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BUILDING THE ACTIVITY

The important things to set when creating your activity are found in the WebLink
settings area as shown in the following image.

WeblLink settings as follows:

1. Select Include this Activity with Small Group Finder to enable the activity to be seen
on your church Web site through Fellowship One WebLink's Group Finder module.
2. Select a Contact Item from the drop-down list.

Note: This contact item is used to push Group Finder contacts to the
person who is staffed as the small group leader in the selected
Room/Location. The volunteer will receive an email anytime
someone selects his/her group in Fellowship One Small Groups

Finder module.

Please make this a different contact item than the one you use on

your paper communication card to indicate interest in small groups.
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Note how the one in the image above is named “Small Group

Request From Website”

3. Select Settings for the Check-in system as follows:

Auto Assignments — Fellowship One can automatically create participant assignments
for the activity. This is a huge time saver especially when you have activities with
recurring schedules that have several participants

e None—No participant assignment is created if attendance is posted for these
small groups. Tip: This setting will require for your team to enter each
participant to each small group individually through Participant Assignments or
Small Group Manager.

e First Attendance—A participant assignment is created for the room the
participant attended the first time they attend the activity.

Tip! This setting will allow your team to post attendance for the
small group once, and automatically assign participants to the small
group they first attended. Participant Assignments will have to be
changed to a new group manually. This is the recommended setting

for small groups.

e Most Recent Attendance—The participant assignment based on the room the
participant attended the last time he or she attended the activity.

Tip: This setting will allow your team to post attendance for the small
group once, and automatically assign participants to the small groups
that they most recently attended. Consequently, if someone is
attending more than one small group, or small group hopping, the
participant will not have one small group leader who is calling them

regularly.

4. Select Assignment Attributes for activities that require pre-registration as follows:
a. Participant Assignments are set to the Activity level — participants can
attend the activity any time it is scheduled.
b. Volunteer Assignments are set to the Activity level
5. Click Save and Continue.
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Small Groups Activity Schedule

Since small groups typically meet any day of the week, it’s best to create an activity
schedule that will allow small group leaders to access any date to post attendance to.
Even if your small group leaders meet only on specific nights of the week, you might
consider making a daily schedule. What if a small group that typically meets on Thursday
night decides to go to a baseball game on Saturday in lieu of their normal weekly
meeting? You want the small group leader to post his/her actual attendance date if
possible.

To create a daily schedule

Add New Time Schedule for Small Groups

Activity Time Name: Daity Small Groups

Activity: Small Groups
Start Time: mmiddlyy  w| 630 AM
End Time: mmiddiyy 3 %900 P

4% Recurrence. ..

T

1. Type Daily Small Groups in the Activity Time Name field.
Type in a date two weeks ago as mm/dd/yy and 6:30 am in the Start Time field. We
are going to back this up a few weeks so that our small group leaders will see some
dates in the Small Group Manager. They can only post past date attendance. If we
started with today, our small group leaders would not be able to post attendance
until tomorrow.

3. Type “T” for today and 9:00 PM in the End Time fields. We will change this when we
create the daily recurrence.

4. Click Create New Activity Time. The schedule appears in the Activity Schedules grid.

5. Click Edit beside your schedule and then select the Recurrence button
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6. Select the Daily and Every 1 day(s). Select the No end date option and click OK.

[ Recurrence Pattern

& Daily

O Weekly @ Ewvery day(zs) *
O R O Every weekday

O Yearly

I Range of Recurrence

Start | 111772007 *| (& noend date
(O End after I:I DCCUITENCES *

[ ok J[ canca |

Activity Groupings
Next we will look at the groupings for this activity.

