manage their membership lists

e solicit and manage membership applications online

e give online access to profiles and interests of members

e easily communicate with members

e provide secure “members only” web pages

e seamlessly support non-UGA employees(“non-UGA Affiliates”) as applicants and members

e rapidly deploy the delivery of these services through the unit’s website using web services

UMD works in conjunction with the OVPR Unit Hierarchy Database (UHD) (formerly called “XID”), which defines
the hierarchy of UGA’s organizational units, well beyond the capabilities of UGA’s BUD_ORG_STRUCTURE.
UMD/UHD also works with other OVPR authoritative data sets, such as the People, Affiliates, Units, Locations and
Accounts Database (PAULA), OVPR’s multi-branched LDAP server and web services authentication server.

BENEFITS
UGA’s Unit Membership Database (UMD) provides:

e Distributed (decentralized) management of memberships of UGA units represented in the Unit Hierarchy
Database (UHD)

e Aset of web services that enable a unit’s website to interact with the membership database, avoiding the
development and maintenance complexities and security issues of embedding membership data in a
website’s code or unit-owned database platform

e Use of the Unit Hierarchy Database (UHD), which provides for the definition of unit hierarchical
relationships

e Convenient methods to communicate with a unit’s members via Email, including UGA LISTSERV

e Means to provide “members only” web content through member login and authentication (using UGA
MyID/password)

e A convenient method to solicit and manage membership applications

e  Capabilities to include non-UGA employees and students as members of a unit, including login
authentication of these “non-UGA Affiliates”

® An authoritative, centralized database of UGA and non-UGA persons belonging to a UGA organizational
unit

(Office of the
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COMPONENTS
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Figure 1. UHD/UMD Components

The UMD solution was developed by and is hosted and supported by OVPR’s Office of Research Information
Systems (ORIS) and includes the following components:

e Acentralized MySQL database providing secure storage and management of all of the components of
UMD and its supporting infrastructure

e A web-based UMD Administrator’s Control Panel for use by persons designated with UMD Unit
management roles

e Use of the PAULA database for reference to authoritative identity management data about UGA and
non-UGA Affiliates

e Use of the PAULA database for creation and management of non-UGA Affiliates

e Use of the OVPR/LDAP authentication server for secure login authentication of UGA persons and non-
UGA Affiliates

e A web-based servlet handing secure web service communications between a unit’s website and the
UMD database

e Aset of web services providing all of the functionality required for two-way communications between
a unit’s website and the UMD servlet

e The OVPR Access Services authentication server, assuring only authorized applications are allowed
communication with OVPR web services

e Interfacing with UGA’s LISTSERV, providing automatic generation and synchronization of LISTSERV
lists for each UMD organization

e Automatic generation of a LISTSERYV list of the Unit Leaders of all organizations with a UHD Unit Type
(i.e., Center Directors, Department Heads)

e The computing, storage and communications hardware platforms required to operate the system
e A UMD Software Developers Kit (UMD/SDK)
e  This UMD Administrative User Manual

) _ (Office of the
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SYSTEM SECURITY AND RESILIENCY

UMD and UHD are architected and hosted with features that optimize security.

DATA CENTER
UMD is hosted on the OVPR IT infrastructure housed in the UGA Boyd Data Center, providing:

24-hour physical security using badge readers and cameras
Resilient power using uninterruptable power supplies (UPS) and gas turbine power generators

Network security using UGA’s network firewalls and other devices

SECURITY ARCHITECTURE
UMD is implemented with security features including:

Secure Socket Layer (SSL) network encryption

Login authentication using the OVPR LDAP server, which utilizes the UGA LDAP server for UGA
employees/students and the OVPR LDAP server for non-UGA Affiliate authentication

Web services security using OVPR Access Services, assuring that only authorized applications are accessing
OVPR web services

No storage of login passwords in the database

OVPR/IT INFRASTRUCTURE

The OVPR IT infrastructure includes the following features for optimal availability and resiliency of the application:

Virtualization of the host computers, allowing optimization of computing resources and enhancing system
availability

Fully redundant storage subsystem to avoid outages and/or data loss
Frequent snapshots and backups of critical data, in case of minor or catastrophic system failure

Support by OVPR’s professional system administrators, who monitor and manage the OVPR IT
infrastructure in partnership with the UGA EITS Network Operations Center (NOC)
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UMD USER ROLES

UMD uses role-based security to assign privileges to a set of defined roles when using the UMD Administrative
Panel. The table below shows the roles and privileges of each:

Account
Super Unit Account Manager
UMD Administrative Panel Function User | Leader | Manager Proxy Member

Register Unit in UMD

>

Assign Account Manager

Assign Account Manager Proxies

Define Unit Membership Types

Enter Membership Lists as Batch Files

Enter Members Individually

Reject or Accept Applicants

Edit any Members' Profile

Manage Email Notifications to Applicants

Define Unit LISTSERV Name

Become a member of the Unit Leadership LISTSERV
Become a member of the Unit Membership LISTSERV

X |IX | X | X [X | X | X | X [X
X |IX | X | X [X [X |[X |X
X | X | X | X [X [X |X

X O[X [X | X |X | X [X [X [X | X |X

Table 1. UMD Admin Panel Privileges by User Role

UMD SUPER USER ROLE

The UMD Super User is an OVPR resource and has overall responsibility for defining UMD accounts and granting
access to those accounts to the Unit Leader of a Unit’s Account.

The UMD Super User
e  Registers UHD units in the UMD Database

e Assigns the Unit Leaders
e  Change a UMD unit’s Unit Leader

e Has all of the privileges of the Unit Leaders, in order to assist the Unit in using UMD

UNIT LEADER

There must be one (and only one) Unit Leader for each UMD Account. The UMD Unit Leader, assigned by the UMD
Super User, is the top-most manager/administrator of an organizational unit, for example, the Dean of
School/College, Head of Department, Director of Center/Institute.

The Unit Leader has the following privileges:

e Becomes a member of the UGA LISTSERV of Unit Leaders
e  Assign the Account Manager

) _ (Office of the
Vice President for Research .
g L Overview Page 4




22 UHD/UMD

Version 2012.06.25 UMD Administrative User Manual

e  Assign Account Manager

o Define unit Membership Types

e Manage email notifications

e Reject or accept applicants

o Define unit’s membership UGA LISTSERV account

ACCOUNT MANAGER

There must be one (and only one) Account Manager for each UMD Account. The UMD Account Manager role is
assigned by default as the Unit Leader, but may also be assigned by the UMD Super User and is assigned to any

person who will assume responsibility for managing a UHD Unit’s membership. The UMD Account Manager has
the following privileges:

e Assign Account Manager Proxies
e Define Unit Membership Types
e Manage email notifications

e  Reject or accept applicants

e Name a unit’s membership UGA LISTSERV account

ACCOUNT MANAGER PROXY

There may be any number of Account Manager Proxies for each UMD Account. The UMD Account Manager Proxy
role is normally assigned by the UMD Account Manager, but may also be assigned by the UMD Unit Leader or the
UMD Super User. The UMD Account Manager Proxy has the following privileges:

o Define Unit Membership Types

e Manage email notifications

e  Reject or accept applicants

e Define unit’s membership LISTSERV account

Note: Proxies are tied to a given Account Manager. When the Unit Leader replaces an Account Manager with a

different person, the privileges of the Account Manager Proxies are deleted and new proxies must be reassigned,
usually by the new Account Manager.

(Office of the
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UMD MEMBERSHIP TYPES

Membership Types define the relationship of members to the unit (e.g., for use on a unit website) or business
purposes of the UMD Unit. Membership Types are defined and managed by the person(s) managing the UMD
Unit, and a UHD Unit may define any number of Membership Types and use any nomenclature.

Examples of Membership Types include “Member,” “Affiliate Member,” “Student,” “Associate” and “Staff.”
Every member must be assigned to at least one or more of the Unit’'s Membership Types.

