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1. Log in to your account

Access at www.acs.org/network or via ACS Network link at top of www.acs.org
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Login
Log i waing the form bedow,
3 [ Usernane
& weteme Guest sgin | Regist CACSID B
: Password Enter these (case sensitive)
password 4K

. . L. + Hyou don'thave an ACS ID
Log in using ACS ID and password. This is the same

Username and Password to access www.acs.org,
C&EN Online, ACS dues renewal, the PACS system
or ACS Publications

for help Hyou have
“forgotien either vour
Fikelp Usernams or password

2. Access Your Profile

o A CS Click on your name to access your profile.

Chemistry for Life®

*elick to access your personal preferences

@ Your Society 7, Your Profession ¥ = Educators and Students

2 Fricson Brennan [

| Search entire co

Anytime you see a user’s name, you can click on their name to view their profile. Personal Preferences are
where you edit your profile, privacy, and photos, set your preferences, and log out.
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Edit Your Profile

Your profile is the center of all your activity. You can view your personal information, as well as see your
Connections/Friends, and your private messages. Important items are pointed out in red below.

You will see all the profile information, some of which may be hidden from other users, e.g. email address.

status update - change under
“UCreate” at the top of page

Christine Brennan Schmidt

Name: My Christine Brennan Schimidt
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ACS Technical Division Membership:

Eclit profile and
coutrel who can see
each feld,

“ Upload and crop
photo for profile and
avatar

ACS Tech, Div, Membership Codes D308, DSO7

ACS Activities: frofect SEED {EQQRA Set preferences for amail :
: § T notifications including weekly
Tags: digest, '

Craate contant by amall

Change your smadl, olty, and
state here.

Tos roviekes chdngas to your atidress, emall, or pas

sword, manags
A your ALY Record now,

Opting vutof the ACS Natwork

Make sure you use relevant information e.g. “Local Section Public Relations Chair” in the ACS Activities field and
“LS_public_relations” in the tags field so that other users can more easily find you.
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4. Make Connections (Friending)

Go to profile of someone else. Either search or click on the name appearing beside any piece content. You may
also search for specific people, or view the friends of your friends to find new connections. Look for the “Add as
friend” button to request a connection.

" Che mistry for {ife® Search for People, Places, or

Comtent on the Network

B YourSoclety ® Your Sclence ¥ Your Profession

e, Ericson Brennan [~}

Search entire community... i

7

Chris MC(:&Y?E?Y nvite Somsone to be you ‘ &m& ;
B frignd.

.
™e

You can organize your friends with labels to help you sort them. You might want to label people with things like
local section, meeting, research area or other information. Users can have more than one label.

‘o, Erieson Brennan (71 } Search entire community... i

Access friends on profile

Ericson Brennan

[#]  Type to filter by text PR
send a message of starta S
discussion with a friend

{abei fiend




ACS

Chemistry for Life” ACS Network User’s Guide

5. Find Groups in General

Groups and Forums are PLACES for content to reside. Find groups by going to “Browse” at the top and selecting

“Places”. You can then add terms in the filter to find the group for which you are searching.
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Alternatively, you may enter part or the entire name of the group you are seeking. Select places and it should

appear in the search results.
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6. Join a Group

When you go to a group, you can join it.

Local Section Public Relations and
LOCAl >edlion FUDIIC reigtions ana B Foliow
£ vy -~ [ - 3 -
Communications - AN

When youjoin it, you usually follow the group as well and will begin receiving notifications when new content is
posted to the group.

If you receive email notifications, you can reply via email and your response will entered into the discussion
without actually going to the Network via a browser.

7. Find your Groups

You may find groups you belong to by going to your profile and selecting Places. You can find your content and
connections/friends similarly.

Your Soclety W Your Sclence W Your Profession ™ Educators and Students

Welcome, Ericson Brenman 171 { Search entire communily. .. |

Ericson Brennan Find Groups and ; e
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More filtering oplions

Or you can browse as if you were looking for groups
in general. Select filter on left hand side to “Group
Member” or other filter as appropriate.
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Type to At
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H seefad Bownd - Seorat Sroup
203
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8. Create a Group

Create — select Places, then Social Group

1o Create a

QS Oroup

Chernistry for Lif

At this point you are presented with a self-explanatory form to complete. Much of the information can be added
or edited later except for URL for the group. The URL is generated based on the name of the group and can be
edited PRIOR to actually creating the group. Once the group is created, you cannot change the URL.

Remember:
e Tagging the group to helpyour group be findable.

e The Type of Group determines the privacy and what others can see and how they can participate--
Open, Members Only Private or Secret

Once you have created the group, you will be asked if you want to go to the group’s home page or if you want to
invite your friends and colleagues.

