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Introduction 
 

 

This Administrator Guide will help you start using your organization’s new Samariteam website , an exciting 

new service that takes the hassle out of managing volunteer organizations!  The guide is also designed to 

serve as a reference manual for taking advantage of your website’s more advanced features.  

 

Samariteam websites are deployed for many organization types. Although this guide supports all program 

websites, it includes pictures, or “screen shots”, from the CERT-Central website template. Your website may 

vary in color or layout from the images included in this guide.  

 

Samariteam technology is created and managed by Perpetua Technologies LLC. Although the Samariteam 

technology is designed to be very user friendly and straightforward, Samariteam Support Services are 

always available to answer your questions.   

 

Thank you for choosing Samariteam technology!  We are certain that using our system will enhance your 

program, and that you’ll find it an easy-to-use, comprehensive solution for managing your volunteers! 

 

 

 Phone +1 (800) 577-3760 or +1 (541) 255-2519 E-mail: support@samariteam.com 

 Fax +1 (541 255-2511 web: www.Samariteam.com 
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Samariteam Terminology 
 
 

Clarifying terms and concepts used by Samariteam will help you better understand the service. 

 

• A Program, Unit or Chapter typically refers to a group of local members of an organization, often 

organized into teams.  The technology behind your website is designed to coordinate the activities and 

information of individual groups, each having its own website, list of members and administrators.  In 

this guide, we will use the word “organization” or the word “program,” although this may not be how you 

refer to your group.  You may be a CERT chapter, a school volunteer program, a service club, Medical 

Reserve Corps unit, fire department or one of any number of other organizations.  

 

• Program Sites are websites that are created and maintained for a specific program. They are most 

often regionally based in a city or town, but sometimes are as small as a neighborhood, or may be as 

large as a county, township or state-wide organization.  They can be a standalone website, or one site 

within a hierarchy of Samariteam websites, often deployed according to a “chain of command” or 

regional structure.  For example, Citizen Corps Council websites can act as a “parent site” to individual 

programs, such as CERT, Fire Corps, MRC or VIPS, in a city or county. 

 

• Sharing is Samariteam's ability to make content items visible to Samariteam sites that are "below" 

others in a hierarchy. Samariteam sites can "share" items (such as calendar events or newsletter items) 

and broadcast e-mail and text messages to those lower in the chain. Shared items can be visible to the 

public, or can be restricted to Administrators or Members.  See Part 16 for more explanation.  

 

• Teams organize your members into functional groups. These can be formed by area (e.g. 

neighborhood), by expertise, by function, and can be permanent or ad hoc. 

 

• Team Leaders are designated by site administrators as members who are permitted access to private 

information for members of their team (if made visible by team members), send messages, and 

schedule team events.  Team Leaders have several additional capabilities.  See Part 18 for details. 

 

• Visibility is the generic term for Samariteam’s settings controlling the level of authority required to view 

a specific piece of information, document folders, calendar events, newsletter items, or galleries.  

Samariteam provides comprehensive security to make sure that the privacy of members is carefully 

maintained using industry-standard protocols, and providing each member complete control over their 

personal information.  Information can be revealed to administrators only, members, and in some cases 

restricted to team leaders or team members. 
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Membership Roles 

 
• Administrators (or Admins) are individuals who are able to make changes to the website, broadcast 

messages, manage newsletters, calendars, members, teams, and more. 

 

• Members are people (usually volunteers) who are associated with a specific program - often those who 

have completed at least an initial training or orientation for your organization. They can sign in to your 

site to view secure member-only content, and update their personal contact and location information. 

They cannot make changes to the website. 

 

• Non-members are typically members of your community that are interested in upcoming training 

opportunities or those to whom you want to be able to send announcements, but who are not actual 

members of your program.  When a person sends an inquiry through the public side of your website 

(via the Contact Us page), they are automatically added to your site as a "non-member" to facilitate 

following up with them for future events and information (paid subscription feature). You can send e-

mail and text messages to them, include them in events, and change their status to Member if they 

become a member of your program. Non-members cannot be added to teams or sign in to your 

website, so they cannot see secure content (such as documents or photo galleries).   

 

• Pending Members are individuals who have used the Request Access page on your public website to 

seek permission to use your program’s website (paid subscription feature).  Administrators can Approve 

or Deny these requests in Member Management. 

 

• Invited Members and Admins have received an invitation to join your program’s website, but have not 

successfully signed in.   

 

• Denied members have been changed to this status by an Administrator and do not have access to the 

secure areas of your program’s website.  They are not listed on rosters and cannot be added to teams. 
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Features Overview 
 

This overview provides a brief description of the functionality of each Samariteam website page. 

 

• The CALENDAR page makes it easy to schedule events and provide visibility for events to appropriate 

groups.  Each event can be specified as visible to the public, members of your website, specific teams, 

or administrators of your website.  Admins can view all events, and everyone can see Public events, 

including visitors to your public website. You can create repeating events, send event invitations, track 

hours, and print event rosters. Please see Part 3 for more calendar information. 

 

• The NEWSLETTER feature allows you to send e-mail newsletters with content from your program’s 

website. Preview upcoming newsletters on the NEWSLETTER page. Admins can set newsletter 

preferences and create news items. Newsletters remind members to update personal information  and 

can contain upcoming events, team rosters and content appropriate for each individual. Newsletters 

can be sent automatically on the first of every month, or manually when you choose.  Please see Part 4 

for more explanation of how newsletters are generated.  

 

• Photo galleries are a snap with the GALLERY page!  You can upload photos into galleries and easily 

specify which group can see each gallery. Please see Part 5 for directions. 

 

• The DOCUMENTS page contains folders you can create to share documents with different groups:  

public, members or just for administrators. See Part 6 for directions. 

 

• The COMMUNICATIONS page lets you broadcast e-mail and text messages to the precise group you 

want, whether it’s all program members, administrators, team leaders, teams, non-members, or one or 

more individuals. See Part 7 for more details. 

 

• The MY TEAMS page only appears to those signed in to your website. On this page a member of your 

site can access their Team/s information and roster/s. Please see Part 8 for more details. 

 

• The LINKS page displays links of interest to volunteer programs. You can edit this page to remove or 

add links. Please see Part 9 for more explanation on customization. 
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The ADMIN tab pop-up menu items (only displayed when signed in as a website administrator): 

 

• The Member Management page is where you can easily manage your program membership, print 

program rosters and manually add members. Please see Part 10 for more details. 

 

• The Team Management page makes it easy to compose teams by location and assign team leaders.  

Each member can belong to multiple teams. Please see Part 11 for more direction. 

 

• The Invite New Members page is where you can easily invite members individually or in bulk using 

their e-mail addresses. Introductory invitation e-mails are automatically sent. See Part 12 for simple 

directions. 

  

• The Email History page archives all emails sent from your website. You can sort by fields to locate 

specific emails. Please see Part 13 for explanation of the information stored. 

 

• The Site Settings page allows administrators to edit several types of website preferences. Please see 

Part 14 for a detailed explanation of each setting. 

 

• Your HOME page can be customized to include your organization’s pictures, content and useful links. 

This content is visible to the public as well as those signed in to your website. You can use this page to 

introduce your organization and post important general information. Please see Part 15 for detailed 

instructions on customization of your Home page. 

 
Recommendations on Communication 

 
Here are some general recommendations for communicating via your Samariteam website: 

• If an event is scheduled for a future date, consider adding it to your program’s Calendar.  Upcoming 

calendar events in the next 60 days can be automatically included in the newsletters and you can also 

choose to send invitation e-mails and request RSVPs, and set the visibility of events for public or 

appropriate membership roles.  

• If you’d like to report to your members about a past event, or distribute non-emergency information that 

is not time-specific, consider adding an item to the Newsletter. 

• If you need to communicate with all members or specific members right away, or you have a general 

item of interest that’s not tied to a specific event on the calendar, use the Communications page to 

send an e-mail message to the relevant group or individuals. 
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Samariteam Policies 

 

Pricing 
 
Perpetua Technologies LLC maintains 

very low pricing for its Samariteam 

Technology services.  Our current 

pricing is far lower than any comparable 

service offering, especially with the level 

of customization our service offers for 

our target market.  

 

The total number of members in your 

program who will have access to the 

secure content on your website 

determines your pricing level.  Pricing includes a one time only upgrade fee plus either the monthly or annual 

subscription. 

