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Website
The California Association of Clerks and Election Officials launched the CACEO website in July 2007. The CACEO Board of Directors authorized the project and the committee to enter into a service agreement with MemberClicks – a web-based membership management, website design and event management service. 

There have been several enhancements since the site was first launched:

1. New, easy to remember website address: www.caceo58.org
2. Creation of Elists – we currently have three Elists: Elecnet, Clerknet and COBnet
3. Interactive Forms for registering for conferences, renewing membership, etc. 

This handbook will go through the various features of the website to familiarize users with the many functions available to them. 

Website Home Page

Below is the website’s home page:
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welcome

o
Welcome to the California Association of Clerks and

Elections Officials online communityl We hope you find this

site to be packed full of information and important resources.

This website provides a nurmber of valuable features for our
members, including an online directory, calendar of events,
registration to upcorming events, a document and photo
library, and e-mail privileges to our groups

Main events on the horizon include:

« Its Budget Timel Please review the CACEO
Proposed FY 08/09 Budget in the Document Library
andif you have any budget requests, you rust
complete and return the Buddet Request Form by
June 6, 2008. The Budget will be voted on by the Board
of Directors atits meeting scheduled for July 8, 2008 in
Long Beach

+ June 3, 2008 Direct Primary Election. Check out the

"Election Informeation” tab for election news and

surveys
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Profile Information

username: GPellerin
Password: nirellep
Contact Name: Gail Pellerin
Group: Principal
Membership Level: Principal
County/City/Agency: Santa Cruz County
Discipline: County Clerk, Elections
Job Title: County Clerk
First Name: Gail
Middle: L.
Last Name: Pellerin
Department: County Clerk/Elections Department
Address: 701 Ocean Street, Room 210
Mailing Address
City: Santa Cruz
state: Ca
Zip: 95060-4076
Mailing Zip
Public Phone: 831-454-2060
Private Phone: 531-454-2419



[image: image13.jpg]Fax
E-mail
Website:

Committees

Cal-PEAC status
area

Membership Expires:
Check

Issue Date
Directory

Retired:

ID Number.

elist subscriptions

E-mail for Elists:

Last Modified:
Modified By
Last Login:

Edit this profile

831-454-2445
aail.pellerin@en.santa-cruz.ca.us
www.vatescaunt.com

Board of Directors , County Clerk Leq. , Elections Leg , Executive Board ,
Officer or Chair

Graduate
Bay Area
06/30/2008 00:00:00
204441

08/07/2007 00:00:00
Y

s12

Electiet
Clerkist

2lk001@eo.santa-cruz ca.us

wed Jul 2, 2008 1:13 P
Gail Pellerin

Wed Jul 2, 2008 1114 P

Click the link below to change this profile’s attributes,

# edicthis profle



[image: image14.jpg]Committees:

Cal-PEAC status
area

Membership Expires
Check

Issue Date
Directory

Retired:

ID Number.

elist subscriptions

aaoaaaaaanana

Il E-mail for Elists:

Last Modified:
Modified By
Last Login:

Board of Directors , County Clerk Leg. , Elections Leg ,

Executive Board , Officer or Chair
Graduate

Bay Area
06/30/2008 00:00:00
204441

08/07/2007 00:00:00

fr

s12

%

[Fko01@co santa-cruzci

wed Jul 2, 2008 1:28 PM
Gail Pellerin

Wed Jul 2, 2008 1114 P

powered by €3 memberclicks:



[image: image15.jpg]View Erire Membershio
Board of Directars
Simple Search
Advanced Search
Contact Center

Honorary Members
Print Certer

Export Ceter

iy profie




[image: image16.jpg]Directory > Directory Search

SEARCH

Directory Search

Enter your search terms:

Find results with:

or

Use a Saved Search:

Narvow Your Search  More

[Santa Cruz County.
@ ANY of these words
€ ALL of these words

Clerk o the Board
ICOB Princpals
(County Clerks
Principal Clerks ofthe Board

jrecton

Advanced Search




[image: image17.jpg]Save This Search
PAsave this search



[image: image1.jpg]CALIFORNIA ASSOCIATION OF CLERKS
é AND ELECTION OFFICIALS

Srasiped &,
Community» | Drectorys | Foms | Electioniformation | Legislative Commitees » Login
Name Quick Search o
Camman > Lagin
LOGIN

Welcome to the California Assodiation of Clerks and Election Officials
Online Community!