REGISTERING A UHD UNIT AS A UMD ACCOUNT

Using the UMD Admin Control Panel, the first steps for defining a unit membership account are described below:
The UMD Super User must:

e Register the UHD unit in UMD
e Assign Unit Leader to the UMD unit

The UMD Unit Leader or the UMD Super User must:
e Assign UMD Account Manager
The UMD Unit Leader may:

e  Assign Account Manage
e Assign Account Manager Proxies
e Name the unit’s membership LISTSERV

The UMD Account Manager may:
e Assign Account Manager Proxies
The UMD Account Manager or Proxies must:

e Define Membership Types

IMPLEMENTING A UMD UNIT

After the UMD unit has been registered by the UMD Super User and UMD administrative roles have been assigned
by the UMD Unit Leader, UMD is ready for you to implement for managing and accessing your Unit’'s membership

information. The next steps are described below.

UMD MEMBERSHIP UPLOAD

Current members may be uploaded in batches or one at a time. Uploading or entering non-UGA affiliates is
different from the uploading and entering of UGA (employees, staff and student) members and described below.
After entry, these applications must be approved, as described below, for their membership to be complete. Once
you have approved each of your membership applications, your UMD account is fully operational and available as
a source of authoritative data for other systems, such as the unit's website, or the UGA Faculty Activity Repository.

) _ (Office of the
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‘ USING THE UMD ADMIN CONTROL PANEL

The UMD Admin Control Panel is the location for all management tasks required of administrators of a UMD Unit.
Below is a complete description of all of the Control Panel functions and options.

‘IMPLEMENTING UMD ON YOUR UNIT’S WEBSITE

Your web developer/designer may use the UMD web services, as described in the UMD Software Developers Kit
(UMD/SDK), which include the following capabilities:

e submit member applications to UMD

o modify member profiles

e retrieve member profiles

e retrieve the membership list

e search and retrieve member profiles using search criteria

e display the unit’'s membership UGA LISTSERV name (email address)

TYPICAL MEMBER & PUBLIC ACCESS PRIVILEGES ON UNIT WEBSITE

Design of your website and the interaction of a web site visitor with UMD information are largely determined by
your site’s web designer. UMD administrative roles have no bearing on the privileges a user has in accessing the
unit’s UMD data. However, UMD members may be granted special privileges on a unit’s web site after they login
to the site and are authenticated as current members of the UMD unit. (The UMD web services include login
authentication capability for use by the unit’s web designer.)

Typically, a UMD website will be designed to provide the following privileges to authenticated members and public

users:
Typical UMD Web Site Privilege Member Public

List Unit Members X
Search Member Profiles X
Access "Members Only" content X
Modify User Profile X
Apply for Membership
Send Message to Unit LISTSERV X

Table 2. Typical UMD Unit Web Site Privileges for Members and Public

USING UMD-MANAGED UGA LISTSERV LISTS

UMD creates and maintains two types of UGA LISTSERV accounts:

e Alistserv account for each UMD unit, that includes all of the unit’s members
e Alistserv account for each UHD unit type, that includes all of the unit leaders for each UHD unit type

(Office of the
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As part of the UMD Unit management, a LISTSERV name is given by the administrator. That name becomes the
prefix of a UGA LISTSERV account created and managed by UMD. The LISTSERV name is suffixed with “-UMD-um”.
For example, a UMD unit’s LISTSERV account named by the UMD unit administrator as “BSRI” would have a UGA
LISTSERV named “BSRI-UMD-um” with an email address of “BSRI-UMD-um@listserv.uga.edu”.

Whenever a member is added or removed from a UMD unit membership list, UMD automatically synchronizes the
revised UMD membership list with the UGA LISTSERV.

UHD UNIT LEADER LISTSERV

UMD also creates and maintains UGA LISTSERV accounts for communicating with all of the Unit Leaders of each
UHD unit type. For example, UMD creates a LISTSERV account named “Center-UMD-ul” that includes all of the
Unit Leaders for all UHD units registered in UMD which are of the “Center” unit type. So to communicate with all
Center unit leaders, the email address of “Center-UMD-ul@listserv.uga.edu” could be used.

These UGA LISTSERV names are returned to web service posts so that they may be displayed or used by a unit’s
web-based application, assuming that application is an authorized user.

Note: UHD Unit Types are listed below. However, UMD is NOT implemented across all UGA organizational units.
The Office of the Vice President for Research is implementing UMD across all of UGA’s Centers, Institutes,
Research Support units, and Research units.

Academic Department
Academic Division
Academic Group
Academic Support
Auxiliary Services
Budgetary

Center

Certificate Program
College

Committee

Core Facility

Council

Degree Program
Extension

Group

Institute
Institutional Support

Instruction
Instructional Support
Major

Minor
Outreach/Public Service
Programs

Research

Research Support
School

Student Group
Student Services
Task Force
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MANAGING A UMD UNIT

UMD Units are managed from a series of web screens collectively called the UMD Admin Panel. The management
process is described below.
LOGGING IN

1. To access the UMD Admin Panel, go to http://umd.ovpr.uga.edu/.
The login screen will appear.

Office of the
Vice President for Research

at the university of georgia

UMD Admin Panel

UGA MylD: nesmithj

Password. sesssssss

Figure 2. UMD Administrator Login Screen

2. Enter your UGA MyID and Password and click the Login button.
UMD will authenticate your login credentials using the OVPR LDAP server.
4. Ifyour login is authenticated AND you have an administrative role in UMD, the UMD Units screen will
appear.
a. Ifyour login is invalid, you will be notified, and you may try again.
b. Ifyourlogin is authenticated, but you do NOT have an administrative role in UMD, you will be
notified of the error. In this case there is no need to try again, as you have not been assigned any
administrative privileges in UMD.

(Office of the
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UMD UNITS LIST

After successful authentication, the UMD Units screen will appear.

Office of the
Vice President for Research

at the university of georgia

22 UHD/UMD

Welcome, Jerry BLAKE HeSmith - Log Out

UMD Units
Find Unit to Manage:
Search
Register New Unit
[C] | Activate || Deactivate Filter by: Active
Unit ~
00773 ! Bio-imaging Research Center

|| @

ergy Systems Research Institute

00791 /Bi

pression and Fermentation Facility

| I

ences Institute

Bioscience

3
SR
2

00836 / integrat

ed Bioscience and Nanotechnology Cleanroom

00778/ Plant Biology Electron Microscope Facility

] Activate Deactivate Filter by: Active v

Figure 3. UMD Units Screen

The UMD Units screen displays a list of all of the UMD units in which you have a role as Unit Leader, Account
Manager or Account Manager Proxy. UMD Super Users see all UMD units. (The “Register New Units” button is

only visible to the Super User.)

e The units list can be sorted by name and filtered by Status (Active/Inactive) by clicking on those column

headers.

e  You may type a character string in the Search field and click the “Search” button to filer the list by unit

names that contain that character string.

e  The 5-digit number preceding the name is the UnitID from UHD

e The Status column displays “Active” or “Inactive.” An inactive UMD unit has been made inoperative

(“inactive”) by the UMD Super User

e Each unit name is a link to the management of that unit’s account

(Office of the
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UMD UNIT MANAGEMENT MAIN SCREEN
After clicking a unit’s name from the UMD Units List, the UMD Account Management Main screen appears.

Office of the
Vice President for Research

at the university of georgia Welcome, Jerry BLAKE NeSmith - Log Out

00791 - Bioenergy Systems Research Institute
Units = 00791

UMD Unit Settings @
UMD Unit Roles
Email Settings

Membership Management @
Wembership Types
Memb

Applicant Management @
Applicants
Create Single Applicant
UGA Person
Non-UGA Person
Create Multiple Applicants (Batch Upload)
UGA Persons

Non-UGA Persens

LISTSERV Management @
Current Unit LISTSERV Account
Remove | Current LISTSERV: BSRI-UMD-um@listserv.uga.edu
Unit Type LISTSERV Accountis) @
Institute: Institute-UMD-ul@listservuga edu
y: Buagetary-UMD: uga edu

Figure 4. UMD Unit Management Main Screen
This screen provides access to all the UMD management functions for this unit.
This is the first level at which the “breadcrumbs” appear. Breadcrumbs are a navigation aid to help you keep track

of your location within the UMD Admin Panel web screens and provide a convenient means to navigate back to
previous web screens.