 

We value our customers and strive to offer superior customer service and the latest technologies while 

guaranteeing that our pricing remains affordable, even to small organizations.   

 

We will permit your membership to grow one level past your current commitment level without charge during 

your subscription year, but when renewing your subscription, the fee is determined by the Program Size as it 

exists on the renewal date.  Note also that the Program Size includes all website participants (including 

administrators, denied members, pending members, members, and non-members). 

 

PROGRAM SIZE 
UPGRADE 

FEE 

MONTHLY 

FEE 

ANNUAL 

FEE 

Up to 10 members Free Free Free 

Up to 50 members $99 $59 $199 

Up to 100 members $99 $69 $399 

Up to 1000 members $99 $79 $499 

Up to 5,000 members $99 $109 $659 

Up to 10,000 

members 
$99 $129 $799 

Over 10,000 members $299 $199 $1499 
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Domain Name for Your Website 

 
 

Perpetua Technologies LLC tracks your sub-domain as the primary way to access your website (e.g. 

https://albanyorcert.samariteam.com or https://springfieldorvips.samariteam.com).  We can also set up a 

specific domain for you, or use one you already have in place, to redirect viewers to your website.   Contact us 

and we’d be happy to create one free domain for you as part of your paid subscription.   

 

For example, we would purchase “albanycert.org” or “springfieldvips.net” for you and map this to the 

appropriate Samariteam website.  If you already have a domain set up, we can provide instructions on how to 

point this domain at the Samariteam servers, or provide an HTML page that will automatically redirect people 

to your program’s Samariteam website. 

 

Data Security Guarantee  
 
Samariteam protects our servers with advanced technology from Trend Micro, the leader in server protection 

products.  Our secure web traffic is protected with 2048 bit SSL technology from Comodo.  We never share or 

sell our customers’ data in any form with any external entity.  Our database is backed up regularly and our 

systems utilize the latest technologies from Microsoft for software development and data warehousing 

operations.  We have extensive customer service and defect tracking technologies in place to make sure we 

resolve issues with our services quickly and efficiently. 
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Part 1: How to Sign In to Your Website 
 

In this section, you’ll find information about the Invitation E-mail and First Sign In Experience.  These steps 

can be completed quickly, allowing administrators to begin managing programs using their Samariteam site.  

 

Invitation E-mail 
 

The Samariteam support staff will set up your new program website on our servers.  Once your program site is 

set up, you’ll receive an e-mail sent from your new Samariteam website, labeled with your program name 

(originating from the mail account donotreply@samariteam.com) with instructions for signing into your site for 

the first time. 

 

 

 

In the middle of the e-mail text, you’ll find a link to your new website. Click the link or paste the URL into your 

browser’s navigation bar. A window will open displaying your site’s Sign In page. 
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First Sign In Experience 

 

 

Enter your e-mail address (the one your invitation came to) and the temporary password included in your 

invitation e-mail. Click the Sign In button. 

A pop-up titled Security Information Update Required will appear. 

Enter your User Information. You can choose to leave the title box 

empty, or enter a title (e.g. “Mr.”, “Ms.”, “Asst. Chief”).  Enter your 

First and Last Name.  Click on the Save button.  
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A new pop-up opens for you to set your password 

and security question. 

In the Current Password box, enter the 

Temporary Password included in the invitation e-

mail. In the New Password box, create your 

personal password.  Passwords must include 8 to 

15 characters, with at least one lower case letter, 

one upper case letter and one number. In the 

Confirm box, reenter your new password. 

 

You also need to select a Security Question and 

Answer which is used to reset your password if you forget it.  In the Question drop-down, click the blue arrow 

to display available questions. Choose your question and in the Answer box enter your personal answer. Click 

on the Save button. You will now be sent an e-mail acknowledging these changes, which you can save for 

future reference. A Service Agreement pop-up may appear requesting that you accept before continuing in 

the sign in process (depending on your site’ settings). You have the ability to change the Service Agreement 

text, or turn it off completely for new members of your site in Site Settings (see Part 14).     

 

Next, you will be returned to the HOME page.  

 

Entering Personal Information 
 

Click the My Info link at the top left of the page 

(under the name of your program), and a pop-

up with four tabs will appear.  The Info tab 

includes your title, first name, last name, and 

picture.  Your title and photo are both optional.  

If you would like to change any of your 

information, or would like to upload a photo of 

yourself, click the Edit button. 
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To upload your picture, click the Browse button 

to locate a photo stored on your computer. 

Once you have selected your picture, click 

Open. The file path and name of your image will 

now display beside the Browse button. The 

image will display when you click the SAVE 

button.  If you would like to remove the photo, 

simply click in the checkbox beside Remove 

Image. 

 

Click Cancel to leave this screen without saving any changes you’ve made. Click the Save button to save your 

changes, upload your photo, and display the picture. Next, click the E-mail tab. 

 

The E-mail tab allows you to change your e-mail 

address (which is also used for signing in to the 

website), password or security question.  

 

If you change your own e-mail address, you will be 

immediately signed out of the website, and you’ll 

be required to sign in using the new e-mail address 

and temporary password sent to your new e-mail 

address. Next, click the Contact tab. 

 

 

Here you can enter all of your 

contact telephone numbers.  In the 

Contact # box enter a 10 digit 

phone number, starting with the 

area code. In the Type drop-down, 

choose from the selections. In the Visible To box, you can select who will be allowed to see this contact 

information. Click the Insert button. Your new Contact # will now display. There is no limit to the number of 

Contact phone numbers you can enter.  
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Next, click the My Addresses tab.  My Addresses includes the 

addresses where you are during a typical week. These locations 

can be important when adding members to teams.   Click the New 

button.    

 

A window titled Location will appear. Enter a Label for the location (e.g. Acme Corporate Office, Beach 

House, Night School), Address, City, State, Zip, any Notes, the Type of location (e.g. Work), and the level of 

Visibility you wish to allow for this information. Select the 

checkbox to indicate if this is your Mailing Address.  

 

Click Cancel to leave this screen without saving the information 

you have entered. When you have finished, click the Save button. 

The window will now display your newly created location. Click the 

New button to enter another location or the View button to view 

and edit this location.  

 

When you have finished entering your locations, exit this window 

by clicking the        button at the top right of the Location pop-up. 

My Info will then display. Verify that all your locations appear. 

 

 

When you have verified that your information is correct, exit this 

window by clicking the          button at the top right of the My 

Info pop-up. Your HOME page will now display. 

 

 

Congratulations!  You have completed the administrator set up and are now ready to begin the online 

management of your organization.  
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Part 2: How to Start Using Your Website 
 

Now that you’ve completed your first sign in experience, you can start to customize your program’s website, 

adding content and members. There are many different approaches you can take to accomplish these tasks, 

depending on how you currently track your members and the time you have available.   

 

Here are some quick ideas on where to start:  

 

1. Invite members to your site!  The easiest way to bring members into your new website is to send e-

mail invitations to your program’s membership.  You can invite new members in large groups by 

sending invitations to multiple e-mail addresses in one step.  Use the ADMIN / Invite New Members 

page to accomplish this. 

2. Add members manually to the system!  Use the ADMIN / Member Management page to add 

members to the system and enter their name, contact and location information one at a time, which 

automatically will generate e-mail invitations to these members. 

3. Organize your members into teams!  Once your members are enrolled in the system, use the ADMIN 

/ Team Management page to create teams and add members to them.   

4. Add Newsletter items to tell your members (or other administrators, or the public) what’s going on with 

your program!  Click on the NEWSLETTER button to access this area. 

5. Upload some photos!  Click on the GALLERY button, create a new gallery, and upload photos.  

Galleries can be visible to the public, members only, or just admins. 

6. Customize your home page!  On the HOME page, click on the Edit Content button and revise the 

text with new information about your program, or add photos or Useful Links to your home page. 

 

Please check the Table of Contents to locate detailed instructions for each of these tasks. 
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   Part 3: CALENDAR Page 
 
Samariteam’s calendar function allows you to easily maintain a schedule of events for your program.  The 

CALENDAR page makes it simple to: 

• Post public, members only, admins only, or team-specific events 

• Associate a location with an event 

• Schedule recurring events 

• Include admins, members, team members, team leaders, and/or non-members in an event 

• Invite members to events and collect RSVP responses 

• Track total hours attended for events 

You can easily set events to be visible to the relevant audience, and they are then color-coded to match 

visibility.  This color legend appears above the calendar when signed in. 

