How to Manage Sub-Accounts on Your
CSHEMA Institutional Account

1  Navigate to CSHEMA Connect
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2  Click on Your Profile in the Top Right Corner
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https://scribehow.com
https://members.cshema.org/members/dashboard.aspx

3  Click "Account + Settings"
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4  Click "Information & Settings"
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Your Personalized URL (create a personalized url)
Username gmartinez (change)
Password (change)

&  E-Mail Address~ g.martinez@cshema.org



5  Click "Sub-accounts"
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@f Information & Settings > Customize your member profile options using the form below Checking the box next to a specific preferenc:

turns the preference "on
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On/Off Category Description
B Content & Features O Community Email me when a community event is added
7= Professional Development O Connections Allow other members to view my connections
O Connections Email me when | receive a connection invite
O Connections Email me when one of my connections updates their profile *
] Connections Email me when one of my connections uploads a new photo *
] Groups Email me when an event is added to a group of which | am a member
O Groups Email me when someone in one of my groups updates their profile =

6 Find Your Direct Link and Manage Sub-accounts

N
CS\I'.I_EJMA Welcome, CSHEMA @ ~ ;4 Q  sear

My Feed ~ ©f Member Resources + ™ My Leaming € Training & Evenls o Netw SHEMA Café ~ - s of Practice o CSHEMA Store

Content & Features Activate all available seats

You can create Sub-accounts by completing the registration process or attaching an existing member to

= Professional Development your account. Please be aware that the process will automatically sign you out

Create Sub-accounts

Your Sub-accounts Direct Link  (get a new public key)

https://members.cshema org/generaliregister_start. asp?regkey=9E239D73-4EEF-4873-9D83-287B5F842E3A

Your Sub-accounts direct link may be provided to potential Sub-accounts by using the link above. Using the
form below will include a sign-up link which expires in 30 days.

To expire the direct link, click get a new public key link above

Invite New Members

You may enter the email address of up to 50 recipient(s), either comma or semi-colon separated or one
address per line.

Invite New Members

‘You may enter the email address of up to 50 recipient(s), either comma or semi-colon separated or one
address per line



7  Alternatively, Send an Email to New Members

You can create Sub-accounts by completing the registration process or attaching an existing member to

= Professional Development your account. Please be aware that the process will automatically sign you out

Create Sub-accounts

Your Sub-accounts Direct Link  (get a aew public key)

[ https://members.cshema.org/general/register_start.asp?regkey=9£2390D73-4EEF-4873-9D83-287B5F842E3A ]

Your Sub-accounts direct link may be provided to potential Sub-accounts by using the link above. Using the
form below will include a sign-up link which expires in 30 days

To expire the direct link, click get a new public key link above.

Invite New Members

You may enter the email address of up to 50 recipieni(s), either comma or semi-colon separated or one
address perfine
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