Office of the
Vice President for Research } .
ot the aniversty of georgia Managing a UMD Unit Page 11




22 UHD/UMD

Version 2012.06.25 UMD Administrative User Manual

ASSIGNING UMD UNIT ROLES TO PERSONS

On the UMD Unit Management Main screen, click the UMD Unit Roles link. The UMD Unit Roles screen will
appear.

Office of the
Vice President for Research

at the university of georgia Welcome, Jerry BLAKE HeSmith - Log Out

00791 — Bioenergy Systems Research Institute
UMD Unit Roles

Units > 00791 > Roles

Unit Leader
Change
Name Email

Scott, RobertA rscott@uga.edu

Account Manager
Change
Name Email

Cheng, Youyou youyou@uga.edu

Account Manager Proxies
Add New
Hame Email

Oquinn, Jackie C jcoquinn@uga edu Remoave

Figure 5. UMD Account Roles Screen

ASSIGNING A UNIT ACCOUNT MANAGER

In the example above, if Super User is logged in, “Change” appears under the Unit Leader and Account Manager
headings, “Add New” appears beneath the Account Manager Proxies heading, and “Remove” appears adjacent to
each Account Manager proxy.

If the Unit Leader is logged in, “Change” appears under the Account Manager heading, “Add New” appears
beneath the Account Manager Proxies heading, and “Remove” appears adjacent to each Account Manager proxy.

If the Account Manager is logged in, “Add New” appears under the Account Manager Proxies heading, and
“Remove” appears adjacent to each Account Manager proxy.

If an Account Manager Proxy is logged in, the proxy is not allowed to change any roles on this page.

Selecting any of the "Change" or "Add New" links takes the user to the UMD Choose Person screen. For example if

the Unit Leader (or UMD Super User) chooses to change the Account Manager, the Choose Person screen appears
as shown here:
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Office of the
Vice President for Research

atthe university of georgia Welcome, Jerry NeSmith - Log Out

Choose Person

Last Name © begins with @ contains © exact match
First Name begins with @ contains © exact match
Title: © begins with @ contains © exact match

Home DE‘pf Number:
Home DEpf Name L DEQIHS with @ contains © exact match
MyID

Include inactive persons? ]

Search Clear Cancel

Figure 6. UMD Choose Person Screen.

The Choose Person screen is used in UMD whenever the user needs to find and select a person to fill any role.
To find a person:

1. Enter any combination of search criteria you wish.
a. Select “Begins with,” “Contains” or “Exact” to describe the selection criterion to be used in the
search.
b. The three-digit “Home Dept Number” must be exact, if entered.
c. The “MyID” must be exact, if entered.
2. Click the Clear button to reset your search criteria to blanks.
3. Click the Cancel button to cancel your search and return to the previous screen.
4. Click the Search button to execute your search. A list of persons who met your search criteria will appear:
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Office of the
Vice President for Research

2t the university of georgia

Welcome, Jerry BLAKE NeSmith - Log Out

Choose Person

Use any combination of fields to find a person

Last Name kiss © pegins with @ contains © exact match
First Name @ begins with @ contains © exact match
Middle Name © begins with @ contains © exact match
Email @ begins with @ contains © exact match
Title @ begins with @ contains © exact match

Home Dept Number.

Home Dept Name @ begins with @ contains © exact match

MylD

Include inactive persons? lal

[ Search I l Clear ] [ Cancel I

[ Select |

Last First  |Middle|Email Title Department MyID
@ |Kissane |John A jkissane@uga edu|EDUC PROGRAM SPECIALIST 216 / EDUCATION - DEANS OFFICE jkissane
) |Kissel David |E dkissel@uga.edu |[DEPARTMENT HEAD ACADEMIC 387 / SOIL, PLANT & WATER LAB dkissel

© |Kissinger|Jessica ikissing@uga.edu |DIRECTOR ACADEMIC 093 | GENETICS jkissing
© |Mckissick|John C jmckiss@uga edu |PART-TIME PROFESSOR 748 / CTR OF AGRIBUS & ECO DEVEL CES|jmckiss
7 |Mckissick|Sarah  [JOY smckiss@uga edu [REGISTERED VETERINARY TECH 11|097 / VETERINARY TEACHING HOSPITAL  [smckiss
© |Purkiss [Nakeem|Knox [nakeem@uga edu [STUDENT ASSISTANT 110 / HOUSING ADMINISTRATION nakeem
Select

Figure 7. Choose Person Screen with Search Results

5. If the person you are searching for appears in the list, click the radio button indicating your selection.

6. If the person for whom you are searching does not appear in the list, modify your search criteria, and try
again.

7. Click the Select button to complete your selection.

The UMD Account Roles screen appears, showing the newly designated Account Manager. The Account Manager
Proxies section will be blank, because when a new Account Manager is assigned, all Account Manager Proxies are
removed and new Account Manager Proxies may be assigned.

ASSIGNING UNIT ACCOUNT MANAGER PROXIES

Account Manager Proxies are assigned much the same as Account Managers, except the process begins by clicking
the “Add New” link under the Account Manager Proxies heading.

Account Manager Proxies may be removed, one at a time, by clicking the “Remove” link adjacent to the proxy’s
name.

MANAGING A UNIT’S EMAIL NOTIFICATIONS

Unless “Deactivated”, UMD sends applicants email notifications when

e The applicant’s membership application has been received by UMD
e The applicant’s membership application has been accepted or rejected by the Unit’s administrator

Office of the
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The content of those notification emails and their activation/deactivation is managed by clicking the “Email
Settings” link on the UMD Unit Management Main screen. The UMD Unit EMail Settings screen appears:

Office of the
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at the university of georgia Welcome, Jerry BLAKE NeSmith - Log Out

00791 — Bioenergy Systems Research Institute

UMD Unit Email Settings
Units = 00791 = Email Settings

Email Alert Settings

Alert Current State
Application Activated Deactivate
Approval  Activated Deactivate

Email Message: Application

Current Message

Thank you for your appication to join the %on. You should hear from us in short order about your status. If we have further questions, we will email

Edit Email Message

Email Message: Approval
Current Message
%fn %mn %in

“Your application to join the %on was approved. Welcome!

tis important to kesp your profile up to date as that is how collaborations begin. Go to bsri.uga.2du, pull down the Membership menu tab, and select Edit Wember Profile. Login with your UGA |
We look forward to working with you.

Edit Email Wessage

Figure 8. UMD Unit Email Settings Screen

EMAIL ALERT SETTINGS

Email alert for receipt of applications and approval or rejection of applications may each be activated and
deactivated in the Email Alert Settings table by clicking “Deactivate” or “Activate” for each type of alert. (ltis
usually a good idea to deactivate both of these alerts when entering a membership list for an existing organization
that already has members when the UMD unit is being set up.)

EMAIL MESSAGE CONTENT

By clicking the “Edit Email Message” links under the Application or Approval Email formatting sections. The email
editing screen will appear:
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) .| || Office of the
Vice President for Research
AEAERIIVE iy ol gescgia Welcome, Jerry BLAKE HeSmith - Log Out

00791 - Bioenergy Systems Research Institute
UMD Unit Email Settings
Units = 00791 = Email Settings

Email Alert Settings @

Alert Current State
Application  Activated Deaclivate
Approval  Activated Deactivate

Email Message: Application ‘@

Current Message

Thank you for your appiication o join the %on. You should hear from us in short order about your status. If we have furiher questions, we wil email
Edit Email Message

Enter new email message

Please use the codes %in for First Name, %mn for Middle Name, %in for Last Name, and %on for Organization Name.

%fn tm %ln,

Thank you for your application to join the fon. You should hear from us
in short order about your status. If we have further questions, we will
email.