 

 

Calendar Quick Tips 
 

You can click on the + symbol in the cell of any date in your calendar to quickly open the Event window and 

create a new entry with the date already entered.  Clicking on the actual date (number) itself on the calendar 

will open a day-view calendar where you can use the + signs to create an event at a particular time, which will 

be already entered for you, along with the date, in the ‘create event’ screen.   

You can also use the small calendar at the top of the page to navigate directly to a specific date. Small color 

boxes appear on this calendar to denote events for certain groups, based on the legend above. 
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Create Calendar Events 
 
 

Click CALENDAR in the navigation bar near the top of the page. A calendar will appear displaying the current 

month. To view another month, use the abbreviated month links located to the far left and right of the top of the 

calendar box.  

 

 

 

 

 

 

 

 

 

 

To add a new event, click the Add Event link to the right of the month name. An Event window will open.  
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Enter the name of your event in the text box below Title. Select the Type of event from the drop down.  If no 

types exist or you wish to update the list of event types, you can manage this list on the Site Settings page.  

See Part 14 for details on how to manage event types. You can choose to enter a brief text summary of your 

event in the Description box.  

You can manually enter your date/s or click on the small calendar icons beside the Start and End dates to set 

your event date/s.  Use the drop-down arrows to select start and end times, in increments of 15 minutes. In the 

Repeat area select NONE, Weekly, Monthly day-of-month or Monthly day-of-week. Choose when to stop 

repeating your event/s. 

Next you can choose who may view this event on the calendar, using the Event Visibility drop-down list. If 

you choose to make this visible to team members or team leaders, a list of teams will appear for you to choose 

from. You may choose multiple teams in the list by holding down the Control key while you click on team 

names (the Command key on Mac keyboards). 

 

In the Location drop down, you may leave it set to 

None if you do not want to add a location, select a 

pre-existing location, or you may click “New” to 

expand the window to allow you to enter new location 

information.    Enter the Label (name) of the location 

(e.g. Downtown Fire Station Training Room), its 

address and any notes about it you desire to include. 

The new location will be created when you click the 

Save button for this event. This location will now 

become available in the Location drop-down list for 

future events.  

 

Finally, if you want to track your members’ time spent at this event, click on the Hour Tracking drop-down and 

select the appropriate option: 

• NONE means that no tracking of hours will be performed for this event. 

• Use event time will use the event’s length times the number of members who mark that they will attend 

the event (or after the fact specify that they attended).   
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• Member tracks time allows each member to specify the number of hours (in 15 minute increments) 

that they attended the event.  If you chose to add members to an event, members will see the event in 

a list at the top of the calendar waiting for their response. 

• Admin tracks time allows administrators to record how long each member was at the event. 

• Event Locked will remove the hours tracking ability on the event, so that an admin can total hours and 

they will no longer be able to be edited by members. 

 

Next, click the Save button. Click Cancel to exit the Event 

without saving your new event. 

 

Now that you’ve created your event, you can include 

members and gather RSVPs from them to plan for your 

event.  You can also send an invitation e-mail (or multiple 

e-mails over time as reminders, if you desire).  To include 

members in your event, click the Add Attendees button. A 

pop-up entitled Event Attendees will open. 

 

 

 

 

Select the appropriate group or groups for your event by clicking on 

the checkbox to the left of the name of the group.  To see more 

groups, click the + sign. Once you’ve selected the group or groups 

you’d like to invite, click Save Attendees. This pop-up will close and 

you will return to the Event pop-up. 

The members you’ve added now appear in the scrolling list area of the 

event dialog entitled Attendees.  Members who are marked as 

“Included” for an event have not yet been sent invitations. Once they 

have been sent an e-mail invitation, members are marked “Invited.”  
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To send invitations, click on the Send Invitation Emails button. Another pop-up will appear entitled Send 

Invitations. Select All attendees if this is the first time sending invitations, or Only new attendees if you have 

added new members to the event, and then click the Send Invitations button.  

 

You will be returned to the Event pop-

up. If you know a member is planning to 

attend or know they will not attend an 

event, you can click on the Edit button 

and mark their RSVP for them.  You can 

also Delete members from this event.   

  

 

 

Members will receive an invitation e-mail asking them to RSVP by signing in to the website and going to the 

CALENDAR page.  Events where members have been included will appear in a list called Events requesting 

information at the top of their calendar view until they indicate whether or not they will attend the event. 

This event will now display on your calendar and will also be visible on the calendar to the viewers for whom 

you decided to allow visibility. A small box in the corresponding event color (see legend above) will now be 

displayed on the small calendar at the top right of the website pages.  

Edit or View Calendar Events 
   

You can re-open the Event window to add or change details for an event at any time by clicking the event on 

your monthly calendar. Click Edit to make your changes. Click Copy to create a copy of this event, which will 

then appear with the same Title with (Copy) beside the name. Click Delete to remove the event from the 

calendar. Click Delete Series if your event is a part of a series and you would like to remove all the events 

from the calendar. Click New to start a new event, which will open another Event pop-up. 

Note: Any event listed on the calendar for the following 60 days will be included in newsletters at the time they 

are sent.  Newsletters can be sent automatically to all members on the 1st of each month, or manually at any 

time.  Events will only be included in newsletters according to the visibility level assigned to them.  For 

example, a member who is not an admin or a team member will only see events in his copy of the newsletter if 

they have been designated as visible to the public or visible to all program members.  See Site Settings to 

determine whether newsletters will be sent and whether calendar events will be included in them. 



 
 

Page 22 Admin Guide (r28 Samariteam™ 02/2011 
 

© Copyright 2011. Perpetua Technologies LLC.  All Rights Reserved. 

 

Part 4: NEWSLETTER Page 
 
 

Samariteam’s newsletter functionality is a great way to stay in touch with your members!  Newsletters can 

include news items that have been entered by admins, upcoming calendar events that are relevant to the 

individual receiving the newsletter, and rosters of teams to which that member has been assigned.  

Newsletters contain an important reminder to members to keep their contact information updated on your 

website. Site administrators’ view of the newsletter also includes a count of the Admins, Members, Non-

Members, Pending and Denied members of your program’s website.   

 

Note: You can adjust the properties for Newsletter delivery using Site Settings. You decide if you want 

newsletters to be automatically sent on the first of every month, and whether or not they include upcoming 

events that have been created on your site calendar.  You can also adjust newsletter settings to have them 

include Member Contact and/or Location information in Team Rosters (all subject to the settings each member 

has set in their My Info).   

 

 
 

Newsletters are composed of one or more News Items.  Each item can contain formatted text as well as an 

attachment, which can be a photograph or another file of your choice. Click NEWSLETTER in the navigation 

bar near the top of the page, then click the Add News button to open the editor and create your News Item. 

See Part 15 for a detailed explanation of how to use the built-in Content Editor. 

 

Each item can be set for specific visibility; so individual items that are suitable for the public view can be posted 

to appear on the public site’s Newsletter page.  Those that are specific to program members or administrators 

will only be included in that group’s view of the newsletter, both on the site and when sent via e-mail. 
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You can see how your next newsletter will appear by clicking the Preview link.  Use the Page size selection to 

display more or less News Items on one page. Use the First, Last and Number buttons to navigate between 

the pages of news items. 

 

You can return to News Items and click the Edit or Delete buttons to make changes or delete an Item. By 

clicking Edit you can also attach files to your news item.  

 

 

 

 

 

 

 

 

Near the bottom of the item editing window, click the Browse button to locate the desired image or document 

file on your computer.  When you have selected it, it will appear in the Search box.  Type its name, or the text 

you want displayed in the newsletter as a link to this file, into the Name textbox and click the Add Attachment 

button.  

 

You will see a warning that the maximum file size allowed is 20 MB.  A file larger than this will fail to be 

attached.  Consider the varying download speeds and e-mail limitations of your members when attaching files 

and try to keep the size down.  Many webmail providers, for example, have a limit of 5 MB.  

 

Important Note:  Whether adding an attachment or editing your news item, be sure to click the Save button 

when you have finished. 

