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Note

This manual is intended to be a living document. This version reflects
the status of the Daedalian Salesforce Database as of 26 Oct 2021,
Improvements will continue to be made to the database, and the
manual will be updated as changes are implemented. Changes from
Rev 12 are highlighted, and a Change Log is provided at the end of
this document.

For guestions or comments on this manual or the use of Salesforce,
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HOME (OPENING PAGE)
Log into Salesforce Home page by going to_https://daedalians.force.com
and entering your Flight’s user name and password.

Flight Members

This page opens to the My Affiliations (pinned list,) which lists all members, current or former,
who are affiliated to your flight. There is a scroll down triangle to the right of “My Affiliations
which provides different List Views, as shown in the figure. You can make any of the List Views
the “pinned” (default View) by clicking on the “pin” button

Deliverables -~ Resources

DAEDALINNS

WE FLEW WE FLY

Flight Mmembers Flight Daghboard Mews & Updates Er

E Affiliations
My Affiliations -

50+ it
Flight| LIST VIEWS

Dues

Former Members

e M =T = it L2 T ]
My Flight Members >

My friend of flight

8]

s

Officers
5

Recently Viewed

Sorting within the List Views

Note that you can sort the data in any view by column. If you place your cursor just to the right
of any column title (e.g. Title), you will get a sort arrow, and can sort all the data by that Title,
ascending or descending

B Affiliations
My Affiliations = ¥

Search this

50+ iterns « Sorted by Last Narme » Filtered by My affiliations - Flight Membership, Status, Type » Updated a minute ago
Affiliation Name | Rank “ | First Name v | Last Name T ‘ v
1 AF-0028280 Mr. Robert Anderson \w A
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The following describes the functions that can be performed using each List View

My Affiliations

Adding a Member to the Flight

To add a member to a flight, the person must first be a member of the National Order and in the
National Daedalian Database. Enter the person’s name in the top search box, then hit enter.” If
they are in the National database, you will then be able to click on the appropriate name from the
list that appears

Flight Deliverables Resources Reports

Search Results Files
1 Result
All
TITLE SIZE FILE EXTENSION
Files
. 2018_08 TT4KB pdf
PLF
Contacts
Collapse List Contacts
5+ Results » Sorteglby Relevance w
MNAME TITLE FULL NAME SERVICE PHOME EMAIL

Jerry G. Bryant Lt Col Jerry G. Bryant, USAF (Ret) 520-829-7071  jgbddb

You will then get a page with Contact Details, Participant Information, HQ Info, Contact
Information, and Address information. See next page
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Q, Bryant

Home Flight Deliverables Resources Reports

Contact + Fol )
Lt Col Jerry G. Bryant, USAF (Ret) Follow et
Mame Member Number Active Member Order Dues Type
Jerry G. Bryant 7801 o LM

w Contact Details

Narme Frivateld

Jarry G. Bryant

Goes By Name Gender
Male

Account Mame Birthdate

Bryant Household 1/1/1953

Primary Affiliationi Deceasadi

Title Date of Death
Email Do Mot Contacti®
jgbddb@cox.net

Spouse

Description

Death Notification

w Participant Information

Callsign Service Branch
USAF

Duty Status Rank

Retired 0-5

Flight Status Rank Title

Active Lt Col
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Q, Bryant

Flight v Deliverables Resources Reports

Do Mot Call Email Opt Out

? Address Information

B Organization Affiliations (1) 0

Affiliation: Affiliation Name Account Name Role Status
AF-008094 Flto Currant hd
iew ALl
Activity History (6+)
Subject Ralated To Task Due Date
Email: November 2020 Zoo... " 10/26/2020 -
Email Sent: Reminder for 2... o 10/12/2020 -
Ernail Sent: Reminder for 2... v 10/12/2020 -
Formation Invite Sent Oct ZOOM Meeting - Founde... |+ 10/7/2020 -
Email Sent: October 2020 ... o 10/7/2020 -
Ernail Sent: Oct and Decem... ~ 9/28/2020 -
View All
Open Activities (0) ew Task
MNotes (0)
Files (D) Add Files

Scroll down to the bottom of the page to “Organization Affiliations”. Click on “NEW”.
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On the new page, under “Organization”, click search accounts and select your Flight #. Then
under “Type” select “Flight Membership” and then click on “SAVE.” Member is now in the
Flight and should appear in the member list.

MNew Affiliation

* Organization * Contact

E Malcolm A. LeCompte

Title Status

-=-Mone-- v Current

wiew all dependencies
Type Status Reason

-=-Mone-- - --None--

wiew all dependencies B
:
i i Start Dat
Friend of Flight ar — |
|
Flight Dues Pravious Flight Membership Date
o
Previous Flight Membership Level Total Flight Membership Amount
Previous Flight Membership Origin Number of Flight Memberships

Previous Flight Membership Amount

Description

Cancel Save & NMew @

Removing a member/Last Flight

To remove a member from your list, go to the home page to find the name listed under the first
tab of flight members. This will say my affiliations at the top. When you find the name, look for
the arrow drop down to the right of the name. It will show the word EDIT. Click on in, and it
will open to “Edit”. Click on edit
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Home Flight ~ Deliverables v Resources Reports

DAEDALIANS

WE FLEW WE FLY

Flight Members Flight Dashboard News & Updates Email Flight I

affiliations
My Affiliations =

50+ items = Sorted by Last Name « Filtered by my affiliations -

New
*

- -
Flight Membership = Updated 3 minutes ago - ¢ s ¢v
Affiliation Name s Rank ~  First Name v Last Name 1 w  Title “

30 AF-002845 Lt Col Charles Deberry - -

eql AF-002859 Lt Col Ronald DeCamp -

a3z AF-007542 Brig Gen Evan Dertien -

—

33 AF-002807 Col James Adjutant

34 AF-002886 Lt Col WILLIAM DRIVER

2R AF-NN?ARRT 1t Cnl Rosrr Nrummeand -

When the “Affiliation Information” box appears, change the status from “Current” to “Former”.