Figure 9. UMD Unit Edit Email Message

Codes are provided for inserting the applicant’s first name, middle name, last name and the name of the UMD Unit

(Organization Name). If the Approval Email Message is being edited, a code is also provided for inserting the
listserve name.

MANAGING MEMBERSHIP TYPES

To manage your unit’s list of Membership Types, click the Membership Types button on the UMD Unit
Management Main Screen. The Membership Types screen will appear.
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Office of the
Vice President for Research

ST Baipcalny of plargls Walcome, Jerry NeSmith « Log Out

00791 — Bioenergy Systems Research Institute

Membership Types
Accounts > BOTS1 > Membership Types
Name:
Code:
Description:
Al
Nama Code Description In Use? Active?
Altliate Edt.. Yes Yes | Deacivals
Nrector T Yes Yes | Deactvate
Member 1 Must be UGA Facuity Edt  Yes Yes | Dhssnchwashs

R e ——
Figure 10. UMD Membership Types Screen
Membership Types reflect the unit’s decision about different kinds of members (e.g., student, affiliate, associate).

At minimum, we recommend having a Membership Type that names the unit leader (e.g., Director) and another
membership type that describes others belonging to the unit (e.g., Faculty, Member).

ADDING A MEMBERSHIP TYPE
Three fields must be entered to add a Membership Type:

1. Name: (Required Field) The name to be displayed on your web screen for this membership type and as

part of each member’s profile. You may change the name of a membership type later using the Edit
function.

2. Code: (Required Field) Any alphanumeric text string to be used in the background by the Web
Developer/Designer to refer to this Membership Type. This code is not displayed on your website and
may not be changed later.

3. Description: (Required Field) Text describing this membership type. The Description may be changed
later using the Edit function.

To add a Membership Type to this unit’s list, fill in these three fields and click the Add button. The new
Membership Type will appear in the list of the unit’'s Membership Types.
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EDITING AN EXISTING MEMBERSHIP TYPE
To change the Name or Description of a Membership Type

1. Click the Edit link, which will display those fields as edit boxes.

2. Edit the Name, Code and/or Description.

3. Click the Save button to save your edited fields.

Note: Membership Types that have been deactivated may not be edited.

DEACTIVATING A MEMBERSHIP TYPE
If a Membership Type is no longer needed, it may be deactivated by clicking the Deactivate button.
Notes:

1. Members assigned to the deactivated Membership Type will remain assigned to that type. The “In Use?”
column indicates whether the Membership Type is assigned to active members.

2. New Membership Applications may not include the deactivated Membership Type.

DELETING A MEMBERSHIP TYPE

A Membership Type may be completely deleted from the unit’'s Membership Type list if the Membership Type is
deactivated (Active? = No) and the Membership Type is not in use (In Use? = No). If both of these conditions are
true, then the Delete button will be displayed.

To Delete the Membership Type, click on the Delete button.
MANAGING MEMBERS

From the Unit Management Main Page, clicking the Members link in the Membership Management group causes
the Members page to display:
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Office of the
Vice President for Research

#1184 vebvenshy of peers Walcome. Jurry BLAKE NeSmith + Log Oul

00791 — Bicenergy Systems Research Institute

Members
15 791 > Members
Ackvate Deactvale Dulete Emod Filter by. Al = Filler by. AN -
Name* = Email Types Membership Status

Figure 11. UMD Members Page

From this page you may edit a member’s profile, send email to one or many members, activate, deactivate or

delete a member.

APPLY FILTERS TO VIEW OF MEMBER LIST

Using the drop down lists adjacent to the “Filter by” label above the Types and Membership Status columns, you

may filter the member list easily.

ACTIVATE, DEACTIVATE OR DELETE MEMBERS

If desired, Filter the Member List. Then select the appropriate member or members in the checkboxes, then click
the Activate, Deactivate or Delete button to apply any of those action so the selected member(s).

Notes:

1. Only Active members may be Deactivated, and only Inactive members may be Activated.
Inactive members remain on the Member List, but will not be included in web service calls from your
website, so will not be displayed as members, until they are reactivated.

3. Deleted members will no longer appear on the Member List and must apply for membership and be
accepted, as though they had never been a member, in order to become a member again.
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VIEW A MEMBER’S PROFILE

To view and modify a member’s profile, click on the member’s name. The profile page will appear.

Office of the
Viice President for Research
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00791 — Bioenergy Systems Research Institute
Thomas Adams

Units = 00791 > Members > Thomas Adams

Membership Status: Active

UGAID! 999000318

First Name Thomas

Middie Name:

Last Name: Adams

Title Consultant
Department:

Organization Tunstall Adams Inc
Email: tadams@tunstalladams.com
Phone: 7065495761
Website:

Narrative

Membership Types: [Affiliate]

Figure 12. Member Profile Page

By clicking the member’s email address, you may send this user a message.
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EDIT A MEMBER’S PROFILE

Click the Edit button, the following screen will appear.
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00791 — Bioenergy Systems Research Institute

Thomas Adams
Units > 00791 > Members > Thomas Adams

Membership Status: Active

UGAID: 999000318

First Name: Thomas

Middle Name:

Last Name Adams

Title: Consultant
Department:

Organization Tunstall Adams Inc
Email tadams@tunstalladams.com
Phone: 7065495761
Website

Narrative

Membership Types: [ENE -

Press and hold Cirl to Director
make mutiple selections | Member

Figure 13. Edit a Member's Profile

On this screen you may enter the member’s website URL, modify the member’s narrative and/or change the
member’s membership type(s).

Click Save to save your changes or Cancel to leave the page with no changes.
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POPULATING AN EXISTING UNIT’S MEMBERSHIP LIST

22 UHD/UMD

If a UMD account is being established for an existing unit that already has members, it is not necessary to require

the members to submit applications for approval. The UMD Unit Leader, Account Manager, or Account Manager

Proxy may populate the UMD unit membership list in the following ways:

e Upload a CSV file of UGA members (batch upload)

e Upload a CSV file of non-UGA members (batch upload)

e Create single applicant records of UGA members

e Create single applicant records of non-UGA members
NOTE

: Itis usually a good idea to deactivate email notifications during these processes, so that members do not

receive unnecessary notification when their applications are loaded and approved. (See Email Alert Settings.)

These methods are shown on the UMD administration screen under Applicant Management.

Vice President for Research

at the university of georgia

Welcome, Jerry BLAKE Ne Smith - Log Out

00791 - Bioenergy Systems Research Institute

Units = 00791

UMD Unit Settings @
UMD Unit Roles
Email Settings

Membership Management @
Membership Types
Members

Applicant Management @
Applicants
Create Single Applicant
UGAPerson
Non-UGA Person
Create Multiple Applicants (Batch Upload)
UGAPersons
Non-UGA Persons

LISTSERY Management ‘@
Current Unit LISTSERV Account

[CRemove | Current LISTSERW: BSR-UMD-um@listssnvuga sdu
Unit Type LISTSERV Accouni(s) @

Institute: Institute-UMD-ul@lisiserv.uga.edu

Budagetary: Budgetary-UMD-ul@listservuga edu

Figure 14. UMD Unit Management Main Screen
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CREATE MULTIPLE APPLICANTS (BATCH UPLOAD)

All of a unit’s current members that are UGA faculty, staff or student may be loaded using a CSV file using the
following steps:

Download and populate the UGA or Non-UGA membership batch upload CSV template.

Save the template as a CSV file.

Upload the CSV file to UMD. This will populate the unit’s list of membership applicants.
Approve individual membership applicants for membership.

il A S

UPLOAD A CSV FILE OF UGA PERSONS

All of a unit’s current members that are UGA faculty, staff or student may be loaded using a CSV file using the
following steps:

1. Download and populate the UGA membership batch upload CSV template.

2. Save the template as a CSV file.

3. Upload the CSV file to UMD. This will populate the unit’s list of membership applicants.

4. Approve individual membership applicants for membership.

To begin this process, from the UMD Account Management Main Screen, click the “UGA Persons” button in the
“Create Multiple Applicants (Batch Upload)” group.