 

 

.   
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Part 5: GALLERY Page 
 
 

Samariteam’s photo gallery capabilities are powerful, yet very easy to use!  You can have an unlimited number 

of galleries, and each can be set as visible to the public, members, or administrators.  Each gallery can be 

composed of an unlimited number of photos.  Each photo can be customized with a description, date and the 

name of the photographer. 

• Note:  Free websites are limited to 2 photo galleries each with a maximum of 100 photos 

 

  

 

Click GALLERY in the navigation bar near the top of the page.  To create a new gallery, click the Add New 

Gallery button.  A New Gallery area will display for you to enter information about 

the gallery.  Enter a Title that is 20 characters or less.  Enter an optional 

Description, and then determine which visibility level is appropriate for this 

gallery.  Click Save to create your Gallery. Click Cancel to exit without saving the 

new Gallery. 

 

Note:  If you are working on a Regional Site (a “parent” or “umbrella” site for other 

Samariteam sites), you can choose to share your photo galleries with sites 

attached to your site by checking the Shared checkbox.  This Shared checkbox will not appear unless you 

have sites below yours in the hierarchy.  If you have visibility set to Administrators, only Administrators in the 

Shared websites will be able to see the photo gallery.  If visibility is set to Public, the shared Gallery will 

appear on all of the shared websites’ GALLERY pages, even when a person is not signed in on that site. 
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Once you’ve created your gallery, click the View Images button to upload photographs to the gallery.  Click the 

Add New Photos button.  To upload your picture/s, click the Browse button to locate the image/s stored on 

your computer.  You can use Control-Click (command-click on a Mac) to select multiple photos for upload. 

Simply hold the Ctrl (or CMD) button on your keyboard and then click photos to select them for uploading. 

Once you have selected your picture/s, click Open.  The filenames of your images will appear with a red “x” 

following them.  Click the Start Upload button and you will see the progress of your upload as the “x”s turn to 

green checkmarks. You will now see thumbnail images of the pictures you have added to your gallery.   

 

Click the Edit Photo Info button to enter a Title, Description and/or Photo Taken information.  You may 

check the Gallery Cover checkbox to have this image displayed as a thumbnail of this gallery when viewing 

your Gallery list.   Click the Save button or click Cancel to exit without saving the new picture details.  You can 

remove photos from your gallery by clicking the Delete button. 

 

You can edit a photo gallery’s information, such as the title or visibility level, at any time by simply clicking the 

Edit Gallery Info from the main GALLERY page. You can also delete a photo gallery by clicking the Delete 

Gallery button. Only administrators can create, edit or delete galleries. 
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Part 6: DOCUMENTS Page 
 

Samariteam can maintain a warehouse of electronic documents for your program.  Documents are organized 

into folders (similar to the way photos are organized into galleries).  You can use document folders for files of 

any type that you want to share with administrators, members or the public. 

 

Click DOCUMENTS in the navigation bar near the top of the page. 

 

 

 

To create a new folder for documents, click on the Add New Folder button.  Enter the Title of the folder, an 

optional Description, then use the drop-down menu to determine which security level is appropriate for this 

document folder.   Note:  If this is a Regional Site, you can choose to share this document folder with the sites 

that are attached to your website by selecting the Shared checkbox. 

 

• Note:  Free websites are limited to one document folder with up to 10 documents. 

 

If you choose to make this folder visible to Administrators, only they will be 

able to view this folder.  If you set it to All Members, members who are logged 

in to this site will be able to view it.  If set to Public, the folder will be visible 

without logging in to the website.  These settings apply to the entire folder of 

files – you cannot set visibility or sharing on a file-by-file basis.  Click on the 

Save button to create your new document folder. Click Cancel to exit without 

saving the new folder. 

 

Once you’ve created a new document folder, you can upload individual files or groups of files into the folder.  

Click on View Documents to access the folder.  Click on Add New Documents. 
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To upload documents, click the Browse button to locate the file/s stored 

on your computer. Once selected, click Open.  Click the Start Upload 

button.  The red “x”s beside your file names will change to green check 

marks as the upload completes.  

 

To edit a document’s details, click on Edit Document Info and enter a 

date, title and/or description.  You may remove the document from this folder by clicking the Delete Document 

button.   

 

When the document link is selected, a download of the document is initiated in the user’s browser.  Depending 

on the document type and the user’s settings in their browser, the document may appear in a new browser 

window, it may open in another application, or the viewer may be asked to save it to their computer.   

 

Click the Back to Folders button to view, create or work with another document folder. 

 

Notice that on your Documents page, shared Document folders appear below the local site’s document folders.  

This is where you can access the User Guides for your Samariteam site and it is where your shared document 

folders would be visible on the sites you shared them with. 
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Part 7: COMMUNICATIONS Page 
 
 

By clicking on COMMUNICATIONS in the navigation bar near the top of the page, you open a form which can 

be used to create a broadcast e-mail or text message, and send it to some or all site members, specific team 

members, site administrators, or team leaders.  

 

• When sending text messages, you enter the Subject and Message using simple text. When a text 

message is sent, it will appear with the subject followed by message, separated by a colon. 

• When sending e-mail, you can format the text of your message as needed. See Part 15 for detailed 

information on how to use the Content Editor to customize your message. 

 

Note: A text message subject line can have a maximum of 40 characters. A text message body can have a 

maximum of 90 characters. In order for members’ names to be available for text messaging, site members 

have to have entered a phone number with text messaging allowed in their contact information. 
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The Select Recipients area on the left shows the name of your program.  

• First, select E-mail or Text Message, depending on which you wish to send. 

• Next, select the group or groups you wish to receive your message. If you select the checkbox next to 

your program name, you can send an e-mail or text message to your entire program, including all 

members and administrators (but not non-members).  

• If you select the Administrators checkbox below your program name, you can send e-mail to just the 

administrators of the program’s website.  

• If you click on the  dropdown, the list of teams in your program will be displayed.  You can 

then send e-mails or text messages to an entire team, or just to the leadership of the team.  

• If you are using a Regional Site, where your site is connected to one or more other Regional Sites 

and/or Program Sites, you will see these listed under Subsidiary, and you can select message 

recipients from these programs as well. 

 

Once you have selected the groups on the Select Recipients area on the left, click on the Add Groups button 

on the right side.  The individuals who will receive your message are listed.  

 

You can use the Control (or CMD) Key on your keyboard to de-select or select individuals from this list.  The 

highlighted names will receive your message. 

 

Enter your subject line and the body text for your message using the Content Editor.  For detailed information 

about the content editor, please see Part 15.   

 

Once you’ve completed this, click the Send button.  You will receive a confirmation that your message has 

been sent. Click Cancel to exit without sending the message. Click the Continue button if you want to stay in 

Communications and send another message. 
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Part 8: MY TEAMS Page 
 
The MY TEAMS page displays a drop-down list of the teams to which you have been assigned.   

 

 

Use the My Teams: drop-down list at the top of the page to select a teams to which you have been assigned. 

 

You can click the Printable View link to display detailed information about your team and its members.  

Information that is displayed is constrained by the viewer’s role (e.g. member, admin) and their team 

membership, so care should be given to disclosure of information. 

 

You can select what information is displayed on this page by using the checkboxes across the top of the page.  

In order to fit on a smaller page, for example, you might want to uncheck Picture which displays all team 

member pictures. When you click Printable View as an admin of the site, you are automatically shown all 

information viewable by admins.  There is a drop-down for Visible to that you can use to filter the information if 

you want to print this page for other members. 

 

General Team Info, Description and Locations appear, along with a Team Map and the corresponding list of 

Team Members.  

 

Note: If a member is not assigned to any team, No Teams Found will be displayed at the top of the page. 
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Part 9: LINKS Page 
 
 

Your site contains a LINKS page that Samariteam has pre-populated with national and international 

organizations’ links. This page can be customized at any time as much or as little as you like. You can edit or 

remove the existing links and add more links. This page is visible to the public and may provide useful 

information to the public and to existing program members.  

 

Click LINKS in the navigation bar near the top of the page.  An Edit Content button will appear at the top of 

the links content.  If it does not appear, see Part 14 to “enable content editing” on the Site Settings page. 

 

Once you have clicked the Edit Content button, the Content Editor will display.  

 

 

Remember that when entering hyperlink information, you must use the entire URL, including “http://” or 

“https://” in order for your link to be successful. Please refer to Part 15 for detailed instructions on how to use 

the Content Editor. 