~ Affiliation Information

Organization Contact
Flt 9 James L. DeStout
Title Founder
Adjutant - LAHM, FRANK P
Type Status o
Flight Membership o Former v
--Mone--
Currant

» Hight Info
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When you change the status from current to former, the Status Reason box will turn white, and
you can select a reason from the drop-down menu

w Affiliation Information

Organization Contact
Flta James L. DeStout
Title Founder
Adjutant - LAHM, FRANK P
Type Status o
Flight Membership v Former v
View all dependencies
Status Reason
v --None-- ¥
v --Nane--
> Flight Info Dropped
» Daedalians Info Resigned
Deceased
Cancel
Transferred

When you change the reason to deceased, HQ gets an immediate notification. However, we
recommend that you scroll down and open (if needed) the “Daedalians Info” section and in the
description box, put the following information if you have it:

e Date of Death
e Next of Kin/Contact with phone number (if different than the member)
e Link to Obituary

The following is an example:

10
DRAFT, Rev 11



DRAFT

e

]
Flight Membership b Former b |
L)
"]
v Flight Info
End Date Start Date
| @) | @
Flight Dues National Dues
2021
| 2021 |
Frevious Flight Membership Level Previous Flight Membership Date
| || & |
Previous Flight Membership Origin Total Flight Membership Amount
Previous Flight Membership Amount Number of Flight Memberships
Active Flight Membership)
~ Daedalians Info
Active National Membershipl) Membership End Date)
o ©/3/2021
Active Friend of Flight
B/ \ o)
Date of Death: 20 Jan 21
Next of kin/Contact: Nancy Smith 937-111-1111

Link to Obituary: https:/abcde/fghij

C,HM / Last Modified By
Jude Morin, 3/7/2019 1:

Flight 8, 11/18/2020 4:48 PM

| Cancel |

When finished, Click Save at bottom of the box.

DETAILS RELATED

~ Affiliation Information

Organization

Contact
Flt o James L. DeStout
Tikle Founder
Adjutant - LAHM, FRANK P
Type

Status
Flight Membership

Former

View all dependencies
Status Reason

--Mone--

iewr all depradannion

Dropped
> Flight Info

> Daedalians Info

cancel

The member will now only show in the My Affiliations “Former Members” View List
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Viewing or modifying a member’s information

There are two ways to view or modify a member’s information. The first is from the Home Page
My Affiliations list. Just click on the member’s Affiliation Name and a new box will open with
basic categories of Affiliation Information, Flight Info, and Daedalian info, some of which can
be edited. Note that each of these categories is collapsible or expandable with a symbol left of
the category name. When the symbol points down, all of the information is visible, and when it is
pointing to the right, the information is hidden.

Flight ~ Deliverables v Resour:es «eports

Affiliation

AF-002780 4 Follow MNew Contact MNew Case Mew Lead v
Organization Contg Active National Membership
Flt 2 fichard A. Bargfzotto v

Type
Flight mg#hbership

> Flight Info

~ Daedalians Info

Active National Membership@

W

Active Friend of Flight

Description

Craated By

n, 3/7/2019 1:31 PM

DRAFT, Rev 11

Contact

Richard A. Barazzotto

Founder
BARONE, TONY
Status

Current

Status Reason

Membership End Datel
1/13/1982

Last Modified By

0.

, 5/15/2020 5:39 PM
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Q, Bryant

Home Flight Deliverables Resources Reports

Contact

Lt Col Jerry G. Bryant, USAF (Ret) T Fallow || Edit
Mame Member Mumber Active Member Order Dues Type
Jerry G. Bryant 7801 o LM

w Contact Details

Narme Frivateld
Jarry G. Bryant

Goes By Name Gender
Male
Account Name Birthdate
Bryant Household 1/1/1953
Primary Affiliationi Deceasadi
Title Date of Death
Email Do Mot Contacti®

jgbddb@cox.net

Spouse

Description

Death Notification

w Participant Information

Callsign Service Branch
USAF

Duty Status Rank

Retired 0-5

Flight Status Rank Title

Active Lt Col

If you then click on the contact name, you will see more detailed info (including address, phone
number, email, etc.), much of which can be edited. Again, note that each of the categories is
collapsible or expandable with a symbol left of the category name. When the symbol points
down, all of the information is visible, and when it is pointing to the right, the information is
hidden.

13
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Adding a Friend of Flight (FoF)

At the present time, the individual flights cannot add Friends of Flight to the Salesforce database
(possible change in future). This must be done at the National level, where they will assign an
Affiliation number. To add a FoF, email the person’s name, address, phone number and email
address to membership@daedalians.org. Once National has assigned an affiliation number, you
should use the same procedure as “Adding a member to the flight” above, except that under
“Type” select “Friend of Flight” and then click on “SAVE.”

The FoF should now appear in the “My Friends of Flight” Affiliations List View on the home
page.

Flight Dues

Select the “Dues” List View to the right of “My Affiliations” on the home page. Here you can
update flight dues payments.