Activity Grouping Name: | |

S
e

Activity Groupings Show Activity: | Small Groups .
S = y Grouping Name Balance Type

[Edif] [Delete] w | Married Life Groups Small Groups No Balance

[Edif] [Delete] 4 w | Singles Life Groups: Small Groups No Balance

[Edif] [Delete] 4w | outh Life Groups Small Groups No Balance

[Edit] [Delete] A Affinity Groups Small Groups No Balance

1. Click Activity Groups in menu options. The Add/Edit Activity Group form appears.
Four Activity Groupings are added to the Activity Grouping Name field. These
Activity groups are created to cluster Small Groups together for management
purposes. Volunteer Assignments for Small Group Coaches can be set at the Activity
Group level, so Coaches can oversee all Small Groups in the cluster.

3. The activity group appears in the Activity Groupings table at the bottom of the page.

Activity Grouping Mame

Married Life Groups
-20's - 30'=
-3z - 40's

38 1[- fellowship

TECHNOLOGIES



May 15, 2009

Small Group Rooms/Locations
Finally, we get to the heart of our activity, the place where people go to gather with

their group. In the following procedure, you will add the groups.

To add the rooms/locations (i.e., the small groups)

1.

Click Rooms & Locations in left hand navigation. The Add/Edit Room, Location, Class
form appears.

Click [Edit] next to any of the Room, Location, Class Names from the Room, Location,
Class grid.

The name of the Small Group should be entered in the Room, Location, Class Name:
field.

Note the group under which the room is in the Group...Sub Group drop-down list.

The Room from the dropdown list should be Offsite.

Optionally, you can add “Additional Information” in the WebLink Settings area by
deselecting Hide in Activity Finder and entering information in the Show this
Additional Information field to be displayed in the Small Group Finder (for example,
“Lots of kids”, “Dinner provided”, “Meets at Starbucks”, etc.).

Optionally, select the following information in the Settings section (again, the
entries you make here override the selections you entered when you originally
configured the activity):

Hidden in Activity Finder—Select this setting to disable the room from the Small
Group Finder in Fellowship One WeblLink. This action hides a small group from the
Small Group Finder so that inactive groups do not display in the search results.

Repeat the steps above. This time, add your own name as a small group in
whichever grouping you prefer (for example, Marie’s Married or John’s Hiking
Group).

SMALL GROUP FINDER

The small group finder tool is used on your church web site to allow people to find a

small group and to

1. Click Room Location Properties from the menu options on the left. The
Room/Location Properties form appears.
2. Select the Small Groups activity from the Activity drop-down list at the top of the
Room Locations Properties table.
| fellowship hi
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3. Each of these names was added as properties in the Property Name field. This is a
property by which people will search for the Small Groups Activity (for example,
city).

Tip! Limit the number of Filter Choices. Give your user a limited
number of options to search by. You can show unlimited information
in the search results. The idea is to always get a least one small group

(preferably more than one) in the search results.

Room/Location Properties

PROPERTIES CHOICES ASSOCIATIONS

Activity: Small Groups
Property Name: *

Weblink Activity Finder: [ include as Fitter Choice || Show in Results

Create New Property

Room/Location Properties

Activity: Small Groups Search
[ Thame

[Edit] [Delete] Age Range

[Edit] [Celete] Childcare Provided
[Edit] [Delete] Life Stage

[Edit] [Celete] Location

[Edit] [Delete] Select A Day

L
W
L
W

4. Weblink Activity Finder Options. Some Properties will have both selections others
will have only one.

e Include as Filter Choice: This causes the Property above to display in the Small
Group Finder on your church website. If left unchecked, this property will not
show up as an option for the small group prospect to search by. (Filter Choices
that may be included: Life Stage, Location. Filter Choices that may be excluded
would be Day of Week, Childcare, Age Range)

e Show in Results: This causes the Property above to display in the results grid at
the end of the prospect search.

<3 10 ﬂ- fellowship

TECHNOLOGIES



May 15, 2009

5. Click the Choices tab. Here you will define the choices available for the
properties you created in steps 3 and 4.

Room/Location Properties

PROPERTIES CHOICES ASSOCIATIONS

Activity | Small Groups

Activity Property  Childcare
Property Choice * | |

[ Create New Property Choice ]

popenty Chies sty roery [chire (]

D
[Edit] [Delets] Mot Provided
[Edit] [Delete] Provided

6. Select the Activity Property from the Activity Property drop-down menu on the
right.

7. Select the activity from the Activity drop-down list (if you have more than one
Small Groups activity within this ministry).