 

Important Note: Now we are moving on in this guide to the areas accessed through the Admin tab.  Keep in 

mind as you read on that any person you invite to be an administrator of your site will have access to these 

powerful and, in some respects, very privileged tools.  This includes adding or removing members and 

changing membership roles. 
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Part 10: Member Management Page 
 

In this chapter you’ll find information about Manually Adding Members to Your Site, Understanding 

Member Management Page Information, Approving Members, View and Print Program Rosters and 

Resetting Member Passwords.  

 

Not all members of your program have to use the website to be included (either by your choice, or due to their 

lack of ability to access the website).  Although members manually added by an administrator without an e-mail 

address typically do not maintain their contact and location information themselves, they can be added to 

teams, and their information can still be included on team and program rosters.  If these individuals are later 

able to access the website, you can always invite them (e.g. once they get access to a computer and an e-mail 

account) by updating their e-mail address in Member Management. 

 

Manually Adding Members to Your Site 
 

 

Move your mouse pointer to the ADMIN tab in the navigation bar near the top of the page. A pop-up menu with 

five links will appear. Click on the Member Management link.  

 

Note:  If this is your first visit to Member Management, and you are the only administrator of your site, your 

view of this page will probably only display your own membership information.  
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At the top of the page, click on the Add New button. A 

pop-up titled New Person will appear. 

Enter basic information for the member. You must 

include a First and Last Name. If you include an E-

mail address, an invitation e-mail will be sent to this 

member. Click the Next button.  

 

Note:  If this person is already a member of another Samariteam site, using the e-mail address you have 

entered, you will be alerted at this point that a system match has been found.  Click the Select button to 

continue. One advantage of the Samariteam system is that a person can be a member of multiple sites but 

only has to update his/her information on one of them for it to stay current on all sites to which they belong.  

 

The pop-up will now prompt you to set this member’s Security Role: Member, Non-Member or Admin, 

warning you that the user has not yet been created. When the Security Role has been set and you have 

clicked Save, the member is created.  

 

Click the Back button to edit their Title, First Name, Last Name, 

Picture and/or E-mail, or use the Save button to finish adding the new 

member.   

 

The pop-up will now display this member’s My Info, entitled Person. At 

this point you can edit and/or enter information in the various tabs, just 

as you did for your own info upon your first sign in (see Part 1). 

 

When you have verified that all the member information is correct, exit this window by clicking the  

button at the top right of the Person pop-up. You will return to your Member Management page. 
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Understanding Member Management Page Information 
 

 

 

The Member Management page is designed to help you manage your program roster information. Member 

Management data is initially sorted by role so that Pending members always display first.  Each field of 

member information (ID, Title, Name, E-mail, Role and Last Activity) can be sorted by clicking on the blue 

field title (at the top of the column), or filtered by clicking on the drop-down menus under Name, E-mail and 

Role. Once you have filtered or sorted a column, it will remain that way until you either navigate to another 

page, or remove the filter. To remove the filter, simply click on the drop down and make the -All- selection. 

 

Here’s a brief explanation of the information tracked for each member: 

• ID numbers are used to display the locations of members within the Team Management maps. 

• The Name field can be sorted to help find a specific Member in the list. As you can see, currently -All- 

names are displaying. Click the drop down arrow beside -All- and select a range of letters by which to 

sort members’ names. The members with the Last Names in this range of letters will now display.  

• The E-mail field can also be sorted to help find a specific member’s e-mail address in the list. As you 

can see, currently -All- e-mails are displaying. Click the drop down arrow beside -All- and select a 

range of letters by which to sort members’ e-mails. The members with an E-mail beginning with this 

range of letters will now display. 

• The Role field can also be sorted to help find members with a specific Security Role. As you can see, 

currently -All- role types are displaying. When you first navigate to Member Management, members 

appear in this order: Pending, Invited Admins (those Admins who have been invited but have not yet 

signed in), Admins, Invited Members, Members, Non-Members and Denied members. Click the 

drop down arrow beside -All- and select a specific Role. The members with this Role will now display.  

• The Last Activity field can be sorted to display members who have signed in to the site most recently 

or those who have not signed in for the longest amount of time. Simply click the blue Last Activity link 

to display those with the oldest activity. Click once again and those who have signed in most recently 

will display at the top of the list. 
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There are three buttons beside each member’s information.  

• The Approve button displays beside those members in the Pending status.  Pending status members 

are those who have requested access but have not yet been approved by an admin of the site to have 

full access to the website. 

• The Change Role button will display beside those members with a Role already set. When you click 

this button, the member’s row will become editable. Change their role and click the Update button. The 

new role will now appear. 

• The View button displays beside all members. When you click this button, a pop-up will appear 

displaying this member’s My Info. You can enter and update information in this pop-up. 

• The Delete button displays beside all members. When you click this button, a pop-up will appear 

asking: Are you sure you want to DELETE this person’s membership? Click the OK button to 

confirm the deletion or click the Cancel button to cancel the deletion. If you chose to delete, the 

member will disappear from the list in Member Management. 

 

Approving Members 
 

Active program members who are not yet set up with access to your website can use the REQUEST ACCESS 

page on your program’s public website.  This sends an e-mail to all admins of the site, notifying them of the 

request and creates a member record in Member Management.  An administrator can then easily approve 

members who have requested access.  Members awaiting access are shown with a role set as Pending. They 

are displayed at the top of the list and highlighted in yellow.  

 

If the member is eligible to be granted access to your website, simply click the Approve button beside 

members whose role is currently Pending. This member will now display in the list with an Invited Member 

role until they sign in to the site. Upon their request, they were sent a temporary password to use on the site.  

Once approved, at sign in, their role will change to Member.  You can change their role by clicking the Change 

Role button. 

 

View and Print Program Rosters 
 

At the top of the member management page, click the Printable Roster button.  A new browser window will 

appear with the program roster information and pictures displayed.  

 

You can choose the fields you’d like displayed by clicking the checkboxes at the top of the page.  Use your 

browser’s File menu to print.   
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Important Note:  If you are printing copies of the roster for your members, remember to filter the data using 

the Visible to drop-down. This will then honor your members’ requests for the security of their information. 

 

 

 

Member Management is the core of Samariteam’s technology.  Once your website is up and running, inviting 

your members to join is key to keeping them engaged and involved.  When they enter and maintain their 

contact and location information, you’ll be able to easily form teams, disperse information, and focus on your 

program activities instead of managing your roster. 

 
Resetting Member Passwords 

 

If a member contacts you about having forgotten or lost their password, you can generate another temporary 

password for them. To reset a member’s password, go to Member Management and click the View button next 

to the member’s name.  Then select the E-mail tab, and the Reset Password button.  An e-mail will be sent to 

the member with a new password.  Once they sign in, they can reset their permanent password as desired. 
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Part 11: Team Management Page 
 
Teams are used by programs to organize individuals by location and/or expertise.  Samariteam makes creating 

and maintaining teams simple with sophisticated mapping tools built in to your website.  You can also compose 

teams for special events and then delete them once the event is completed.  Teams are a great way to 

facilitate communication and keep members organized! In this section, you’ll learn about creating teams and 

assigning members and leaders. Note: There is no limit to the number of teams you can create.  

 

Creating a Team  
 

From the ADMIN tab at the top of the page, click on the 

Team Management link in the pop-up menu.  

 

Click the New button below the Team Map.   

 

In the Team Management window that pops up, enter 

your new team name in the text box beside Name and 

(optionally) enter a brief description for your team in 

the Description box. If desired, you can attach a 

photograph or logo to your team.  To upload your 

picture, click the Browse button to locate a picture stored on your computer. Once you select your picture, 

click Open.  When the file path and name are displayed in the box beside Logo, click the Save Team button.  

 

Create a Team Location:  The Team Management pop-up 

now shows your new team. Click on the New button beside 

Locations to record cache, staging or meeting locations.   

 

You may find that team locations are important in building 

teams with the Samariteam mapping feature. Click the Save 

button when finished entering information for a location.  

 

You can now click the New button to create another team 

location or close this pop-up with the  in the upper right 

corner.  
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When you close the Team Management pop-up, you will find that your new team is selected in the team drop-

down and that the team map has been centered on your team location/s.  Each team location is marked with a 

red flag. 

 

 

Note: Member locations must be entered into the system before you’ll be able to see them on the maps.  