Login using your assigned username and password
If you are 3 member, don't forget to check your profile to ensure that all of your information s correct,

California Association of Clerks and Election Officials Login

Username: Osave username
Password: Foraot your password?

P — poweredby €3 membercicks




This page is available to the public. Persons with profiles who have a username and password include: paid members of CACEO in either group: Principals, Deputies or Associates, as well as Principals of all disciplines whether paid or not, lobbyists paid by the Association, and vendors. 

Features available to the public
Under the Community Tab

1. Home Page

2. Bulletin Board featuring job announcements

3. Event Calendar for public events
4. Event List of public events
Under the Directory Tab

1. View CACEO profiles and individual contact information for persons with profiles on the CACEO website. Therefore, the public may look up names and view areas pf discipline, county/city/agency, job title, work address and mailing address, public phone, FAX, and website address.
2. View the list of our CACEO Board of Directors, Officers and Committee Chairs

3. View the list of our Honorary Members.
Under the Forms Tab

1. All forms for renewing or adding members, attending any conference, workshop or event, as well as CACEO W-9 information. 

Under the Election Information Tab

1. View various election reports

2. View election related court cases

Under the Legislative Committee Tab

1. There are separate pages for each discipline: Elections, County Clerk and Clerk of the Board

2. Documents found here include: legislative updates, letters of support or opposition, agendas, minutes, etc.

Under the Conference Materials Tab

1. View materials from Annual Conferences

2. View materials from New Law

3. View materials from County Clerk Workshops

Features available to Persons with Profiles
Persons must first sign on to their accounts. Each person has been mailed their username and password. But, if you forget it, just click on the question in blue to the right of the password entry box that reads: “Forgot your Password?” And your username and password will be e-mailed to you. 

Once signed on to the system, persons have access to all of the above, PLUS
Under the Community Tab

1. Full access to all Bulletin Board items
2. Event Calendar for all events
3. Event List of all events

Under the Directory Tab

1. Simple and Advanced Searches
2. Ability to save searches

3. Access to more information on our members including e-mail addresses and private phone numbers
Under the Document Tab
1. CACEO documents including Board agendas, minutes, and Treasurer Reports
2. CACEO manuals

3. SOS Manuals

4. Other Documents

Under the County Clerk Tab

1. Position Letters
2. Information about County Clerk Issues

Under the Photo Library Tab
1. Association Photos

Access to E-Lists

1. Paid or unpaid Principals, paid Deputies, and paid Associates may sign up to be members of an e-mail group for Elections, County Clerk or Clerk of the Board. Vendors and Lobbyists do not have access to these lists
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Welcome – Home Page

After you log on to the website, it will take you directly to the Welcome Page. On this page main events will be highlighted. The vertical bar to the right provides “Quick Links.”

Click on “Update Your Information” to be taken directly to your profile where you can change your password and update your information as needed. 

The website is designed to be member supported. You are responsible for keeping your profile updated. If your office moves, update your profile. If you phone number changes, update your profile. 

Things to Know About Your Profile

1. Your username and password are private and may only be viewed and changed by you and the website administrators. There are two members of the Association who have administrator access: Gail Pellerin (Santa Cruz County), Roberta Kanelos (Sacramento County) and John McKibben (Los Angeles County).

2. You should change your password to something you can easily remember. Just click on “Update Your Information” from the “Welcome” page and select Edit.
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3. Once you edit your profile, you must select Save at the bottom. 
4. The Profile screen also shows you when your CACEO membership expires, the check number used to pay for your membership and the date of the check. 

5. Committees you are on are also displayed along with Cal-PEAC status and Area to which you belong. If these fields have not been completed, you must contact the Administrator as they are accessible only by the Administrator. 

Directory
The Directory includes profiles for the following groups:

1. Administrators (just two members of CACEO)

2. Assistant (Sandee Reedy, our Conference Coordinator)

3. Deputies (Staff of Clerk of the Boards, County Clerks, and Elections Offices… paid ONLY)

4. Associates (City Clerks, Deputy City Clerks, and Secretary of State staff… paid ONLY)

5. Principals (of each county in all disciplines… paid or unpaid)
6. Lobbyists  

7. Life Members 

8. Vendors 

Administrators are the only people who have access to add profiles to the Directory. Profiles are added at the time that paid memberships are received. Since Vendors and Lobbyists are not paid members of CACEO, they are added at the request of Members. 