8. This is where Property Choices can be added to this field. (For example, if your
property is City, the choice should be a city name.)

9. Click the Create New Property Choice button when it is time for you to save
this.. The property choice appears in the table at the bottom of the screen.

10. Last, click the Associations tab. Here you will associate the property choices with
the Room/Location most appropriate.

Room/Location Properties

FPROPERTEES CHOICES ASS0CIATIONS

Activity Small Groups - Room, Location, Class  Smith's Married 30+ -

Activity Property  Childcare -

Provided
Not Provided

== Remove

11. Select the Activity from the drop-down list.
12. Select the room/location from the Room, Location, Class drop-down list.
13. Select the Activity Property. The property choices appear.

14. Select the appropriate choice to associate with the room/location and click the
Add>> button.
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HoOwW DO | CREATE ROSTERS FOR EACH SMALL GROUP?

There are tools within the Small Group Manager that leaders can use to maintain their
roster (i.e., add people to it and remove people from it), but it’s nice to have at least
some people on the roster the first time the small group leader signs in to manage
his/her group.

In the following exercise, we add people to a small group.
To add participants to the group roster

1. Click Participants in the menu options on the left side of the Ministry tab.

2. Click Participant Assignments. This displays the Add/Edit Participant
Assignments form.

3. Click the Find Person link. The People Search window opens.

4. Type the name or partial name of the person you want to assign to the activity
and click Search. In this case — Search for John Doe.

5. Click [Select] to the left of the name of the person. If the person already has
activity assignments, these appear in a grid on the bottom.

6. Select the activity “Small Groups” from the Activity drop-down list.

7. Select the one of the small groups.

8. Click Save to add the assignment.

9. Now add John’s wife, Joan Doe to the same small group by repeating steps 4-8.

10. Click Save to add the assighment.
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Adding Participants Automatically
Rather than taking the time to assign each person manually, there is a short cut. You can

use Post Attendance so that assignments will be created automatically.

Note: This only works if you remembered to select “First
Attendance” or “Most Recent Attendance” from the Auto
Assignments drop-down list when you created your small groups
activity. Additionally, assignments are created in an overnight
process so you will not see the results of this exercise until the next

morning.

To automatically create assignments for small groups

1. Get an attendance roster for all of your Small Groups.

Select Post Attendance in the menu options on the left. The Attendance History
grid appears.

3. Select the activity Small Groups from the Activity drop-down list.

4. Select the Daily Small Groups schedule to work with from the Schedule drop-
down list.

5. Click the Search button. A list of rooms/locations appears in the Attendance
History grid.

6. Click Post Attendance beside the room/location you want to work with. The Post
Attendance form appears.

7. Tosearch through all the people in the database, leave the Search All radio
button selected and type at least one character in the search field. Type the first
letter of the last name you are searching for.

8. Click the Search button. A list of people appears.

9. Have fun with this post attendance exercise. Try to find people in the right age
range (Youth/Adult) when assigning them to these groups. The person’s age
appears to the right of their name in (parentheses).

10. Select each person that was in attendance. To select multiple people, hold down
the Ctrl key on the keyboard and click each name, or hold down the Shift key to
select multiple names in a row.

11. Click the Add >> button to add the selected people to the People in Attendance
list. Participants appear with a blue people icon before the name.

12. Your attendance history saves automatically as you input it.

Note: Assignments will be created when the overnight process runs.
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HOW TO SETUP SMALL GROUP LEADERS IN FELLOWSHIP ONE

The small group manager works based on two requirements:

1. The leader must have a web user ID (this is created from the Login screen the

first time a user tries to access any of the WeblLink tools such as Online Giving,
Event Registration, or Volunteer Application).

Note: Encourage all small group leaders to create WebLink accounts
as soon as possible prior to launching Small Groups on your website.
Remember that when an account is created, a new record is inserted
into the database. This record must be merged with the individual’s

permanent record before small groups will work.