However, it is possible to add members to teams who have not entered their location information – they are still 

listed when you select -All- for zip codes. Members are sorted alphabetically by last name, with those who 

have not yet signed in appearing at the top of the list with “Member, New” as their name. 

 

Zoom in on your Member Search Map and/or Team Map for a closer look at the area.  You can use the + and 

– buttons on the map to zoom in and out, or the scroll wheel on your mouse (if available).  You can also use 

the arrow keys on your keyboard to move within the map. View each map in Road, Aerial or Hybrid view.    

 

Adding Members to Teams 
 
 

Select a single zip code or -All- zip codes using the drop-down under the Member Search Map to display 

program members available to add to your team. Flags indicating Member Locations will show on the 

Member Search Map. Check the boxes next to the members you want to add and then click the Checked> 

button under Add.  The members you selected will move from the Available Members list to the Team 

Members list and their locations will now be added to the Team Map.  If you want to add all the members in 

certain zip code, simply click the All >> button under Add.  
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To remove members from teams, checkmark members in the team list and use the buttons under Remove 

with <, or << arrows.  Members’ location flags will be removed from the Team Map and reappear on the 

Member Search Map at the left of the page (if -All- or their specific Zip Code are selected). 

 

Note: Remember to add yourself to the appropriate teams!  

 

Assigning Team Leaders 
 
 

To assign team leaders or remove those who have been 

previously assigned, select a team and then click the Leaders 

button under the team map. In the Team Leaders window that 

opens, checkmark the member you want to designate as a team 

leader.  Clear the checkbox for a member you want to remove as 

leader.  Click Save Leaders when you have finished. 

 

 

View and Print Team Roster 
 

Below the Team Map, select a team and then click the Roster button.  A new browser window will appear with 

the selected team’s information as well as roster data displayed. You have the same display options as you 

saw in the Membership Roster. To print, use your browser’s menu bar to select the File menu on the top left 

and then click Print.  

Editing Team Info 
 

To add or change team information, select the team in the drop-down below the Team Map and click the View 

button under the team name. In the window that opens, click New beside Locations to add a team location.  

Click Edit beside an existing location to make changes to it, click Delete to remove it. Click Edit Team to 

change the logo or description for a team.  
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Part 12: Invite New Members Page 
 

 

In this section you’ll find information about Inviting Members to Your Site and the Invitation E-mail Sent to 

Members. You will learn how easy it is to use your existing distribution lists or databases to invite members to 

your new website. Before you know it, you’ll have all of your members’ contact and location information 

available on your secured site, and you’ll be ready to toss those cumbersome lists! 

 

 

 

From the ADMIN tab’s pop-up menu, click on the Invite New Members link. This will open the Invite New 

Members screen pictured below.  

 

 

 

You may enter one or multiple e-mail addresses to send out invitation e-mails to program members you would 

like to invite to the site. E-mail addresses need to be separated by a comma or entered one address per line. 
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 If you are using an Excel spreadsheet to track your member e-mail addresses, for example, copy just the e-

mail column and paste directly into the E-mail Addresses to Invite area.  

 

 

 

If the member/s you’re inviting are going to be administrators, select Admin from the Security Role drop-

down,  otherwise, set the drop-down to Member.  

 

WARNING: Assigning members to the administrator role allows them to create and edit content on your 

website and to view and edit all members’ information, among other tasks. We recommend limiting the number 

of site administrators for security reasons. You can designate as many as required, however, for your 

convenience.  Remember that you can give a member administrative privileges temporarily if you want them to 

complete certain tasks and then change their membership role back to Member at any time. 

 

Once you have created teams on the Team Management page, you can assign members to teams when you 

send the initial site invitations. It is also a simple process to add members to teams at a later time (see Part 

11). In addition to team assignment, you can invite members as team leaders by selecting the Invite as Team 

Leader checkbox that appears when you select a team.  

 

If you would like to add a message in your invitation e-mail/s, type your message into the last text box 

(Additional information to appear in e-mail).  Click the Send button.  
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Invitation E-mail Sent to Members 
 
 

Members will receive an e-mail invitation sent from your program name (originating from the 

donotreply@samariteam.com sender). The message contains the same standard welcome message you 

received.  

 

If you have entered additional information for the invitation, it will appear near the bottom of the message.  

Your name and program name will appear as the signature line at the bottom of the e-mail.  Members will have 

the same first sign in experience (see Part 1) when they follow the instructions in the e-mail. 

 

Note:  Administrators can enter contact and location information for members who do not intend to access the 

secure areas of the website, for whatever reason (see Part 10). Therefore even members without e-mail or 

access to the Internet can be a part of your easy online program management!  Add these members from 

Member Management. 

 

 



 
 

Page 43 Admin Guide (r28 Samariteam™ 02/2011 
 

© Copyright 2011. Perpetua Technologies LLC.  All Rights Reserved. 

 

Part 13: Email History Page 
 

You can view e-mails that have been sent from your Samariteam site at any time. These include all e-mails 

sent automatically by the Samariteam server, those manually sent from members on the site, and the inquiry e-

mails generated from your public website. 

 

From the ADMIN tab in the navigation bar, click on the Email History link in the pop-up menu.  

 

 

 

You can select the Start Date and End Date to view e-mails from a specific time period. Click the Retrieve 

Records button to redisplay the e-mail messages.  Use the Pagesize drop-down to adjust the number of e-

mail messages that are displayed on each page.  Columns can be sorted by clicking on the blue column 

header or filtered by using the column drop-down menus.  

 

To view a specific e-mail, click on the View link on the left edge of the list.  A pop-up will display the contents of 

the e-mail message that was sent. 

 

When e-mail messages are initially sent, the Status column will indicate that the message is “Sending” until 

the mail server actually attempts to deliver the message.  Unfortunately, it is often impossible to determine if a 

message was properly received at the remote end of its journey.  If there is a specific error that we are able to 

detect, it will be shown in the Error column or by “BadAddress” being listed in the Status column. 

 

Note:  Samariteam does not currently provide access to view sent Text Messages. 
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Part 14: Site Settings Page 
 

Move your mouse over ADMIN in the navigation bar near the top of the page.  Click on the Site Settings link 

in the pop-up menu.  

 

 

Here’s a brief explanation of the settings for your web site:  

• Display Name.  This setting controls the label for the website that’s used in the header area above 

your banner at the top of all pages.  It is also included in correspondence and many other places where 

your program’s name is mentioned.  We recommend making this name 30 characters or less. 

• Event Types. This allows administrators to maintain your own list of event types, which will be 

available in the Type drop down when you create an Event. Enter the type name (Drill, Meeting, etc.) in 



 
 

Page 45 Admin Guide (r28 Samariteam™ 02/2011 
 

© Copyright 2011. Perpetua Technologies LLC.  All Rights Reserved. 

 

the text box and click the Add Type button. Remove an event type by selecting it in the list and clicking 

the Delete Selected Type. 

• Page Title.  This is the page name that appears in the browser tab when the site is open. 

• Contact Information.  This information is displayed on the Contact Us page for the public (when not 

signed in to the site).  This is intended to be the public contact for non-members (typically to inquire 

about your program).  You can enter up to100 characters. Click the Save button when finished. 

• Agreement.  If desired, you can display a message to your members at their first sign-in session that 

they must accept before accessing the site.  You can enter the text of your message here, including a 

Title, such as “Confidentiality Agreement”, and checkmark the Required checkbox if desired. Click to 

clear the checkbox if you do not want to require members to view and accept an agreement.  If 

required, members of your website must either accept or decline this agreement. If members decline, 

they will enter a Declined state and will not be able to access the secure areas of the site. The Service 

Agreement text is also displayed when clicking Service Agreement link at the bottom of every page.   

• Header.  This is displayed as a banner across the top of the website pages, and is displayed at the top 

of your Newsletter. Its dimensions are 800 pixels wide by 156 pixels high. See below for detailed 

directions.  

• Custom Page Html.  If you enable content editing here, Edit Content buttons appear on the HOME 

and LINKS pages if you are signed in as an administrator of the site so that the images and text 

content can be edited.  

• Newsletter settings.  You can control whether newsletters are sent automatically on the first of each 

month, and whether newsletters contain upcoming events, members’ contact and members’ location 

information (all included only if specified in My Info settings on a per-member basis and based on the 

role of the viewer or recipient of the e-mail). 