The Batch screen will appear.

) | | Officeof the
Vice President for Research
CLOCCE TR Welcome, Jerry BLAKE NeSmith - Log Qut

Create Multiple Applicants

Instructions
Download our UGA CSV template and fill, at minimum, the required fields. Then save and upload your CSV file.

Required fields: (UGAID or MylD or UGA Email) and Membership Type
Optional fields: Website (URL]
Upload

Upload | [ Cancel

Figure 15. UMD Create Multiple Applicants Screen

Click the “UGAS CSV template” link to upload the UGA persons membership template, shown below:

Office of the
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(_ll[’Jl’J-JaI'U Font —'.Ilgnment
Al - f | UGAID
A B C D E F G H

1 |UGAID MylD UGA Emai Website ( Membership Type

2

3

a4

5

6

7

8

9

Figure 16. UGA Batch Upload Template

Fill in the fields, though, only the UGAD, MyID or UGA Email field plus the Membership Type are required. Itis
advisable to populate only one of the fields for a person.

Save (Save As) a CSV formatted file, then return to the Create Multiple (UGA) Applicants screen to upload the CSV
file.

Note: During the upload process, your list is edited for errors. You are notified of any errors and must eliminate
all errors before the batch upload will complete.

UPLOAD A CSV FILE OF NON-UGA PERSONS

All of a unit’s current members that are non-UGA persons may be loaded using a CSV file using the following steps:
1. Download and populate the non-UGA membership batch upload CSV template.
2. Save the template as a CSV file.
3. Upload the CSV file to UMD. This will populate the unit’s list of membership applicants.
4. Approve individual membership applicants for membership.

To begin this process, from the UMD Account Management Main Screen, click the “non-UGA Persons” button in
the “Create Multiple Applicants (Batch Upload)” group.

The Batch screen will appear.

Office of the
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\Y
Office of the
Vice President for Research

Create Multiple Applicants

Multipie Applic ants

Instructions

Required fields:

st Name, Emad, Organuation, ang

Optional fields:

e, Fhone, Website (URL). Titke, O

Upload
File: Browse:

Cancel

Figure 17. UMD Create Multiple Applicants Screen

Click the “UGAS CSV template” link to upload the non-UGA persons membership template, shown below:

A B = D E F G H 1 1 K L M
Last Nam _FlrstNamanddle Nz Email Phone  Website ( Title Departme Organizati Membership Type

N W N

Figure 18. UGA Batch Upload Template
Fill in the fields. Last Name, First Name, Email, Organization and Membership Type are required

Save (Save As) a CSV formatted file, then return to the Create Multiple (UGA) Applicants screen to upload the CSV
file.

Note: During the upload process, your list is edited for errors. You are notified of any errors and must eliminate
all errors before the batch upload will complete.

Office of the
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CREATE SINGLE APPLICANT

Applicants may be entered one at a time, using a technique for Non-UGA persons and a technique for UGA
persons.

CREATE A SINGLE UGA PERSON APPLICANT RECORD

To begin this process, from the UMD Account Management Main Screen, click the “UGA Person” button in the
“Create Single Applicant” group. The Choose Person screen will appear.

Office of the
Vice President for Research

L the wwbreniity of grorgle Welcome, Jerry BLAKE Ne Smith - Log Out

Choose Person
Lise any combinaon of Neds o find a person

Last Name

begins with @ contains © exact match

MyiDy

Incluge inactve persons?

Search | | Clear | | Cancel

Figure 19. Choose Person Screen

Enter any combination of search criteria to search for the UGA person. (MyID is an excellent way to search, but
must be an exact match. Last Name works well, also, and will give you a selection from which to choose.) After
entering your search criteria, click Search. The results of your search will appear at the bottom of your screen:

(Office of the
Vfice President for Research

st theantversty of eorgla Managing a UMD Unit Page 26




Version 2012.06.25

UMD Administrative User Manual

Office of the
Vice President for Research

at the university of georgia
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Welcome, Jerry BLAKE Ne Smith - Log Out

Choose Person

Use any combination of fields to find a person.

Last Mame: Owens © begins with @ contains © exact match
First Name; Glen ® begins with © contains © exact match
Middle Name © pegins with @ contains © exact match
Email © begins with @ contains © exact match
Title: © begins with @ contains © exact match
Home Dept Number.
Home Dept Name: @ pegins with @ contains © exact match
MylD:
Include inactive persons? |}

Select

Last |First [Middle |Email (Title Department MylD

@ |Owens Glenda|M gmowens@uga.edu|ADMINISTRATIVE MANAGER I 336/ CARL VINSON INSTITUTE OF GOVT|

) |owens |Glenn |WILLIAM |gwowens@uga.edu |APPLICATION PROGRAMMER SPEC

005/ VP OFFICE FOR RESEARCH gwowens

Select

Figure 20. Choose Person with Results List

If the person for whom you are searching appears, select that person and click Select. The Create Single Applicant
screen will appear, with details about the person you selected:

Office of the
Vice President for Research

at the niversity of georgia

Welcome, Jerry BLAKE NeSmith - Log Out

Create Single Applicant

Units = 00791 > Single Applicant

Verify that this is the correct person and enter Website and Narrative if you can

*Membership Type: Affiliate ~

*UGAID {EEEE)

*First Name: Glenn

*Last Name Owens

Middle Name: WILLIAM

*Email gwowens@uga.edu

Phone 706-542-3337

Website:

Title: APPLICATION PROGRAMMER SPEC
Depariment. VP OFFICE FOR RESEARCH
*Organization University of Georgia
Narrative

Submit Cancel

Figure 21. Create Single UGA Applicant Screen

(Office of the
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at the university of georgia

Managing a UMD Unit Page 27




22 UHD/UMD

You may enter the URL of the website appropriate for this person as a member of this organizational UMD Unit,
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enter a narrative, and click Submit. This person will then be an applicant waiting for approval as a member.

CREATE A SINGLE NON-UGA PERSON APPLICANT RECORD

To begin this process, from the UMD Account Management Main Screen, click the “Non-UGA Person” button in the
“Create Single Applicant” group.

The Create Non-UGA Applicant screen will appear.

) Office of the
Vice President for Research
at the university of georgia Welcome, Jerry BLAKE HeSmith » Log Out

Create Non-UGA Applicant

Plgase enter a valid email address.

Email:

| continue | [ cancel

Figure 22. Create Single Non-UGA Applicant Screen

Enter the email address of the non-UGA applicant. (The email address may not be an address that ends with
“.uga.edu”, as an address ending thus would be an address assigned by UGA to an UGA employee or student. If a
UGA email is entered, you will see the error message “UGA email addresses not allowed.”) Otherwise, the
following screen will appear:

Office of the
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) | Officeof the
Vice President for Research
at the university of georgia Welcome, Jerry BLAKE NeSmith - Log Out

Create Single Applicant

Verify that this is the correct person and enter Website and Narrative if you can.

*Membership Type: Afiliate  ~

*UGAID: 999000244
*First Mame: Calvin
*LastName: Coolidge

Middle Name:

*Email. 30&pres.com
Phone:

Website:

Title

Department

*Organization: U.S. Government

Narrative:

Corc

Figure 23. UMD Create Single (Non-UGA) Applicant

If the email address is already registered as a non-UGA affiliate in the OVPR Affiliate System, this next screen will
show the (pseudo) UGAID name, organization and department fields that are already attributes of this person.
You may add information in the other fields.