Home Flight » Deliverables v Resources Reports

N\ DAEDALIANS

WE FLEW WE FLY

Fliggt Members Flight Dashboard News & Updates Email Flight

Affiliations
Dues v #

50+ ity

LIST VIEWS

Flight

v Dues v Fligh... v Natio... w

Former Members B -
1 Life -
My Affiliations (Pinned list)
2 2020 -
Officers
3 2029 2020 -
Recently Viewed
4 S — S — T 2018 Life -
AF-002902 Balserak, Robert robert.balserak@lmco.com 2018 2020 v
& AF-002780 Barazzotto, Richard zot250@ameritech.net 2020 Life -
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Under Flight Dues, select “Edit” to the right of the Flight Dues date. A box will appear around
the date, and you can edit it. Save at the bottom of the page. Dues dates must be updated
individually. If they are life members of your flight enter the word “Life” instead of a year.

Deliverables w Resources Reports

150+ itemns * Sorted by Contact Name + Filtered by my affiliations -
Flight Membership, Active Friend of Flight » Updated a few seconds

ago
Affiliation N... »~ Contact Name T ~  Email ~ Fligh... ~ Natio...

a AF-002786 Bateman, Robert 2020 Life - -
a AF-006319 Batteas, Frank 200 2020 -
10 AF-002912 Bauer, Paul Life -
" AF-002858 Bennett, James Life -
12 AF-007639 Bibb, Kenneth 2020 2020 v
13 AF-002804 Blackman, James 2020 2020 v
14 AF-002863 Bogemann, Larry 2020 Life v
15 AF-002850 BOGUMILL, MICHAEL 2020 Life v
16 AF-002820 Bray, Richard 2018 2017 v
17 AF-002854 Breed, John 2020 201 v
18 AF-002851 Brooks, Stephen 2020 2020 b4
19 AF-002907 Brubaker, Richard Life Ad
20 AF-002852 Buck, John Life -
ra| AF-0028T71 BURKHART, ROBERT 2018 Life -
22 AF-0028M1 Butler, Jim 2017 201 A4
23 AF-002898 Chipman, Richard 2016 Life -
24 AF-002817 Conant, Edward 2019 201 A4
25 AF-002830 Cooper, Paul 2020 2020 A4
26 AF-002810 Cox, Timothy 2020 2018 Ad
27 AF-002777 Crouch, Dennis 2020 Life -
28 AF-0028862 Davis, Leray L4
2
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If you should have Friends of Flight who are paying Flight dues, the procedure is somewhat
different. For FOF, do not sort by “Dues”. Instead click the FoF’s Affiliation Number in the “My
Friends of Flight” List View and update the Flight Dues under the Flight Info section.

Home Flight » Deliverables Resources Repo ts

Affiliation

AF-002816
Organization Contact Active National Membershig
Fies Lynn Baird
DETAILS RELATED

w Affiliation Information

Organization ontact
Flrs fynn Baird
Title Founder
Flight Membership Status
Current

Status Reason

~ Flight Info

End Date Start Date

Flight Dues O Mational Dues

Previous Flight Membership Level Previous Flight Membership Date
Previous Flight Membership Origin Total Flight Membership Amount
Previous Flight Membership Amount Mumber of Flight Memberships

Active Flight Membership

~ Daedalians Info

Active National Membership Membership End Date

16
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Former Members

This is a List View of former members.

Friends of Flight
This List View is for Friends of the Flight who have been submitted to National and had an
Affiliation number assigned

Designating/Sorting Officers

To change the Officer status on a current Officer, select the “Officers” List View to the right of
“My Affiliations” on the home page. Here, click on the “edit” pencil, and then click on the name
of the office. This will bring up a drop-down menu where you can change the Officer status to
another Officer position or select “None”.

Home Flight ~ Deliverables w Resources Reports

DAEDALIANS

WE FLEW WE FLY

Flight Members Flight Dashboard News & Updates Email Flight

Affiliations

Officers v #
8 items » Sorted by Affiliation Name + Filtered by my affiliations -
Flight Membership, Title » Updated 5 minutes ago

Affiliation Na... T~ Rank ~ First Name * Last Name w  Title ~
1 AF-002775 Lt Cal J MELVIN GILLESPIE Provost Marshall -
2 AF-002782 Lt Col Roger Redwood Scholarship Chairman -

3 AF-002784 Col Jarmes Verstreate
4 AF-002807 Col James Destout ~
5 AF-002814 Lt Cal Kenneth Normand Adjutant
& AF-002825 Lt Col Kathryn Staiger Awards Chairman

Chaplai
7 AF-002839 Maj Timathy Kunzwfiler napen

Flight Captain
a AF-002874 Lt Cal John “Jazz" Jannazg

Historian

v Membership Chairman v
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To designate a new or replacement Officer, you must go back to the “My Affiliations” List
View. Click on the Affiliation Name next to your new Officer’s name. On the resultant screen,
click on the “edit pencil” next to “Title”. Select from the drop-down menu the appropriate title
and then click

Save at the bottom of the page.

Flignt ~ Deliverables Resuurces Reports

Affiliation

AF-002780
Organization Contat Aetive National Membership
Flt o Richard\A. Barazzotto
DETAILS RELATED

~ Affiliation Information

Organization Cantact
Fita Richard A. Barazzotto
Title Founder
- NOnE-- - BAROME, TONY
Status
-
v --None--
Current v
Adjutant §
iew all dependencies
Awards Chairman Status Reason
Chaplain -=-Mone-- v

Wew all dependencies

Flight Captain

b Historian
Membership Chairman v Jart Date

5 @
Flight Dues Matipnal Dues
2020 Life|
Previous Flight Membership Level Prquious Flight Membership Date

a
Previous Flight Membership Origin TUL't Flight Membership Amount
N

18
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Flight Dashboard

More for National Use. However, you can find on the bottom left of the page a report on Flight
members who are delinquent on National Dues - View Report (Dash: Lapsed Members)

News and Updates
More for use between individual flights. TBD

Flight Emails

Creating, Addressing and Sending a Flight Email

This section is to be used when you want only to send out information. This is NOT the
invitation system for formations. Most flights will use this to send out any general info
(newsletters, announcements, etc.)