2. The leader must have a “Volunteer” staffing assignment to his/her small group.

Assign an individual or couple to be the small group leader to your small group.

To add a volunteer assignment for a group leader

-.*14

1. Click Staffing and Staffing Assignment from the menu options. The Add Staff

Assignments form appears.

Add Staff Assignments

Pre-az=ign volunteers and staff to a room, location or class

— General Settings — Activity Specific
[Find Perzon] Name: Activity Grouping:
Activity: Foom, Location, Class:
Staff Type:

Activity Schedule:

Status: ACIvE Staff Schedule:

Job:

(%]
=
]

Click Find Person. The People Search window appears.

Type a name in the Name field and click Search. A list of possible matches
appears.

Click [Select] next to the person’s name. The Add Staff Assignments form
appears.
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5. Select the Small Groups activity from the Activity drop-down menu.
6. **IMPORTANT*** Select the Staff Type Volunteer from the Staff Type drop-
down list.

This is CRITICAL. Small Group Manager will not work unless the small

group leader has a volunteer staffing assignment.

7. Select Active from the Status drop-down list to activate the assignment. This
enables the person to be able to be checked into the activity from Fellowship
One Check-In™.

8. Select a room/location from the Room, Location, Class drop-down menu.

Note: You will not be able to select a Room, Location, Class if you
have selected an Activity Grouping. Activity Grouping is for your

coaches. It gives them “super” access to the Small Group Manager.

9. Select the Small Group Leader from the Job drop-down list.
10. Click Save.

11. Repeat steps 2-10. This time, look for another person (the spouse of the
previously selected person perhaps).

Adding a coach assignment

Small Group Coaches/Mentors get special assignments for small groups. Since
coaches/mentors need access to all the groups they are mentoring, they will need
activity grouping access vs. room, location access.

Note: As with room/location leaders, this assighnment MUST be a

“volunteer” assignment.

To add a coach assignment

1. Click Find Person. The People Search window appears.

2. Type a name in the Name field and click Search. A list of possible matches
appears.

3. Click [Select] next to the person’s name. The Add Staff Assignments form
appears.

4. Select the Small Groups activity from the Activity drop-down menu.
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5. **IMPORTANT*** Select the Staff Type Volunteer from the Staff Type drop-
down list.

6. Select Active from the Status drop-down list to activate the assignment. This
enables the person to be able to be checked into the activity from Fellowship
One Check-In™.

7. Select Married Home Teams from the Activity Grouping drop-down list and
directly assign a room, location, and class. The Grouping staff assignment is
nearly always used in Fellowship One WeblLink related activities. Activities
available to be managed in the Small Group Manager module have staff
assignments at the Group level to allow a small group "coach" to be able to see
and manage multiple rooms/locations directly from the church web site.

Add Staff Assignments

Pre-as=ign volunteers and staff to a room, location or class

— General Settings — Activity Specifi
[Find Perzon] Name: William “Bill Wheaton Activity Grouping: '
Activity: Room, Location, Class: _
BRI Staff Schedule Base Schedule

Save

Staffing Assignments

8. Select the Small Group Coach job from the Job drop-down list.

9. Click Save.
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How do | Allow my Small Group Leader/Coach to Add People to the

Database?

By default, small group leaders do not have the ability to add people to the database.
They can search through the database in specific ways to add people to their group, but
they cannot add new individuals to the database. You can change this by granting the
leader a special security access right.

Note: You must have People Edit rights to complete the following
procedure. Additionally, the small group leader must have a WebLink
User ID.

To grant leaders the right to add individuals to your database

1. Type the leaders name or partial name in the People Search field in the upper
left corner of Fellowship One. For this lab, use one of the people you gave a
staffing assignment to in the previous exercises.

2. Click Go. A list of possible matches is displayed.

3. Click the name of the person you want to work with. His personal record
appears.

4. Click The Gear icon and select Edit Individual. Note that Edit will not display if
you do not have People Edit rights.
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5. Select the Can add individual in WebLink check box as shown below.