If the email address is not already registered in the OVPR Affiliate System, then you must enter information into
the required fields and may enter information in the other fields

You may select their Membership Type and enter optional information (Website and Narrative)

Office of the
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MANAGING UMD APPLICANTS

On the UMD Account Management Main screen under the Membership Management heading, click the Applicants
link. The Applicants screen appears.

at the university of georgia Welcome, Jerry NeSmith - Log Out

00791 — Bioenergy Systems Research Institute
Applicants

Accounts > 00791 > Applicants

B Filter by All - Filler by: Pending
Hame* Email Types Applied Status =
[0 michael Adams adams@bmb.uga edu [Member] 2011-10-08 Pending
[[] Chris Cieszewski biomal@uga edu [Member] 2011-10-08 Pending
[ Russell Carlson rearison@ecerc uga.edu [Member] 2011-10-08 Pending
[C] Jefirey Dean jeffdean@uga.edu [Member] 2011-10-08 Pending
[ Michael Hahn hahn@ccreuga.edu [Member] 2011-10-08 Pending
[F] WALTER Greene wdgreene@uga edu [Member] 2011-10-08 Pending
[F] Lawrence Risse mrisse@engruga edu [Member] 2011-10-08 Pending
[ ¢ Jackson tjackson@wamelluga.edu  [Member] 2011-10-08 Pending
[l Campbell Naim naim@uga.edu [Member] 2011-10-08 Pending
[ wiliam Whitman whitman@uga.edu [Member] 2011-10-08 Pending
[ Mingliang Wang mwang@uga edu [Member] 2011-10-08 Pending
[ Laurence Schimleck Ischimleck@warnell uga edu [Member] 2011-10-08 Pending
[ Chung-jui Tsai citsai@uga.edu [Member] 2011-10-08 Pending
[0 Dehai Zhao dzhao@warnell.uga.edu [Member] 2011-10-08 Pending
[[] ABBY STERN astem@uga.edu [Affiliate] 2011-10-08 Pending

0 o O T

* Ifa persen has parenthesis containing the word 'Inactive "after his/her name, official records indicate that the person is no lenger employed or enrolled at UGA.

Figure 174. UMD Applicants Screen
Functions:

Sort by Last Name
Click the Name column heading. Each click will result in alternating ascending or descending
sorts.

Sort by Applied date
Click the Applied column heading. Each click will result in alternating ascending or descending
sorts.

Sort by Status (Pending, Accepted, Rejected)
Click the Status column heading. Each click will result in alternating ascending or descending
sorts.

Filter by Membership Type
Use this selection to display only applicants of a certain membership type (or All).

Filter by Membership Applicant Status
Use this selection to display only applicants of a certain Application Status (or All).
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SENDING EMAIL TO AN APPLICANT

By clicking the email address of any applicant on the Applicants list, your email client’s “Send Email” dialog box will
launch, allowing you to compose and send an email to the applicant using your computer’s email application. You
may send an email to multiple applicants by checking the boxes to the left of those to include, then clicking the
Email button either above or below the table. (The checkbox above or below the table is a shortcut for checking all
applicants in the table.)

APPROVING, DENYING AND REJECTING APPLICATIONS

From the Applicants List screen, you may select any number of Applications by clicking the check boxes, then click
the Approve, Deny or Delete button. (You may more closely examine an application by viewing a membership
application, as described in the next section.)

THE APPROVE BUTTON
By clicking the Approve button, the following events will occur:

1. The status of the selected Application(s) will change to “Approved.”
2. The person(s) will appear in your membership list and their profile(s) will be available.

3. The person(s) will receive an email notification of their membership approval (if the email application
approval notification is active)..

THE DENY BUTTON
By clicking the Deny Button, the following events will occur:

1. The status of the selected Application(s) will change to “Denied.”

2. Person(s) will receive an email notification of their application for membership denial (if the email
application approval notification function is active).

Note: If you do not wish for the Applicant(s) to be notified of their denial, Delete their Application, rather than
Deny it.

THE DELETE BUTTON
By clicking the Delete Button, the following events will occur:

1. The Application(s) will be deleted from the list and may not be retrieved again.

2. The person(s) will receive NO notification, regardless of the email application approval notication setting.

(Office of the
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Note: Use the Delete function for Applications that seem fraudulent so that the perpetrator is not notified of any
result of their attempts to cause trouble.
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VIEWING A MEMBERSHIP APPLICATION

To view the details of a Membership Application, click on the applicants Name. The Applicant Details screen will
appear.

Office of the
Vice President for Research

b walearaity o4 progis

00791 - Bioenergy Systems Research Institute
Applicant: Michael Adams

Accounts > 00791 > Appicants > Michael Adams

Status: Approve Dﬁmr
UGAID:
First Nama:
Last Name:
Title:
Department:

Organization:

Email: #
Phone: T06-542-2060
Website:

Narrative:

Application XML: Show | Hide XML

Figure 185. UMD Application Details Screen

SEND EMAIL TO AN APPLICANT

By clicking the email address of the Applicant, your Send Email dialog box will launch, allowing you to compose and
send an email to the applicant using your computer’s email application.

EDIT AN APPLICANT’S MEMBERSHIP TYPE

You may change the UMD Membership Type for which an applicant is applying by clicking the Edit link. A drop
down of this unit’s active Membership Types will appear. Select one.

(Office of the
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APPROVE AN APPLICATION
By clicking on the Approve button, the following events will occur:

1. The status of the Application will change to “Approved.”

2. This person will appear in your membership list and their profile will be available.

3. This person will receive an email notification of their membership application approval, if email
application approval is activated.

DENY AN APPLICATION
By clicking on the Deny button, the following events will occur:

1. The status of the Application will change to “Denied.”

2. This person will receive an email notification of their membership application denial, if email approval
notification is active.

Note: If you do not wish for the Applicant to be notified of their denial, Delete their Application from the
application list, rather than Deny it.

Office of the
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MANAGING A MEMBERSHIP LIST

Unit Leaders, Account Managers and Account Manager Proxies may view and manage the list of approved
members for a UMD unit. On the Account Management Main screen, under the Membership Management
heading, click the Members link. The Members screen will appear.

Office of the
Vice President for Research

at the university of georgla

Welcome, Jerry NeSmith - Log Out

00791 — Bicenergy Systems Research Institute
Members

Accounts > 00791 > Members

@l [ Activate ] l Deactivate I I Delete I l Email ] Filter by: Al - Filter by: All d
Name™ ~ Email Types Membership Status
] Thomas Adams (Inactive) ttadams@uga edu [Affiliate] Active
-D Ryan Adolphson rba@uga edu [Member] Active
[ william Anderson bill.anderson@ars usda. gov [Affiliate] Active
[F] Parastoo Azadi azadi@uga.edu [Member] Active
‘-D Carl Bergmann cberg@ccrc.uga.edu [Member] Active
[F] Paul Bertsch (Inactive) pmb2@uga.edu [Affiliate] Active
O AJAYABiswal abiswal@uga edu [Affiliate] Active
[ Carl Carroll rcarroll@uga edu [Member] Active
O Alan Darvil adanvill@ccrc uga edu [Member] Active
-D Keshav Das kdas@engr uga edu [Member] Active
[ Mark Eiteman eiteman@engr uga edu [Member] Active
[ Jason Evans jevans@cviog uga edu [Member] Active
‘7D Gennaro Gama gjg@uga edu [Affiliate] Active

Figure 196. UMD Members Screen

FILTERING AND SORTING THE MEMBERSHIP LIST

The Membership screen lists all approved members of your unit.
Functions:

Sort by Last Name
Click the Name column heading. Each click will result in alternating ascending or descending
sorts.

Sort by Status (Pending, Accepted, Rejected)
Click the Status column heading. Each click will result in alternating ascending or descending
sorts.

Filter by Membership Type
Use this selection to display only applicants of a certain Membership Type (or All).

Filter by Membership Status
Use this selection to display only applicants of a certain membership Status (or All).

DEACTIVATE MEMBER(S)

Office of the
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Click the check boxes corresponding to members who you wish to deactivate, then click the Deactivate button.
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Notes:

1. A deactivated member will no longer appear in membership lists. Their profile is not available, either.

2. Deactivated members may be re-activated. (See below.)

ACTIVATE MEMBER(S)

Deactivated member(s) may be re-activated by clicking the check box(es) corresponding to those members, then
clicking the Activate button.

Notes:

1. Avre-activated member will appear in membership lists. Their profile will be available, as well.
2. Active members may be de-activated.