Log into your flight on salesforce and go to the home page. Select the Flight Emails tab to see a
list of your Flight Emails.

Flight ~ Deliverables Resources Reports

=

Flight Members Flight Dashboard News & Updates

Affiliations

My Affiliations v ¥

Flight Emails
4 iterns « Sorted by Affiliation Name « Filtered by my affiliations -

Flight Membership, Status, Type + Updated 3 minutes ago fol

Affiliation Name 4 ~ | Rank ~ | First Name “ | Last Name W

To create a new email, select “New Email”

Flight ~ Deliverables Resources

=

Flight Members Flight Dashboard News & Updates Flight Emails

Sent Emails
All v #
40 items - Sorted by Created Date - Filtered by all sent emails »
Updated a few seconds ago w- By ¢ £ €Y

Sent Email Name | Created Date + “ | Created By %
1 JLD Sandbox email test 092120 - 9/21/2020 9/21/2020 312 FM Flight 100 v
2 Draft Email - 9/1/2020 9/21/2020 3:06 PM Flight 100 -

19
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NOTE: You can also start a new email from anywhere on Salesforce by simply selecting
“New Email” from the green banner drop-down list

Flight ~~ Deliverables Resov

My Flight

My Flight Mem

ht Dashboard
Distribution Lis
v ¥

Leads

v Name « Filtered by M f, Status, Type « Updated

Groups

Jame + ~ | First Name

New Email Matthew

Flight

t/Draft Emails

You will then get the following screen. Select the recipients you want by clicking the “Add
Recipients button.

Home Flight Deliverables ~ Resources

Email ail History
*d more recipients, click on "Add Recipients”)

‘ Add Recipients ’

ddress cannot be changed. This is to help prevent the email as being marked as spam.)
mnielsen@candoris.com

Reply To
* Subject

* Message

;o B | U &  Heleticar A~ = = = e kK <« ?

20
DRAFT, Rev 11



DRAFT

Here you will select the recipients of the new email. You can select all or specific Flight
Members, all or specific Friends of Flight, and any special Distribution List you would like to get
the email. (Note: this example has only one flight member in the field, but yours should have all
of your current flight members). In this example, we’ve selected only the Distribution List “Jim
D” (The creation of Distribution Lists is covered on page 23 of this manual) /

Add Email Recipients

Clicking save will overwrite any existing recipients already added to thi

» Current Members

()
O

Last Name First Name Email

Ord Ben R

v Friends of Flight

@AII Last Name First Nama Fmail
0 Moyer Greg
O Nielsen

O Ord bord@candoris.com

» Distribution Lists

C1an Pistribution List Name

L@ /.lim n

Il Example Distribution List

Clicking save will overwrite any existing recipients already added to this email.

When finished selecting addressees click “Save” at the top or bottom of the page.*

*Note that clicking on save overwrites any previous addressees. That allows you to “resend” the
email to additional people without it automatically going to all of the original addressees. If you
want the “resend” to go to them, just select them again before saving.

21
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This will take you back to the email, and the addressees you selected will be filled in.

Email Email History

* Subject

* Message

s B U &  Heleticav A v = = =+ @ W << ?
Fill out the “Reply To” box (optional) with whomever you woul Fill in
the Subject and compose the message. Note that you can change , _ e, etc.

If you have difficulty with changing text style, see the following paragraph on the'help icon.
(Help Menu)

Among the icons at the top of the message box there is a help icon.

* Message

f' B u = Helvetica = A - == = e | [a {.I"}@

Hitting the icon brings up a menu of keystrokes for possible use in formatting. Particularly useful
are “Undo (CTRL+Z), “Redo” (CTRL+Y), and to clear the text style, CTRL+Backslash.

NOTE: You must have text in the message block to avoid an error when sending.
Links and email addresses are considered text. A picture is not considered text.

22
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You can also insert pictures, and you can also copy and paste pictures into the message.

NOTE: Pictures that are too large may cause a problem in either sending the email
or receiving them, particularly in Outlook. If your pictures is very large, you may
want to resize it in a photo editing program

Below the message you can add any desired attachments (just hit new and upload your
attachment (s).

Email Attachments (0) | New

View AlLl

When you have completed your message, we suggest you hit the “Save Draft” button. This will
put a copy of the unsent email in with your draft emails, in the event you have to leave for other
info or just want to wait until later to send the email. When ready, hit “Send Email”.

MNew

WView All

>
Send Email | Save Draft ’
™

You’ll get the following box, If you’re ready, hit Send.

Ready to Send?

You are about to send this email out. Click cancel if you would like to make changes

before sending.