Note: The Can add individual in WebLink check box will not display if
the user has not created a WeblLink User ID.

Status:* Member * Employer: Fellowship Technologies
Occupation: Child Care -
-
Occupation .
Status Date: 10102008 =] Description: | 0 Wship Tech
Status - School: -
Comment: Former
- L Other -
Denomination:
Gender: Female w Fermer Church: South Curch
Marital Status:  Married - Bar Code:
Date of Birth:  4M0M372 ZI Tag Comment:
Title: Member/Eny #:
Goes by: [7] Do Mot Thank
Former Mame: Wannest WebLink ID: teoulson2

Can Add Individual in WebLink

6. Click Save. The next time this person signs into Small Group Manager via your
church web site, they will see a new link in the tool that will allow adding
individuals to the database.
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SMALL GROUP QUESTIONS

You may have a set of questions you would like your small group leaders to answer
when they are posting attendance. These questions can be something like:

e How many visitors did you have?

e What topic did you cover?
e Arethere any prayer requests you would like to pass along to the Small Groups

ministry team?
These questions are created on the WebLink tab in Fellowship One.

To create small group questions

1. Click Group Questions and Manage Questions menu options on the WebLink
tab. The Question List appears.
2. Click New Question. The Create a Question form appears.

Create a Question

Question *

Answer

Choose a type: * i -

3. Type the question in the Question field.
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4. Select the type of answer expected from the small group leaded from the Choose
a type drop-down list.

How many visitors attended?

Answer

Choose a type: * Integer

Answer is: @) Optional @ Reguired
Default value: o
Answer between: and

5. Optionally, select the Required radio button if you want the answer to be
required.
6. Click Save Question.

Adding questions to activities
The next step for questions is to add existing questions to our small groups activity.

To add a question to an activity

1. Click Group Questions and Add to Activity menu options on the WebLink tab.
The Organize Questions form appears.

2. Select the Ministry and Activity from the drop-down lists on the right side of the
screen.

3. Click Add Existing Question. Your list of available questions appears.

Activity: Community Groups

Food Fees

]
[[]1 How many visitors attended?

[[1 New for class on 3/5

[[] Question

[[] This is a sample Small Group Question
[71 What did you discuss?
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4. Select the check box beside each question to add or you can select the check box
in the header bar to add all questions.
5. Click Add Questions.

Rearranging questions
When you have all your questions added, you can organize them in any order. As shown

below, this activity has three questions added.

Organize Questions
Build a list of questions to ask when collecting attendance for an activity in WebLink. Add, remove, and rearder guestions:
Choose Activity
# Test Question Remove Ministry:
Answer type: Text Life Groups -
i Activity:
§ How Many new people were in attendance? Remove P
a type: Text Community Groups -
newer type: Te .
F Add Questions
¥ This is a test Remove (© Add Existing Question
Answer type: Text @ Add MNew Question
Reorder Questions

If we wanted the question How many new people were in attendance to appear at the
top of the list, we can move it by grabbing the little arrow and, while holding the mouse
down, dragging the question to the top of the list.

Choose Activity
§ How Many new people were in attendance? Remove Ministry:
Anzvver type: Text Life Groups -
- Activity:
# Test Question Remove e ]
N type: Text Community Groups  +
nNswer e le -
F Add Questions
# This is a test Remove @) Add Existing Question
Answer type: Text (@ Add New Question
Reorder Questions
Small Group Questions will appear in WebLink in the order
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ADDING THE SMALL GROUP TOOLS TO YOUR WEB SITE

The final steps are to add the Small Group Finder and Manage to your web site. You
should create some text on your small groups web site page describing the process. For
example, “Use the Group Finder to find groups that meet your needs. Select the check
box beside groups you are interested in joining to contact the leaders. Leaders will
respond with additional information within 24 hours of receiving your request.”

Next, you will need to create the buttons or hypertext you want people to click to access
the tools.