DELETE MEMBER(S)

Inactive or Active member(s) may deleted by clicking the check box(es) corresponding to those members, then
clicking the Delete button.

Notes:

1. A Deleted member(s) will no longer appear in membership lists. Their profile(s) will not be available, as
well.
2. Deleted member(s) may NOT be re-activated, except through a new Membership Application.

SEND EMAIL TO A MEMBER

From the Members screen, you may send email to individual Member by clicking the email address of any
Member, which will launch your email client’s send email dialog box, allowing you to compose and send an email
to the Member using your computer’s email application.

SEND EMAIL TO MORE THAN ONE MEMBER

From the Members screen, you may send email to multiple Members by clicking the check box(es) of those you
wish to email, then click the Email button. Your Send Email dialog box will launch, allowing you to compose and
send an email to the selected Members using your computer’s email application.

VIEW A MEMBER’S PROFILE

By clicking the Name of any Member, the Members Profile screen will appear.

Office of the
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Office of the
Vice President for Research

at the university of georgia Welcome. Jerry NeSmith - Log Out

00791 — Bioenergy Systems Research Institute
William Anderson

Accounts > 00791 > Members > Wiliam Anderson

o]

Membership Status: Active

UGAID: 999000245

First Name: William

Last Name Anderson

Title

Department:

QOrganization: US Department of Agriculfure
Email bill anderson@ars.usda gov
Phone:

Website:

Narrative:

Membership Types: [Affiliate]

Figure 207. UMD Member Profile Screen

The Member Profile screen displays all of the UMD information about this Member.

SEND EMAIL TO A MEMBER FROM THEIR PROFILE PAGE

To send an email to a Member from the Member Profiles screen click the email address of the Member. This
action will launch your Send Email dialog box, allowing you to compose and send an email to the Member using
your computer’s email application.

EDIT A MEMBER’S PROFILE

To Edit a Member’s profile, click the Edit button. The Edit Member Profile screen will appear, allowing you to edit
fields that are NOT managed by authoritative sources. These fields include:

Member website.
Narrative.
3.  Membership Type.

Notes:

1. If a personis a Member of multiple UMD Units, they may have discrete website addresses in each of their
UMD Unit Member Profiles.

2. The UMD Unit’s website may use UMD web services to allow a website user to search for members using
key words. The search will scan the member Narratives, Name, Department, Organization and the
custom fields that are collected on the UMD unit’s membership application.
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Vice President for Research . s
St uninrsiy of eorgia Managing a Membership List Page 36




aes UHD/UMD

Version 2012.06.25 UMD Administrative User Manual

UMD SUPERUSER

The UMD Super User role allows the user to manage any existing unit account and to register UHD units in UMD.

ASSIGNING A SUPER USER

Only the ROOT user (the UMD application’s most privileged user) may assign a person as a UMD Super User. You
will be assigned as a Super User only if required by the business processes supporting UMD.

MANAGING UMD ACCOUNTS

After logging in to UMD, if you are a UMD Super User, the UMD Accounts screen will appear with special functions
available only to the UMD Super User.

Office of the
Vice President for Research
A1 the univarsity of georgta Welcome, Jerry BLAKE NeSmith - Log Out

UMD Units

Units

Find Unit to Manage:
] Fiteroy: AL~

Unit Status

£ 00108/ African Studies Institute Active
[ 00842/ Analytical Chemistry Laboratory Active
[ 00795/ Animal Health Research Center Active
O 00768 / Animal Immunization Services Active
[1 00773/ Bio-imaging Research Center Active
] 00791/ Bioenergy Systems Research Institute Active
[[] 00774 / Bioexpression and Fermentation Facility Active
[F1 00112 / Biomedical & Health Sciences Institute Active
[E1 00134 / Bonbright Utilities Center Active
[F] 00113/ Carl Vinson Institute of Government Active
[ 00771/ CCRC Analytical Services Active
[0 00772 / Center for Advanced Ultrastructural Research Active
O 00439 / Center for Agribusiness & Economic Development Active
[ 00130/ Center for Applied Isolope Studies Active
[[] 00131/ Center for Archaeological Sciences Active

Figure 218. UMD Accounts Screen (Super User)

This screen shows a table of registered UMD accounts.

SORTING AND FILTERING UMD ACCOUNTS LIST

Some simple filtering and sorting functions are available.

(Office of the
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SORT BY UNIT NAME

Click the Unit column heading. Each click will result in alternating ascending or descending sorts.

SORT BY STATUS (ACTIVE, INACTIVE)

Click the Status column heading. Each click will result in alternating ascending or descending sorts.

FILTER BY UMD ACCOUNT STATUS

Use this selection to display only registered UMD Accounts by Active, Inactive or All.

FIND UMD ACCOUNT TO MANAGE

By entering a text string that is found in the Name of an existing UMD account and clicking the Search button, a list
of registered UMD accounts that meet those search criteria will appear on this screen.

(Office of the
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REGISTER A NEW UMD ACCOUNT

This function allows the Super User to create a UMD Account for any unit in the Unit Hierarchy Database. To
create a UMD Account:

1. Click on the Register New Unit button. The Register New Unit screen will appear.

Office of the
Vice President for Research

at the university of georgia Welcome, Jerry BLAKE Ne Smith - Log Out

Register new Unit

Units > Register Unit

Unit: | _Find Unit.. |

No Unit Selected

Unit Leader: | Find Persen... |

No Person Selected

Account Manager: | Find Person... |

No Person Selected

Comments / Notes:

LISTSERV Name:
-UMD-um
10 character iimit

Register Unit ‘

Figure 229. Register New Unit Screen (Super User)

2. Find the desired unit in UHD for which a UMD account will be created by clicking the Find Unit button. The
Select Unit screen appears:

Office of the
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Office of the
Vice President for Research

at the university of georgia Welcome, Jerry BLAKE NeSmith - Log Out

Select Unit

Unit Name® © Begins with @ Contains © Exact
Units of type: Any -

Units created after (M/DfY) / i

Units that report to Any -

in reporting structure Administrative -+

Units with ID between - (Leave 2nd box empty to search for single value)

Units with Budget Code between - (Leave 2nd box empty to search for single vaiue)

Hierarchy on (M/D/Y): 5 /31 /2012

Unit Status Any -

Search ‘ | Clear | | Cancel

Figure 30. UMD Select UHD Unit Screen

3. Enter any of the search criteria that may be used to search for the UHD unit. After entering the search
criteria, click the Search button.
a. To erase your search criteria, click the Clear button.
b. To cancel the Unit Search and return to the previous screen, click the Cancel button
c. After a search, all of the units that meet your search criteria will appear. In the screen below, we
searched UHD for all units with “bio” contained in their name that are of Unit Type “Center”:
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Office of the
Vice President for Research
at the unlversity of georgla Welcome, Jerry BLAKE NeSmith - Log Out
Select Unit
Unit Name bio © Begins with ® Contains © Exact
Units of type: Center -
Units created after (M/D/Y) ! i/
Units that report to: Any -
in reporting structure: Administrative =
Units with ID between - (Leave 2nd box empty to search for single vaiue)
Units with Budget Code between - (Leave 2nd box emply to search for single vaiue)
Hierarchy on (M/DFY): 5 /31 /202
Unit Status: Any -
[ Search ] [ Clear ] [ Cancel ]
Unit ID|Unit Name Unit Type(s)Budget Code
@ 00133 |Center for Biological Diversity and Ecosystem Processes|[Center]
© |00168 |Center for Regenerative Bioscience [Center]
Select

4. If the desir

Figure 31. Select Unit Screen with Results

ed UHD unit appears in the resulting table of UHD units that met your search criteria, select

that unit using the radio button and click the Select button.

5. If the desir

ed UHD unit does NOT appear, modify the search criteria and click Search again.