23
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Wait for the following message that indicates your email has been successfully sent

Email Sent

Your email has been sent.

| I

Inserting Links. When you want to insert a URL link or an email link, do the following:

1. Write whatever text you want to show in your message
Highlight the text
3. Click the hyperlink symbol co

N

4. Inthe URL box, enter the URL for a weblink or ‘mailto:” immediately followed by the email

address for an email link
5. Click ‘Insert Link’

Insert Link Insert Link

Text to display Text to display

Flight 9 Website Flight Adjutant email

To what URL should this link go? To what URL should this link go?

hitps-//flight-9 weebly. com/ mailto-flii9adjutant@gmail_com

Open in new window

Open in new window 1 uUse default protocol
O Use default protocol Insert Link Insert Link

Resending of Emails

If you want to resend an email (perhaps to new addressees or to add info), simply go to your Sent
Emails page and select the email. Select “Add Recipients” select all desired recipients (including
the original recipients if you want them to get it. That’s because when you “Add Recipients”, it
overwrites the old addressees). Select “Add” , Save the Draft Email and Send.

NOTE

If you would like to resend an email, but want to delete an addressee (e.g., you discover a
duplicate email address in your “Current Member” list), go to “Add Recipients”, select “All” for
“Current Members”, and then uncheck the box for any address you do not want to receive the
email. If you also want to resend to any Friends of Flight or Distribution List, check them and
select “Add”. Save the Draft email and Send.

24
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FLIGHT

My Flight
Selecting My Flight takes you to a table with your Flt # in it.

Flight w Deliverables v Resources Reports

Accounts
2 MyFlights v #
1item » Sorted by Account Name » Filtered by my accounts - Account Record Type » Updated a few seconds ago

Account Name T ~  Billing State/Province ~ Phone v Type v Account Owner Alias w

1 @ fa

Clicking the FIt # takes you to a page with Flight Details. There’s really nothing much for us to
do on the Details tab. But the next paragraph describes how you can store documentation for the
flight.

Home Flight Deliverables - Resources

ACCount
Flt9
Ty e Phona Website Account Owne ndustry Billing Addrase
O rFlight 2 8
DETAILS RELATED
Account Mame Phone
Flt &
Account Record Type Fax
Flight
Typa Wabsite
Prim ontac
~ Address
Billing Addrass Shipping Address

~ Description

De=ecription

~ Systemn Information

Created By Lazt Modified By
O Jude Maorin, 11/28/2018 319 PM e Jude Morin, 3/15/2018 5:53 PM

Account Owmser Parent Account

OFlighLQ
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Uploading and Storing Documentation

Follow the instructions in the preceding section to get to the Flight Details page. Select the
Related tab. Scroll down to the Files block, and there you can add files (newsletter, By-laws,
etc.)

Home Deliverables Resources

DETAILS RELATED Pos
B Affiliated Contacts (6+) New
N
Affiliation: Affiliation... Contact Link Role Status
AF-002775 J MELVIN GILLESPIE Flight Member Current L4
Clair Potter Flight Member Former -
Dennis Crouch Flight Member Current -
JAY McALPINE Flight Member Current -
Hugh Arey Flight Member Former L 4
0 Richard Barazzotto Flight Member Current -
View AlL
Open Activities (0) Mew Task
Activity History (0)
MNotes (0)
Files (3) Add Files
- 2020_02 2020_01 = - 2020_03
mams Mar 25, 2020 + B35KB « pdf mgm Mar 25, 2020 « 928KB + pdf Mar 25, 2020 « 1.4MB » pdf
View ALl
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My Flight Members
Select My Flight Members. This provides a full roster of the current Flight members and

contains all of the information on each (Name, title, address, phone, email, dues status, etc.).
+0

Ho.ne Flight ~ Deliverables Resources

My Flight

o

My Flight Members Q Export

v Title |*  Contact: Mailing Street |~ Conln:l.Méh

llar

Distrik ull Name Service ¥| Contact: First Na... |¥| Contact: Last Name... ¥| Contact: Middle Name |¥| Contact: Goes By Name
18 | AF eads ISN Jim Butler
19 | Al Chipman, USAF (Ret) Richard Chipman 1
] onant, USAF (Ret) Edward Conant
Sent Emails N
R. Cooper, USAFR (Ret) Paul ooper R
len Cox, USAFR (Ret) Timathy ox Allen 1
Formations
rouch, USAF (Ret) Dennis Crouch E DENNY - ek

Home Flight ~ ables ~ Reports

Report: Accounts with Affilations and Contact Q y G
My Flight Members
P
Total Records  Tatal Active National Membership  Total Active Friend of Flight
136 114 5
Affiliation: Affi.. ¥ Contact: Title Full Name Service *| | Contact: First Na.. ¥ | Contact: Last Name.. || Contact: Middle Name ¥ | | Contact: Goes ByName ¥ Title ¥ Contact: Malling Street ¥ || Contact: Ma
1 AF-002850 Mr Robert E. Anderson, CIV Robert Andersan E
2 | AF00TSTE Wir Stanley H. Amolt, CIV Stanley Amolt H Stan is
AF-002816 Lynn Baird, CIV Lyrin Baird Lynn
& | AFOD2902 Col Robert E. Balserak, USAF (Ret) Robert Balserak E Elvis

When you export the roster, you will get the following screen

Export View
Formatted Report Details Only
Export the report, Export only the detail
including the report rows. Use this to do
header, groupings, and further calculations or for
filter settings. uploading to other
gystems.
Format
Excel Format .xlsx .
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As you can see there are 2 choices for export. The “Formatted Report” will export/open as an
MS Excel “.xlsx” file and will look like this.

My Flight Members
As of 2021-01-19 14:53:05 Central Standard Time/CST * Generated by Flight 9 * Sorted by Contact: Last Name (Ascending)

Filtered By

Show: My accounts

Account Record Type equals Flight
Status equals Current

Type equals Flight Membership

Affiliation: Affiliation Name Contact: Title Full Name Service Contact: First Name Contact: Last Name Contact: Middle Name Contact: Goes B
AF-002830 Mr. Robert E. Anderson, CIV Robert Anderson E.