Group Finder

https://integration.fellowshipone.com/integration/activityfinder/activityfinder.aspx?cCode=repl
ace with encrypted church code& mCode=replace with encrypted ministry

code&aCode=replace with encrypted activity code (optional)

Group Manager

https://integration.fellowshipone.com/integration/smallgroup/sgmembers.aspx?cCode=replace
with encrypted church code&aCode=replace with encrypted activity code

Log Out

https://integration.fellowshipone.com/integration/logout.aspx?cCode=replace with
encrypted church code
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We will be using the Integration Code lookup tool to find the encrypted codes required

for the two links above.

To find encrypted code

1. First, open Notepad by clicking Start and Run on your PC. When the Run dialog
box appears, type Notepad and click OK. Notepad will open.

Note: You will need the WebLink security access right to complete
the following procedure.

2. Type the web addresses for Group Finder and Manager into your Notepad
document. Type them as they appear above.

3. In Fellowship One, click the WebLink Setup and Integration Code menu options
in the WeblLink tab. The Find Integration Code tool appears.

Find Integration Code

Look up integration c tion strings for use when calling Fellowship One WebLink
modules from your site

Integration Code Lookup

Church Code: |P7fQibvFKISqPIEteA/BbA== |

Integration Code Type: | —Select One—

4. Copy the entire string that appears in Church Code.

5. Go to Notepad and paste the church code any place where the text reads
replace with encrypted church code.

6. Inthe Find Integration Code tool, select Ministry from the Integration Code Type
drop-down list. A new Ministry drop-down will appear.

7. Select Small Groups from the Ministry drop-down. The encrypted code for this
ministry appears.

Integration Code Lookup

Church Code: |P7fQtbvFKISqPeteA/BbA== |

Integration Code Type: | Miniztry

Ministy: | Small Groups

Integration Code: |c|'|'HkYu'h'l.l‘9t1Cp(ﬂ{3Q1DD+l1==

8. Copy the entire encrypted code string and paste it into your Notepad document
within the Group Finder address where the text reads replace with encrypted
ministry code.

fellowship 23 M

TECHNOLOGIES




May 15, 2009

9. Repeat steps 6-8. This time, select Activity from the Integration Code drop-down
list, Small Groups from the Ministry drop-down list, and Small Groups from the
Activity drop-down list.

Integration Code Lookup

Church Code: |P7fQtbvFKISqPleteA/BbA== |

Integration Code Type: | Activity Iil

Ministy: | Small Groups Iil

Activity: | Small Groups [+

Integration Code: |4paCJ’kDerw+.J2&tt.lA+\.-'w==

10. Copy the encrypted code string and paste it into your Notepad document any
place where the text reads replace with encrypted activity code (optional). This
field is only optional if you have more than one small groups activity within this
ministry.

Your web addresses should now look something like this:

Group Finder

https://integration.fellowshipone.com/integration/activityfinder/activityfinder.aspx?cC
ode=P7fQtbvFKI5gPleteA/BbA==& mCode=cl7ZHkYuW9QCjXfK8Q100+Q==&aCode=4pa
C/kDrDfw+J2ett)A+Vw==

Group Manager

https://integration.fellowshipone.com/integration/smallgroup/sgmembers.aspx?cCode
=P7fQtbvFKI5qPleteA/BbA==&aCode=4paC/kDrDfw+J2ettJA+Vw==

Log Out

https://integration.fellowshipone.com/integration/logout.aspx?cCode=P7fQtbvFKI5qPI
eteA/BbA==

Copy and paste each of these links and try them out in an Internet browser.
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Creating your church Group WebLink Buttons

Once you have replaced the links with your integration codes, you are ready to begin
creating buttons for your website.