View All Profiles
Anyone who has a Profile on the CACEO website may search the directory and send e-mails to persons with profiles. To view the entire membership, go to the Directory Tab and Select View Entire Membership. 

All Members from the Groups listed above will be displayed in a format similar to a business card. The list of all members can be used to 

1. Contact - send an E-mail 

2. Print

3. Export – sends the file to a CSV (comma separated value) file that can be saved in a spreadsheet.

Simple Search

The Directory also offers users the option of conducting a “Simple Search” of the Directory. 


From this screen, you could search all profiles with ANY or ALL of the words you enter 

Or

You could use a Saved Search. 

Whenever you do a Search, either Simple or Advanced, at the bottom of the screen there is an option to

Advanced Search

Members can conduct more extensive searches from the Advanced Search option. 

[image: image2.jpg]Directory > Advanced Search

SEARCH

> Simple Search

Advanced Search

Search For Profiles By Attribute Value

Search For Profiles With Form Receipts

Search Using Filters

Search by Date

Search For Special Profiles

Use Customized Display Options

Use a Saved Search





The searches most commonly used are:

1. Search For Profiles By Attribute Value

2. Search Using Filers

3. Use a Saved Search

The “Search for Profiles by Attribute Value” allows users to search for users using several different combinations of the fields used on their profiles. For example, a user can search all Deputy members who are in the Bay Area. The search can be further expanded if desired. Be aware of the rules that you can use the “*” wildcard or the “?” single-character wildcard to find partial matches to your searches. See explanation below. 

[image: image3.jpg]Advanced Search

Search For Profiles By Attribute Value =]
You can use the " wildeard or the '7" singla-character wildeard to find partial matches to your
saarches (e Ma* would raturm both Maryland and Maine. 1o2n would return both John and Joan.). You
can alz0 type "mpty’ in the Search For fields below ta find prafilss vith blank fislds,

Select An Attribute search For
verberhplevl <] [5 =] [y

o [ j I s I =
D] [seect = [ =

Last Hame

(Contact Name.
Search For Pleray

[Memberstip Level
Search UsindCountyiCEylagency
Search Usindpipjng

3 Tele
Search by DFrst Name

Iiddle

|Department




The “Search Using Filters” allows users to search using the following filers:

1. Groups

2. Discipline

3. Committees

4. Cal-PEAC status
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Moreover, searches can be done using both attributes and filters, or for that matter using any of the search tools on the list. The best way to learn about how to search is to actually try to do it. So, users are encouraged to use the search tools in various combinations to see how you can narrow the membership down to a list of people you would want to contact, print a list, or export to a spreadsheet. 

Send a Message

If you wanted to send a message to all Principals in the County Clerk discipline, you may first search for those profiles from the Advanced Search page. Once you get your list of 58 County Clerks, you may want to send them an e-mail. To do so, select the “Contact” option on the top right and that will take you to the “Send a Message” page. 
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At the bottom of the Send a Message page is where you may add an attachment, schedule the time the message will be sent, preview the message and send. Be aware that MemberClicks automatically is set to Central Time, so I will change that the Pacific Time. 

Export Center

If you decide you want to have the list of Principals in a spreadsheet, you may export the job and then view results from the Export Center. 
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The Print Center

The Print Center allows you to print information from your online directory to your desktop in a variety of formats. Adobe Acrobat Reader is required for using the print center. If your computer doesn't have this software, see below for the link to the free download. Once you have selected the results to print via a search, select the print format. Then you will need to select the layout that you wish to use.
How to Add an Event to Calendar

1. Go to “Community” under the seal and select “Event Calendar”

2. Click “Add an Event” in the gray bar that displays the month and year
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4. Type in the event name – This is what will appear on the calendar.
5. Type in the Location
6. Type in the day the event STARTS and the time. 
7. Type in the day the event ENDS and the time.
8. Type in the day you want folks to be able to see the event listed on the calendar
9. Type in the day you want the event removed from the calendar – I suggest you use at least one year after the event occurs, that way folks can always look back if needed. Select the time zone – Pacific Time
10. Type in a few words that will be displayed as the Event Preview. It will appear next to the event name on the event list.
11. Type in the description. This part is just like a word document. You can paste a document into it, you can insert a hyperlink, you can insert a site link, etc. 