However, if you want to sort the data by columns you must get rid of the top 11 rows as they
have merged cells. The “Details Only” export will export/open as an MS Excel “.xIs” file (an
older version. It will look like this and can be sorted without deleting any rows.

Affiliation: Affiliation Nan| ~ Contact: Title Full Name Service |~ | Contact: First Nan ~ | Contact: Last Nan ~ | Contact: Middle Nan ~ | Contact: Goes By Nam ~
AF-002890 Mr. Robert E. Anderson, CIV Robert Anderson E.
AF-007578 Mr Stanlev H. Arnolt. CIV Stanlev Arnolt H. Stan

NOTE: Whenever you open the “Details Only” exported file, whether you opened it immediately
or saved it to your computer, you may get the following message (depending on SW versions). If
so, just go ahead and select “Yes”.

Microsoft Excel

Jon't match, The file could be corrupted or unsafe, Unless you trust its source, don't open it. Do you want to open it anyway?

Yes Help

~—

| The file format and extension of ‘attendeelist-5.

To make the use of the exported roster easier, you can do the following:

a. Download the file and open

b. For the Formatted Report, delete Rows 1-11 to get rid of the merged cells

c. Click the top left “All” cell (above the number 1) and add “All Borders”

d. Delete the first column (Affiliation name) for Details Only and first 2 columns for Formatted
Report

e. Select the first member’s “middle name” cell and select “Freeze Frames” (on View tab). That

freezes all the column titles and the first three Name columns. You can then scroll horizontally
and vertically without losing the member name or the calumn titles.
f.  Save the file as an excel file.

1 Contact: Title Full Name Service |~ | Contact: First Nan ~ | Contact: Last Nam~ | Contact: Middle Nan - | (
2 |Mr. Robert E. Anderson, CIV Robert Anderson E. )

3 |Mr Stanley H. Arnolt, CIV Stanley Arnolt H.

4 |Col Robert E. Balserak, USAF (Ret) Robert Balserak E.
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Distribution Lists
This function is used to create distribution lists for use on Formation Invites and for Flight
Email. To create a distribution list, select “Distribution List” under the Flight menu.

Flight ~ Deliverables v Resources Reports

You will then see all your distribution lists. To then create a new distribution list, select “New”.
You will get the box shown below. Select a name for your new distribution list, and then select
save.

Flt @ Exec Council

SFIC v

ew D b -
3 Test - me v
L Test Group -

nlermali:

Active

Flight 8

9

This will bring you the following page, where you will add people to the list by selecting :New’

Distribution List

FIt 9 Example

Distribution List Name

Flt 9 Example

Active
Owner
0 Flight 100
Created By Last Modified By
0 Flight 100, 12/17/2020 12:23 PM e Flight 100, 12/17/2020 12:23 PM
v
U Distribution List Members (0) @
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In the resultant box, use the “Search” box to find the any desired Flight Me

per or Friend of

Flight. Then select on the desired name. Or, for any additional desired peopje you want to
include in the distribution list (but who aren’t Flight Members or FOF), select “New Contact)

Information

Distribution \{ist Member Name

* Contact

New Distribution List Membsg

Matthew Nielsen
Matthew Nielsen,

Flt 9 Adjutant
Flt @ Adjutant,

Jim D
Jim D,

Git Picker
Git Picker,

Jimmy DeStout
Jimmy DeStout,

New Contact

Save & Mew

When you select New Contact, you ‘1l get the following box

DRAFT, Rev 11
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Contact Details

*MName

Salutation

--None--

First Name

John

Middle Name

*| ast Name

Doe

Goes By Mame
Account Name
Primary Affiliation@
Title

Email

Spouse

Description Information

Description

Fill out the first and last name.

DRAFT, Rev 11

New Contact
Private@
v
Gender
Birthdate

Deceased @

Date of Death

Do Not Contact@d

Cancel Save & New
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Then scroll down to “Personal Email” and fill it in.

New Contact
Order Member Status Member Type
Contact Information
Preferred Phone € preferred Email €
Home v Personal v

Home Phone rsonal Email @
johndoe@aolkam

Maobile

Work Phone @ Alternate Email €

Other Phone Fax

Do Mot Call Email Opt Out

Address Information

Primary Address Type @ Secondary Address Type @
--None-- v --None-- v
Mailing Address Other Address
Mailing Street Other Street
Mailing Other
Mailing City State/Province other City State/Province
Cancel Save & New

Click Save and you will get the following info box. Here you can add notes (e.g., Wing
Commander, Mayor, etc)

DRAFT, Rev 11
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New Distribution List Member

Information

Distribution List Member Name

* Contact

Jane Doe

* Distribution List

E test for manual

#Sforce Sans A 12 -

t

I

i
s

W

ES
I

v B I Y

m I

Status

Former

Cancel Save & New

To add additional names, select “Save and New”, and repeat. When finished, select “Save”. Your
new distribution list is complete and should show under your “Distribution Lists”. This list will
now be available for sending Formation Invites and Flight Emails.

NOTE: You can delete any Distribution List or Distribution List member by using the drop-
downs to the right of the Distribution List or individual Distribution member name.

D Distribution List Members (3)

Distribution List Member: Distribution List Member Na...  Title Full Name Service
DLM-000060 Col James L. DeStout, USAF (Ret) jdestout@attnet
M- 283 Jimmy DeStout, gitpicl g Le
8 Git Picker, jimaway@att.net

D My Distribution Lists v |#

Distribution List Name + v
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Leads
This function will be used for membership leads in the future.