6. After selecting the UHD unit for which a UMD account will be created, the Create UMD Account screen
will appear again, showing the Unit you selected:
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Office of the
Vice President for Research

st the university of georgia Welcome, Jerry BLAKE NeSmith - Log Out

Register new Unit

Units > Register Unit

Unit: | Ghange Unit

Unit ID: 00133
Name: Center for Biological Diversity and Ecosystem Processes

Unit Leader:

No Person Selected

Account Manager:

No Person Selecied

Comments / Notes:

LISTSERV Name:
-UMD-um
10 character limit

Figure 32. Register New Unit Screen with Selected Unit Displayed

ASSIGN UMD UNIT LEADER

1. To designate the UHD Unit Leader, on the Register New Unit screen (above) click the Find Person button
adjacent to the Unit Leader header.
2. The Choose Person screen will appear.
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Welcome, Jerry BLAKE NeSmith - Log Out

Choose Person

Use any combination of fields to find a person.

Last Name

First Name:

Middle Name:

Email:

Title

Home Dept Number.
Home Dept Name

MyID:

Include inactive persons?

Search | ‘ Clear ‘ | Cancel

7 begins with
@ begins with
7 begins with
2 begins with
7 begins with

7 begins with

@ contains
@ contains

@ contains

@ contains ¢

@ contains

@ contains

© exact match
© exact match
© exact match
0 exact match

© exact match

© exact match

Figure 23. UMD Choose Person Screen

3. To search for a person, enter any combination of search criteria you wish.

a. Select “Begins with,” “Contains” or “Exact” to describe how you want the selection criterion to
be used in the search.

b. The three-digit “Home Dept Number” must be exact, if entered.
c. The “MyID” must be exact, if entered.

4. Click the Clear button to reset your search criteria to blanks.

5. Click the Cancel button to cancel your search and return to the previous screen.

6. Click the Search button to execute your search. A list of persons who met your search criteria will appear:
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Office of the
Vice President for Research

at the university of georgia

Welcome, Jerry BLAKE Ne Smith - Log Out

Choose Person

Use any combination of fields to find a person

Last Name: kiss © begins with @ contains © exact maich
First Name © begins with @ contains © exact match
Middle Name © begins with @ contains © exact match
Email: © begins with @ contains © exact maich
Title © begins with @ contains © exact match

Home Dept Number

Home Dept Name © begins with @ contains © exact match
MylD

Include inactive persons? 0

l Search ] [ Clear I l Cancel ]

[ select ]

Last First |Middle|Email Title Department MylD
® (Kissane |John A jkissane@uga.edu|EDUC PROGRAM SPECIALIST 216 / EDUCATION - DEANS OFFICE jkissane
© |Kissel David |E dkissel@uga.edu |DEPARTMEMT HEAD ACADEMIC 387 / SOIL, PLANT & WATER LAB dkissel

5 |Kissinger |Jessica jkissing@uga.edu |DIRECTOR ACADEMIC 093 / GENETICS ikissing
© [Mckissick|John G jmckiss@uga.edu |PART-TIME PROFESSOR 748 /| CTR OF AGRIBUS & ECO DEVEL CES|jmckiss
O [Mckissick|Sarah  |JOY smckiss@uga. edu |REGISTERED VETERINARY TECH I1(097 / VETERINARY TEACHING HOSPITAL  [smckiss
© [Purkiss |Nakeem|Knox |nakeem@uga edu |STUDENT ASSISTANT 110 / HOUSING ADMINISTRATION nakeem
Select

Figure 24. Choose Person Screen with Search Results

If the person you are searching for appears in the list, click the radio button indication your selection.

8. If the person for whom you are searching does not appear in the list, modify your search criteria, and try
again.

9. Click the Select button to complete your selection.

10. After selecting the Unit Leader, the Create UMD Account screen will appear again, showing the Unit
Leader you selected.

ASSIGN UMD ACCOUNT MANAGER

The Super User is not required to designate an Account Manager (by default this is set as the same person
designated as Unit Leader), as the Unit Leader may do so. However, the Super User may assign the Unit’s Account

Manager by clicking the Find Person button adjacent the Account Manager heading and repeating the steps
described above
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ENTERING COMMENTS ABOUT THE UMD UNIT

The Super User may enter any comments or notes (up to 255 characters) about the unit being registered. These
notes are only visible to the UMD Super Users.

Unit: | Change Unit..

Unit ID: 00765
Name: Georgia Advanced Computing Resource Center

Unit Leader:

UGAID: 810041093

Name: Matthews-Morgan, David R

MyID: dmm

Title: IT DIRECTOR

Department: 270 / EITS-RESEARCH COMPUTING
Email: dmm@uga.edu

Account Manager:
UGAID: 810089756

Name: Tsai, Shan-ho

MyID: shtsai

Title: SCIENTIFIC COMPUTING PROF PRIN
Department: 270 / EITS-RESEARCH COMPUTING
Email: shisai@uga edu

Comments / Notes:

GCARC may be using UMD web services in the future.

LISTSERV Name:
GCARC  -UMD-um
10 character limit

Figure 35. Create UMD Account Screen

ENTERING UMD UNIT’S LISTSERV NAME

Under the LISTSERV Name heading, the Super User may enter up to 10 alphanumeric characters to be used as the
prefix if the LISTERV account that UMD will create and maintain on behalf of the UMD Unit. Note that the suffix
for UMD membership LISTSERVs always “~-UMD-um”. “um” is an abbreviation for “unit membership”.

COMPLETING A UMD UNIT REGISTRATION PROCESS

Click the Register Unit button to complete the unit registration process. The UMD Accounts screen will appear
showing all of the UMD registered units.
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Office of the
Vice Presidant for Research

PLTe— Vielcorme, Jurry e Smith « Log Dut

UMD Accounts

Find Account to Manage:
_Swarch

Create New Account

Activale Deactvale Filter by All -

Unit Status

Actvate Deactivaie Fiivar by. Al bl

Figure 25. UMD Accounts Screen (Super User)

EDITING UMD ACCOUNTS
The Super User may edit a UMD Account from the UMD Accounts screen.

1. Select the UMD Account to be edited.

2. The Edit UMD Account screen appears.

3. Change the designation of the Unit Leader and/or the Account Manager in a way very similar to the way
the UMD Account was created.
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DEFINITIONS

BUD_ORG_STRUCTURE

UGA's 3-tier, 3-digit account number hierarchy.

The Lightweight Directory Access Protocol server implemented by OVPR. Used by

OVPR/LDAP software applications implemented in OVPR to authenticate using the UGA LDAP
and the OVPR Affiliate LDAP servers as two "branches" in LDAP authentication.
OVPR's data middleware of authoritative data regularly collected from UGA's

PAULA Authoritative Data sources. Includes Persons, Affiliates, Units, Locations and
Accounts.

UGA Affiliate A person who is not a UGA employee and is not a UGA student, but has a

relationship with UGA facilitated by the ability to login to UGA software systems.

UGA Authoritative Data

Data originating from data sources deemed to be the official data of record.
Authoritative data may come from Human Resources, ID Management,
Accounting, Physical Plant or Student Records, for example.

UHD

Unit Hierarchy Database, a web-based application for defining and managing the
UGA organization hierarchies.

UHD Unit Type

The type of UGA unit represented by a UHD unit. Unit Types include “Academic”,
for example, which are all of the academic units at UGA. Other examples include
“Center”, “Institute”, “Student Organization”.

UMD

Unit Membership Database, a web-based application for managing memberships
in UGA organizational units.

UMD Account Manager

Delegated by the UMD Unit Leader, the Account Manager may manage the UMD
membership.

UMD Account Manager Proxy

Delegated by the UMD Account Manager, the Proxy may manage the UMD
membership. When the Unit Leader changes the UMD Account Manager, all
Proxies are removed.

UMD Admin Panel

The web page in the UMD application which provides navigation to the functions
in UMD.

UMD Super User

The highest level administrative user of the UMD application.

UMD Unit Leader

The highest level administrative user of a UHD organizational unit.

UMD Unit Roles

Roles assigned to specific tasks associated with a designated UMD unit (currently
Unit Leader, Account Manager, Account Manager Proxies)

UnitID or UHD UnitID

The 5-digit unit identifier assigned to any organizational unit in UHD
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