 

Changing Your Site’s Banner 
 

To replace the banner displayed at the top of the pages on your Samariteam™ website with your own image, 

go to Site Settings and click on the Edit button below the Header. Scroll down and click the Images button. 

Click the Browse button to find the image on your computer that you want to use. When you have selected the 

image, enter a name for it in the Label field, and then click Submit. When your image (or part of it) shows in 

the open window, click on the URL button above it. Right-click on the highlighted text and Copy. 

 

Close the image upload window and click on your old banner. In the Tools above the banner, click on the 

Insert/Edit icon that is now highlighted.  
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A new window opens.   

 

Click and drag in the Image URL textbox to highlight it and then right-click and Paste your copied URL.  Click 

the Update button then click OK.  You may click on your new image and use the boxes that appear in the 

corners to re-size it if necessary. Click Save. 

 

Note:  To display text for your banner instead of using an image:  Go to Site Settings and click on 

the Edit button below the Header.  Click on the picture of your current banner to select it.  Hit the Delete key 

on your keyboard. Click in the now empty header area to enter and format text to display as your banner. 
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Part 15: HOME Page 
 

Your program’s HOME page is what your members and the public will first see when they navigate to your 

website. You can customize this page as much or as little as desired. No technical skills are required to 

customize the home page, but some basic knowledge of how Samariteam displays your website may help you 

to understand how to best work with the system 

 

Some background: HTML (HyperText Markup Language) is a set of text that is included with your website’s 

content that instructs a browser (e.g. Internet Explorer or Firefox) how to display text on your members’ screen 

when they are looking at your website. “HTML tags” are markings that are added to the text to make it look a 

certain way, such as bold or a specific size. Your home page’s contents include both the typed words that 

are displayed and tags that tell the viewer’s browser how to display those words on the screen. You do NOT 

need to know how HTML works in order to customize the way your website is displayed. 

 

The HOME page displayed on your website is “HTML content” that is stored in the Samariteam database and 

is displayed to the viewer when they access your website. You can change this HTML content at any time by 

using the built-in editor, or you can use an external editor and “upload” the HTML to the site by copying and 

pasting it into the editor.  

 

Content Editor 
 

If you are signed in as an Administrator, an Edit Content button will appear at the top of the HOME page.  If it 

does not appear, see Part 14 to enable content editing on the Site Settings page.   

 

 

 

The Samariteam system includes an “HTML editor” built in to the site that makes it easy for you to change the 

content and its appearance without any technical skills.  The editor for your HOME page, your LINKS page, 

your website’s Header on the SITE SETTINGS page, broadcast COMMUNICATIONS messages, and 

NEWSLETTER items is called “TinyMCE” (which is provided by a third party software provider). TinyMCE is a 

WYSIWYG (What You See Is What You Get) editor that allows users a familiar word-processing interface to 

use when editing content (similar to Microsoft Word or WordPad). 

 

Click the Edit Content button and the editor will appear.  
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The 3-row toolbar below provides many standard-editing commands.  

 

When you place your cursor over an icon (“hover”), a label appears which   

explains each function.  

 

The majority of these icons are similar to a standard word processor: 

 

 

 

Top Row 

•    

These are buttons for making text: bold, italic, underlined, strikethrough, subscript,
 or superscript. 

•   

These buttons for aligning text to the left, right, center, and justified. 

•   

Select pre-defined formats for paragraph body and headings. 

•  

Select the desired font and font size.  Also set text foreground color and background color. 

 

Second Row  

•  

These buttons are used to perform these functions: Cut, Copy, Paste and Paste Plain Text. 

•  

Use this button to Paste from Word and preserve most of the formatting from Microsoft Word. 

•         

Use these buttons to Insert Special Character, Insert Emoticon, Find and Find/Replace. 

•  

Use these buttons to create an Unordered list, an Ordered list, to Outdent (move left), Indent (indent right). 

•  

Insert/Edit Image 
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Use these buttons to Undo and Re-do. 

•   

The Cleanup Messy Code button allows you to clean up HTML code, perhaps from HTML text that you copied 

in from another source. 

•  

This Help button provides simple help about this editor. 

•  

Click the Edit HTML Source button and a popup will display showing the HTML source code and allowing you 

to edit the HTML source code. 

 

Third Row 

•  

Use these buttons to Insert New Table, to access Table Row Properties, and Table Cell Properties. 

•  

Use these buttons to Insert Row Before, Insert Row After, or Delete Row. 

•  

Use these buttons to Insert Column Before, Insert Column After, or Delete Column. 

•  

Use these buttons to Split Merged Table Cells, or Merge Table Cells. 

•   

Use these buttons to Insert Horizontal Ruler (a line), Horizontal Rule (a space) or Remove Formatting. 

•  

Use this button to Toggle Guidelines/Invisible elements. 

•          

Use these buttons to Spell Check, enter Full Screen Mode or see the Preview page. 

•         

Use these buttons to Insert/ edit link (Select the text on your page that you want to be a hyperlink and press 

this button. A popup a pop-up opens to enter details about the link) and Unlink. 

•  

Use this button to Insert/Edit Anchor. An anchor is a bookmark inside an article that allows you to link directly 

to that point in the article. To insert an anchor, move the cursor to the desired location within the article and 

click this button. A window will display. Enter the name of the Anchor and click Insert. A small anchor icon will 
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show in the location of the anchor. You can edit the name of the anchor by clicking on it and pressing this 

button. You can delete the anchor just by selecting it and pressing the Delete key.  

 

Adding Images 
 

There are a few different ways to add images to your website. If you would like to upload images stored on 

your computer, then you must first add them to your website’s Image Library.  

 

Click the Images button at the bottom left of the page while in Edit Mode.  A new window will open for “Site  

Image Upload.”  If you do not see this window, try moving or resizing your browser to see if it is behind the 

current window.   At the bottom of the page,  click the Browse button to find the image on your computer.  

When you have selected the image, enter a name in the “Label” field, and then click Submit. This label will not 

be displayed to your viewers.   

 

The new image will now appear. Click the URL button of the image you would like to paste into the Content 

Editor and copy the Image URL onto your computer’s clipboard (select the URL and then either right-click on it 

and select Copy, or select Copy from your browser’s Edit menu. You can close this browser window if you 

have no more images to add, otherwise keep it open.  Return to your Content Editor page and click where you 

would like to paste your image.  

To insert an image, place your cursor in the desired location and click the Insert/Edit Image  button. A pop-

up will display entitled Insert/edit Image. On the General tab, in the field entitled Image URL paste the URL for 

your image. You can elect to enter an Image description and Title if you like. On the Appearance tab, you 

can set the Alignment for the image- Baseline, Top, Middle, Bottom, Text top, Text bottom, Left and Right, 

choosing Left or Right if you would like to have text beside the image. You can also change the Dimensions of 

your image.  

 

Enter a number in the Vertical space and Horizontal space to add space around your image. Enter a number 

in the Border to add a black line around your image. The Style field will record the changes you’ve made to 

your image’s appearance. Click Update when you are done. Click Cancel if you would like to exit without your 

saving your changes. You will return to the Content Editor. 
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Part 16:  Adding Forms to Your Website 
 

It’s easy to create a form that can be attached to your Samariteam website!  Using forms, you can gather data 

from members or visitors to their site.  The simplest method for accomplishing this is utilizing Google Forms.  

To create Google Forms, you must have a Google account.  If you do not have one, an account is free and 

very simple to set up.  You do not need a Gmail address to set up a Google account, and you may use any 

email address that you already use. 

 

Using Google Documents 

1. Type “Google.com” into your browser’s address bar. Click the More link 

at the top of the page and select Documents from the drop-down list.  This 

will bring you to a sign-in 

page 

2. If you do not have a 

Google account, click the Create an account now link to set 

up a new account. 

3. Once you have finished this account setup, you can return 

to google.com and click the “more” link at the top of the page 

and select Documents.   

 

Creating a Form From Your Docs List 

1. Click Create new > Form. 

2. In the form template that opens, give your form a name and add any 

explanatory description you would like to include.   

3. Add items to your form: You can add different types of questions to 

your forms by clicking Add item at the top of the editing page.   

4. Choose your question type. Here are some of the question types you 

can choose: checkboxes, grid, drop-down lists with options, multiple 

choice, paragraph text, which allow for long answers, and scale, to ask 

your invitees to grade something in a scale from 1-5, for instance. 