To create simple hyperlinks in a simple HTML page

1. Open your notepad document with the links for Small Group Manager and Small
Group Finder.
2. Type the following code at the top of the document:

<html>

<body>

<a href="

3. Press the delete button until your Small Group Finder link is beside the double-
guotes as shown below.

<a
href="https://integration.fellowshipone.com/integration/activityfinder/activity
finder.aspx?cCode=P7FQtbvFKI5gPleteA/BbA==&mCode=cl 7HKYuW9QC j XFK8Q10o+Q==&aCode
=4paC/kDrDfw+J2ettIA+Vw==

4. Add the closing set of double quotes and target=_blank and then close the tag.
You should have a page that looks like this:

<html>
<body>

<a href="
https://integration.fellowshipone.com/integration/activityfinder/act
ivityfinder.aspx?cCode=P7fQtbvFKI5gPleteA/BbA==&mCode=cl7HkYuW9QCjXF
K8Q100+Q==&aCode=4paC/kDrDfw+J2ettJA+Vw==" target=_blank>

5. Type Small Group Finder directly after the closing tag symbol and then create
the closing hyperlink tab </a>.

<html>
<body>

<a href="
https://integration.fellowshipone.com/integration/activityfinder/activi
tyfinder.aspx?cCode=P7TQtbvFKI5qPleteA/BbA==&mCode=cl7HKYuW9QC j XfK8Q100
+Q==&aCode=4paC/kDrDfw+J2ettJA+Vw==" target=_blank>Small Group
Finder</a>
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6. Next, we’'ll do the same thing for Group Manager. Repeat the steps listed above,
this time use the link for Group Manager as the hyperlink. Add a Paragraph tag
to separate the two links

<html>
<body>

<a href="
https://integration.fellowshipone.com/integration/activityfinder/act
ivityfinder.aspx?cCode=P7fQtbvFKI5gPleteA/BbA==&mCode=cl7HkYuW9QCjXf
K8Q100+Q==&aCode=4paC/kDrDfw+J2ettJA+Vw=="" target=_blank>Small Group
Finder</a>

<p><a
href="https://integration.fellowshipone.com/integration/smallgroup/s
gmembers.aspx?cCode=P7fQtbvFKI5gPleteA/BbA==&aCode=4paC/kDrDfw+J2ett
JA+Vw=="" target=_blank>Small Group Manager</a></p>

7. Complete the document by adding the closing body </body> and closing html
tags </html>. You should now have a document that looks like this:

<htmi>
<body>

<a
href="https://integration.fellowshipone.com/integration/activityfinder/
activityfinder.aspx?cCode=P7TQtbvFKI5qPleteA/BbA==&mCode=cl7HkYuWw9QCjXf
K8Q100+Q==&aCode=4paC/kDrDfw+J2ettJA+Vw=="" target=_blank>Small Group
Finder</a>

<p><a
href="https://integration.fellowshipone.com/integration/smallgroup/sgme
mbers.aspx?cCode=P7fQtbvFKI5gP leteA/BbA==&aCode=4paC/kDrDfw+J2ettJA+Vw=
=" target=_blank>Small Group Manager</a></p>

</body>

</html>

8. Select the Save as option from the File menu.

9. Type a file name for the document surrounded by double-quotes as shown
below. Make sure the file has an HTML extension and you remember where you
save it.
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May 15, 2009

-

E Save As [==]
OO |- Desktop » - | +5 | | Search L |
By Organize =~ == Views
Eavorite Links Narme Size Type Date modified s
0 Documentation Backlog -
E ocuments Shorteut
% Recently Changed Shortcut
B‘ Music
temp
E| Pictures ) | File Folder
J Public
E Searches Mv3HandinHand
File Folder
More
MO085Atlas
Folders ~ File Folder -

File name:  "myweblink.html"

Save as type: [Tu‘l Documents [*.td)

= Hide Folders Encoding: [}\NSI vl l Save ] l Cancel

Let’s test our file now.

Open the HTML file using a web browser such as Internet Explorer. You should two links

as shown below.

> | & C\Users\tcoulson,FT01\Desktop\myweblink.html

Links @  Customize Links U8C Cybersource Business Center - Login - | E

i [gC:"I.Users"l.tcouIsan.F[ﬂl\DEHup\.mwehlink.html l

Small Group Finder

Small Group Manager
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