12. Type in Contact Name, E-mail and Phone for the event.
13. If there is a related forum on the Bulletin Board, you may select it.
14. Select which groups have access. To select more than one group, use the “Ctrl” key on your keyboard as you highlight the different groups.
15. If you want members of the group to be e-mailed at the time you add the event, check the box. 
16. Then select “Save”

Event List
By selecting Event List you will find all upcoming events shown in chronological order including a brief description. To learn specifics about time and place, click directly on the event name.

Document Library

The Document Library is a benefit of Membership in CACEO. Members may access a wealth of manuals, reports, and documents from this tab. At this time, the Administrators are the only ones who have added and deleted documents; however, Principals also have permission. If a Principal wants to learn how to add documents to the page, please contact Gail Pellerin for training. 


Photo Library

The Photo Library is a benefit of Membership in CACEO. Members may access various association photos on this page. At this time, the Administrators are the only ones who have added and deleted photos; however, Principals also have permission. If a Principal wants to learn how to add photos to the page, please contact Gail Pellerin for training. 


Legislative Committees

The Legislative Committees tab provides links to the committees for each discipline:


This tab is available to the Public as well as CACEO members. At this time, the Administrators are the only ones who have added and deleted documents to this page; however, Principals also have permission. If a Principal wants to learn how to add documents to the page, please contact Gail Pellerin for training.

Forms
The Forms tab is available to the Public as well as CACEO members. On this page you will find all forms to sign up for conferences, workshops, and other events. These forms are also linked to from the Event Calendar. At this time, the Administrators are the only ones who have added and deleted forms to this page; however, Principals also have permission. If a Principal wants to learn how to add forms to the page, please contact Gail Pellerin for training.
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MEMBERSHIP FORMS

+ 2008/09 CACEQ Membership Form- Use this interactive form (Thanks San Mateo County!) for renewing and new members
for membership from July 1, 2008 to June 30, 2009.

+ 2008/09 CACEQ Membership Successor Form- Use for a person who is filling a membership of a person who has vacated
their position between July 1, 2008 to June 30, 2009.

+ 2007/08 CACEQ Membership Form -Use for renewing and new members for membership from July 1, 2007 to June 30,
2008.

+ 2007/08 CACEQ Membership Successor Form- Use for a person who is filling a membership of a person who has vacated
their position between July 1, 2007 to June 30, 2008.
+ CACEO Life Membership Application Form

ANNUAL CONFERENCE - JULY 2008

« July 2008 Annual Conference Registration Form- Use this interactive form to register for the CACEO Annual Conference in
Long Beach, July 8 - 10, 2008

+ Meal Selection Form- Use this interactive form to make your meal and tour selections

+ Agenda - 100th Annual Conference

W-9 FORMS

+ Annual Conference & New Law
+ Cal-PEAC
+ Membership

Elections Legislative Committee
Blank




Conclusion
This Handbook and Website Management has fallen under “Other Duties as Assigned” for Gail Pellerin, Santa Cruz County Clerk and CACEO Treasurer (2007/08). She developed this handbook in an effort to provide answers to questions frequently asked concerning how to use the website. It is for general information only and does not have the force and effect of law, regulation or rule.  In case of conflict, the law, regulation or rule will apply.  Persons using this guide must bear full responsibility to make their own determinations as to all legal standards and duties.  Certainly, there are many more features of the website that are not explored here, nor have they been discovered by Gail. Without any computer background or expertise, it is often challenging figuring out bounce messages, working with the MemberClicks helpdesk and wondering who in the world is Major Domo? 
If anyone would like to assist with the website or would like to be trained as the next Administrator, please contact Gail Pellerin immediately at 831-454-2419 or gail.pellerin@co.santa-cruz.ca.us 

Top Tabs. Click on these tabs to navigate around the website.





Type in your username and password to sign onto the website. Or just the use the public features.





If you don’t remember your username and/or password, click here and it will be e-mailed to you.





Click here to Edit your Profile.





Notice the regular e-mail is different from the E-mail for Elists. In this case, the County system is set with the primary E-mail to be clk001 instead of gail.pellerin, so Elists will only work with this E-mail





Individuals must self-subscribe to the e-mail lists. To do so, go to elist subscriptions and select one. To select both, use the CTRL key. Make sure you have an E-mail for Elists as well. 





Select “Merge Data” to personalize the e-mail to members using their attributes.





Type your message here.





This is where all users – public and members – may view calendar events. 