Groups

This function is currently being worked on and has no present use.

Sent Emails
Provides a list of sent Emails, which can be viewed by All, Recently Viewed, or Draft Emails,

Home Flight v Deliverables v Resources Reports

______ 8- Z- C /7 €Y
v Al v | Created Date + Vv | Created By %
; DraftEmais 10/20/2020 3:57 PM Flight 8 v =
10/20/2020 10:35 AM Flight 9 v
email test 11 - Oct 20 - 10/20/2020 10/20/2020 10:28 AM Flight 9 v
Draft Email - 10/2/2020 10/20/2020 10:26 AM Flight 9 v

Clicking on a specific email will open the email and still have the addressees. You can then
review how many times the email has been sent by going to the Email History Tab, as well as
who it was addressed to each time.

* To Addresses (To add more recipients, click on "Add Recipients")

Add Recipients jdestout@att.net
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Formations (Events)

Creating Formation and Sending Invitation

Allows one to view or create a Formation (Event), such as a Flight Meeting, where you want to
invite members and guests and allow them to respond. Select Formations from the “Flight

menu”.

Flijtht ~ Deliverables Resources Reports

My Flight

My Flight Mermnbers

Dis ribution Lists

Leails hrd  News & Updates  Flight Emails

Groups New

by My affiliations - Flight oL — N
Search this list... wm- E- ¢ £ €Y

Membersh Sent Emails seconds ago
R » | First Name “ Last Name T “ | Title '
Formations
~

1 Robert Anderson A4

Formation Report
2 Stanley Arnolt -
3 AF-002816 Lynn Baird -
4 AF-002902 Col Robert Balserak L4

By default, when you select Formations, you may see your flight’s recently viewed Formations, but
you can click the arrow next to the formation and see all the Formations created. Again, you can
change the “pinned” view by changing the List View and clicking on the pin symbol. To create a new
Formation event, click on the word “New” on the top right corner.

R_ecéh-t\ﬁ Viewed v@

Al y

My Formations

Recently Viewed (Pinned list

difds v
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When you click on new, a pop up box will appear allowing you to enter the basic details of the
Formation (Name, Reply To Address, Date, Location and time (the “Begin Time” does not have
a drop-down menu, and must be filled manually). =

New Formation

Information

* Formation Narme
|

Reply To

| Begin Date

=
Location
i
Begin Time
i
Cancel Save & New E

After completing the form, hit “Save”. This will take you to the following page, with two tabs:
Invitation and Related.

Formation
Test for User Manual

Begin Date Begin Time Location Guest # Accepted Guest # Declined
12/17/2020 1900 Home 0 o]
= Related
Formation Items (0)
ltem Total * T {Jo add more recipients, click on "Add Recipients")

‘ Add Recipients '
- #0dress cannot be changed. This is to help prevent the email as being marked as spam.)

mnielsen@candoris.com

Reply To

* Subject
Test for User Manual
* Message

Va B U = Helvetica » A - o (& <> 7

I
1]
n

You will be on the Invitation tab. The following steps can be performed in any order. We
recommend that you first select the invitees. Click on the “Add Recipients” tab at the top of the

page.
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You will then get the following page, with three categories: Current Members, Friends of Flight,
and Distribution Lists. We’ve contracted the lists for this illustration, but they will come up
expanded. Therefore, you must use the triangles on the left if you want to contract the items.

Flight ~ Deuverables Resources Reports

Back to formation

MM ads

Add

This is what the current members list will look like when you pull it up. You can quickly select
all members by clicking “All” to the left of “Last Name”. This will fill all the boxes. Or you can

select individual names.

Affiliations Add

@I Last Name First Name Email

0  Anderson Robert
O  Armolt Stanley
[0 Balserak Robert

Then scroll down to get to the “Friends of Flight and “Distribution Lists” and select any desired
Friends or distribution lists. Then select “Add” (buttons at the top and bottom of the page).

Last Mame First Hame Email
Martine= Drawid

Rasper Deb

Golart Janet

Baird Lynn

Morin Jude

Mentzer Connie

Distribution List Mame
Test - me

Fit 8 Exec Council

test

Test Group

DD@]DD DDD@]DD

SFIC
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This will take you back to the Invitation tab, where the addressees will now be listed

nvitation Related

Formation Items (0)

T To A sses | ents, cli "Adc i 5"
ltem Total To Addresses (To add more recipients, click on "Add Recipients")

Add Recipients jimaway@att.net| fltdadjutant@gmail.com |gitpicker3@gmail.com | gitpickero@att.net

*From (The From sore - anzed This j=+0 belp prevent g it TS as spam.)
mnielsen@candoris.com

Reply To

*Subject
Sample for Manual
* Message

s B U &  Helelicar A - = =

v e @ s ?

We suggest at this point that you add any Formation items (can be done after composing the
message). This could be a single or multiple menu items or an item called “round of golf”, etc.
This step is critical as it is the mechanism by which people will respond to your invitation. Click
on the triangle to the right of “Formation Items” and select “New”. You will get a popup screen
where you can enter a new Formation Item or items.