5. Compose your question. When you choose a question type, an easy-to-use “create question” page appears. 
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6. Click Done for each question you create.  Moving your mouse pointer over a question will give you the option 

to Copy, Edit or Delete that question.  

7. Click the Save button when you have finished your form. 

Return to your Google documents page.  (You may have to refresh the page to see your new form.) 

 

Publishing Your Spreadsheet 

1. Open your form document from your Google doc page. 

2. Click Share in the upper right corner of the page and select Publish as a web page from the drop-down menu. 

3. Click Start Publishing. 

4. Click Close.  

You are now returned to your spreadsheet (form document).  If you want to be notified by e-mail every time someone 

completes your form, click Tools and then Notification Rules.  In the box that opens, checkmark A user submits a 

form. Also checkmark whether you want notifications once/day, or right away each time a form is submitted. Click Save. 

 

Adding a link to your form on your Samariteam website 

1.  Get the URL of your published form by clicking Form in the menu bar of your open document and then 

selecting Edit form to open the editor again. At the bottom of the window that opens you will see You can 

view the published form here: followed by the URL.  Copy this URL onto the clipboard. 

2. Sign in to your Samariteam site and click the Edit Content button. 

3. Type in the text you want to use as a link to your form, wherever you want it displayed.   

4. Highlight this text by clicking and dragging your mouse over it. 

5. Click the Hyperlink icon in the bottom row of editing icons. 

6. In the window that opens, paste the URL of your published form and select how you want it to open – we 

recommend Open in new window. 

7. Click the Insert button. Click the Save button to save your changes to your home page. 

You can view the collected data from your form at any time by signing in to your Google account, and then opening the 

spreadsheet from your Google Docs page. 
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Part 17: Hierarchy System 
 
Samariteam websites can be organized into a hierarchy so that content can be shared through a chain of 

command. If you have signed up for a Samariteam site that is part of a hierarchy, your site will be automatically 

linked to the appropriate sites above you, and any sites that fall below yours will be assigned as well. 

Samariteam calls the site above yours in the hierarchy a “parent site” and those below yours “child sites.” 

 

Each site can have only one parent site, although that site can also have a parent site and all content that has 

been “shared” in the chain above your site will automatically be displayed on your site. If you have “child sites” 

below your site, items that can be shared will display a “Shared” checkbox and a “Visibility Setting”.   

 

You can designate specific items (Photo Galleries, Document folders, Newsletter items, Calendar Events) as 

“Shared” with Public, Member, or Administrators below your site. If you share items as “Public”, they will 

appear on your children’s public websites. For example, if you have a regional event and post a photo gallery 

for the event for public viewing, you can have this gallery displayed on the sites within your region by marking 

the gallery “Shared” and “Public.” Another example: if you want administrators of sites in your region to see a 

folder of documents but do not want the public or members who are not administrators to see it, you can Share 

the item and restrict visibility to Administrators. 
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Part 18:  Team Leader Capabilities 
 

What can Team Leaders do with their teams? 
 
Team Leaders are members of your site who have special capabilities for their teams.  Note that a Team 
Leader who is also registered in the role of Administrator for your website already has these capabilities, and 
can perform these operations for all teams (not just teams to which they are assigned as a Leader). 
 

• Team Leaders are able to schedule events for their teams on your calendar.   

• Team Leaders are able to view additional information that may have been made available to them by 

members.  One of the available options for members when setting the visibility of their personal 

information (contact phone number and addresses) is Team Leaders, so a leader’s view of Team 

Rosters and Newsletters containing personal information may include private information that is 

intended only for Team Leaders’ eyes.   

• Members of the Team are available as recipients in Communications.  Team Leaders can send e-mail 

and text messages to their team members through the Communications tab 

At this time, Samariteam does not have provision for making Document or Photo Gallery folders specific to 
Teams (this capability will be available in a future release). 
 

In this release, Team Leaders are not able to manage their teams (using the Team Management page).  This 
is planned for a future release. 
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Part 19:  FAQs 
 

Membership/Sign In 

What if a member has forgotten their password? 

They can have a new one sent to them from the Sign In page by entering their email address and answering 

their security question.  If they have never accessed the website before, they will not be required to answer the 

security question (as they will never have set it). 

 

What if a member has forgotten their password AND their security question? 

If they have never signed in to the site before, a new temporary password will be sent to them when they 

request one from the Sign In page.  If they have signed in before, an email will be sent to the administrators of 

their site requesting that their password be changed. 

When a member tries to sign in, they are told that their account is locked.  What happened? 

An account is locked when five or more unsuccessful attempts to sign in have been made.  Enter your email 

address under “Forgot Your Password?” on the sign in page.  If you can answer your security question, your 

account will be unlocked and a new password sent to you via e-mail.  If you do not know the answer to your 

security question, you can request a new password from your site administrator.  This will also unlock your 

account. 

What if a member, who was already invited to the site, later uses the Request Access page? 

The member will receive a message telling them that they already have access to the website, and are 

informed how to request a new password. 

  

 

What can Team Leaders do on the site that other members cannot do? 

Team leaders can use the Communications Page on the site to email all of their team’s members. A member 

who is not a team leader or an administrator can only e-mail team leaders.  

Team leaders can add events on the Calendar and edit them if they have visibility set to their team.  A team 

member who is not a leader of the team can only view (and RSVP to) those events. 
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E-mail Troubleshooting  

What if members complain that they are not receiving e-mails from Samariteam’s servers?  

Samariteam relies on e-mail as the primary means of communicating with your members., Here are a few 

steps you can take to try and identify the source of the problem: 

• See if the Samariteam e-mail has ended up in the member’s “Spam folder”. This can happen if the e-

mail address for Samariteam is not included in the member’s address book. Suggest to the member 

that they add donotreply@samariteam.com to their address book. 

• It is possible that the member’s ISP (Internet Service Provider) or IT department is blocking e-mail from 

Samariteam.  Ask the member to contact their provider or system administrator to see if their e-mail 

blocking has inadvertently stopped your e-mail from being received. 

• Check to make sure that the member’s e-mail address is correctly entered, and that you haven’t made 

a typographical error. Copy and paste the e-mail address into your e-mail client or website, and make 

sure that they receive e-mail from you. 

• Contact Perpetua Technologies LLC at the phone or e-mail address below and we can help you 

troubleshoot further. 
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Content Editing Hints  

 
Trying to paste a picture directly into your site page will cause errors when other people try to view it!  Use the 

instructions in Part 15 of this Guide to upload the image to your site first. 

 

When editing your page, hitting the Enter or Return key will put in a paragraph break.  To avoid this “extra 

space” between lines, hold down the Shift key while you press Enter. 

 

When creating a hyperlink on your site page, be sure to include the http:// or https:// at the beginning of the 

URL to link to. Also be sure to designate, using the drop-down in the Link Editor, whether you want the link 

target to open in the same window (replacing your site page) or a new browser window. 

 

Miscellaneous 

  

I want to add another page to my site.  How can I do that? 

To add a page to your site, you must create one, put the html document in a document folder on your site, and 

link to it from your Home Page. (Any images that you want in the page will also need to be placed in the 

document folder. Right-click on the file name of the image in the folder and “copy shortcut” to get the img src 

for your html document. If you have questions about doing this, please call Samariteam Support for more 

information. 

 

What browsers are approved for use with Samariteam? 

Samariteam's technology is tested and proven for use with the Internet Explorer, FireFox, Google Chrome and 

Safari browsers.  

Why doesn’t my site show up when people search for it? 

Search engines will eventually learn where your site is, but you can try to speed the process up by submitting 

your site’s URL (web address) to them for indexing. 

 
This is the URL to add your site to Google’s index: http://www.google.com/addurl/?continue=/addurl 

 

This is the URL for submitting your site to Yahoo: http://siteexplorer.search.yahoo.com/submit/ 

 

This is the URL for Bing:    http://g.live.com/0HEWL_WEBMASTERSENUS9/91014   
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Although we believe that the Administrator’s Guide is a significant asset to website administrators, we are 

aware that some users may need more support. Please don’t hesitate to contact us for support at any time.  

 

Thanks for your participation!  

 

 

 Phone +1 (800) 577-3760 or +1 (541) 255-2519 E-mail: support@samariteam.com 

 Fax +1 (541) 255-2511 web: www.samariteam.com 