9. Invite Users to Your Group

You may select “Invite Users to Your Group” in Actions Box.

| Local Section Public Relations and Communications:Send an invitation to join

Shes wsers, or onail addvesser of prople yow wwant fo faviie oy

Enter amail address, F user v in the Network, their name should
T appear below the box. Ssisct el name, Repeat for multipte
PRI

Inctude @ parsonal note

| LM Come join rae in the “Local Section Public Relations and Communicativas” group. -

This mossage v costoniizable,

g oo {nations

LOnoe @ usery b Invitad, yor can sand thany the Bok via o remninger
s emmadl 1o foln the group as tong ax the small addresy on thely
sveount matches the one 1 wheve the Invitation was sent

The system checks access to a group based on email address. Be sure their email address on the invitation
matches the email on their account.
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10. Manage Your Gfoup

This assumes you created the group or are a group owner/administrator. As an admin, you can customize the

overview page.

W quitk, e
that grabs visitors” altention and gets then involved. Show that this place s a

ctive by adding @ few widgets to highlight

These allow the homepageloverview page
0 be customized.

Welcome to the Local Section Public Relations
Group.

Please note:In order to participate in the discussions and to add
enntent wra Ureerd todoecintn the 3OS N . o

and you can change it back snytime you'd ke, Be sure to desoribe the purpose of this place 5o others know w

*§* Manage v

Blog
Overview phge

¢ Members

Under the Manage>Members, you also can see who has already been invited, approve members, remove

members, or make members administrators.

o

Enter a name and click search to find a mender | Search Reset Hst

Carrent members

123 Previous Ny users who have been invited but have notjolned

Member Bst-{53
Name * Rale > Status Date Joined

flember changs Active Agrlf, 2008

Member changs S Acthve May & 2008
3 ¥
Change & user to an
admin or remove tham

RMember change o Active Apr 3, 2008
8 froms a group. #

Member change Active Jan 26, 2010
Member Acthe Say 27, 3008
RMember changs Hotivg Apr 13, 3008

| A¥ Tnvite people to loin this
group :
Send smail to group

Export sl members to O

k23

Eelit gooup dutalls

How to manage group
members
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11.

Create an Event

Select Create>Event on the top menu or select “Create an Event” inside the Actions Box.

. ACS
W hemistry for Life”

Your Soclety ™

Your Sclence ™ Yowr

Christine Brennan Schmidt

: Sart @ discussion

Whrite & document
Upinad a file
ol Creste apolt

-~

reate 3 sub-forum
- Invite friends te join
Visw feeds

s Create an i:r:iea:
Create an svent &

Create & videy

If you create an event through Browse, you may be asked where you
would like to place your event. Like any content type, the event needs to

s Studants

§ Search entire community...

live in a group or forum or be a private piece of content that is

associated with your profile.
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destings
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If you use the Create>Content via the button at the top of the page, you will be asked where you want to put
that content. Put in the name of a group or a forum, browse for these places, or select private. Private
discussions, events, documents are associated with your profile but can be viewed by those to whom you give
specific permission.

12. View Notifications

The upgraded Network allows you to keep track of different types of content. These are highhghted at the top
of the page and are broken mto three areas:

- ACS Network

a. Activity — This is content you follow and is the first level of things you might want to keep track
of.
b. Communications - these are the interactions that you are most interested and may have
previously participated in. Track in Communications will alert you in this Stream.
c. Actions - These are notices and other things that require you to do something, like to accept a
friend request, etc.
When there are notifications in one of your streams, the icon turns yellow and a number appears,
indicating how many unread are in your stream.
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13. Update Your Status

Your status appears on your profile right under your name. You can update this status by going to
Create>Content>Status. Additionally, you can go to your Activity page and update your status there.

N

Your Soclety

bt Creats, then select
Status Update

Cheisting Brennan Sghmidt (=

5 Activib

Go o the Activity Page,
then update status here.

= riow Following §

10
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Places of Interest

e Chemistry Ambassadors forum:
https://communities.acs.org/communitv/societv/chemistrv ambassadors

“e  Local Section Public Relations and Communications group: https://communities.acs.org/groups/local-
section-public-relations-and-communications

Getting Help

If you need help, go to the ACS Network Support forum:
https://communities.acs.org/community/general/support

Or contact:

Chris McCarthy
ACS Network Social Media Manager
¢_mccarthy@acs.org

or
Christine Schmidt

ACS Network Senior Product Manager
¢_schmidt@acs.org
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