New Formation Iltem

Information

* Formation Item Name

Fried chicken
* Formation

Sample for Manual “

Cancel Save & New

To create multiple items, use “Save and New”, and enter a new item. When finished, click
“Save” and the recipients of the invite can respond affirmatively by selecting one of the items.
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Invitation Related

Formation Items (1) v

Fried chicken hd
* To Addresses (To add more recipients, click on "Add Recipients")

View Al Add Recipients jimaway@att.net||flt9adjutant@gmail.com| gitpicker3@gmail.com| git|

* From (The From address cannot be changed. This is to help prevent the email as being marked as :

mnielsen@candaoris.com

- -

* Subject
Sample for Manual
* Message

7 B U M | Helveticav A~ = = =~ o M| | <« ?

@Email Anachmen@
Wieww ALL

As with the Flight emails, fill out the “Reply To” box (optional) with whomever you would like
any replies to go to. Compose whatever message you want. For guidance on text formatting, see
page 22. You can also insert pictures (see page 23) and below the message you can add any
desired attachments (just hit new and upload your attachment (s)).To insert a URL link or an
email link, see “Inserting Links” on page 24.

When you have completed your message, we suggest you hit the “Save Draft” button. This will
put a copy of the unsent Formation Invitation in with your draft emails, in the event you have to
leave for other info or just want to wait until later to send the invitation.

CAUTION
If you leave to any other page other than the 2 tabs (Invitation or
Related) or the “Add Recipients” page without saving a Draft and then
come back, you will lose anything you composed in the message
portion of the invitation, and have to rebuild it. This includes hitting
any of the “View All” buttons in the Related tab. That is why we
recommend above that you hit “Save Draft” after completing the
message block.
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Deleting Addresses prior to sending Email

If you should realize prior to sending that you need to delete any Members/Friends of Flight or
any Distribution Lists from your addressees, take the following steps:

1. Click “Save Draft” (If you don’t take this step, you may lose the body of the message)

2. Go to the “Related” tab

3. Select “View All” under the box where you want to make a deletion (“Send To Members and
FOF” or “Send To Distribution List”)*

Sample for Manual

rrrrr

.......
Formation items (1)

Fried chicken
ddddddddddd

Send to Members and FOF (0)

Send To Distribution List (1)

4. Under the triangle to the right of whomever you want to delete, select Delete

5. When finished with deletions, click on the name of the Formation at the top left of the page.

6. This will take you back to the Invitation page, where the deleted addressees will be gone.

NOTE: If you should delete the individual from the Related Tab without going to the
“View All” button and then go to the Invitation page/tab, the deleted addressee(s) will still
show. Refresh the Page and they will be gone.
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Sending the Formation Invite
When ready, hit “Send
Invitation”. When the box on the
right appears, your invitation has vour email has been sent.
been sent.

Close

Your invitees should then receive an email with the invite that looks like this example.

Formation Invitation Meeting (Example)

Flight 8 «<flight9@daedalians.org>
To jdestout@att.net

Formation: Formation Invite (Example)
Location: Hope Hotel

Date: 17 Sep 21

Time 1800

DAEDALIANS

WE FLEW WE FLY

To All,

You are invited to attend our September Dinner Meeting at the Hope Hotel on 16 Sep. We will be serving Fried Chicken or Ham Steak. After dinnex

Please respond to this invitation by clicking one of the links below.

If the response links below do not appear as clickable links in your email reader please copy and paste the link for your response into your web browser.
Yes, | will attend. My menu choice is:

Fried Chicken
Ham Steak

Mo, | cannot attend.

We hope to see you there.

Daedalians

Note that the link to your Formation Items “Fried Chicken’ and Ham Steak are now active, as
well as a “Regrets” Link. Members can respond by using either link.

CAUTION
The Formation Name, Location, Date and Time are not generated automatically in the
invitation. You need to include them in the “Message” block of the Invitation (a change is
in process to do this automatically).

41
DRAFT, Rev 11



DRAFT

Responses to Formation Invitation and Attendee List

When the member clicks the Formation Item link they are automatically taken to a web page
where they can add a guest(s). They can fill in the name(s), select the item, add any food
allergies and then click on the “Add Guest” button, and the guest will be automatically displayed
at the bottom and added to your response to the invitation. Repeat for additional guests.

NOTE: For multiple guests, you may have to “Refresh” the page each time to see them all at the
bottom of the page.

Thank you James DeStout!

Order Review

What Sample

When 10/23,/2020 1900

Where WPAFE

Menu ltem burgers

Motes: Your order has been placed!

Do you have a food allergy?
Food Allergy

Cne or more allergies can
be added here

Update Allergy

Additional Guests

A

| — >
"

:Lfood Allergy ;

‘ Add Guest ’

Guest First Name Guest Last MName Menu tem Afttending

James CreStout burgers Yes

If the invitee selects the regrets link. They will get a page acknowledging that they will not be
attending
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Once members have sent their response, they and their guests will be added to the
“Attendee/Guest” list. This list can be viewed in two different fashions. The first is to go to

the specific formation under Flight — Formations. On the “Related” tab, under Formation Guests
you will see all the people who responded, their menu choices etc. Clicking the “View All”
button will bring up a “scrollable” list of all responders (attending or regrets).

CAUTION
Do not use the “Formation Guests - View All” to determine the total number of attendees, as it
includes all “Regrets” responses. You can see your total number of “accepted” guests/attendees”
on the main page of the formation or on the attendee list (next page)

Flight Deliverables w Resources Reports

nvitation  Related
Formation ftems (1)

Activity History (1)

Fried chicken v
Subject To Addresses Task Due Date

Email: Sample for Manual v 12/17/2020 v

fem Total

Fried chicken 8

Send to Members and FOF (0)

Send To Distribution List (1)

Send To Distribution List Name Distribution List

DST-000093 TestFlt9 v

Formation Items (1)

Formation Item Name

Fried chicken

Formation Guests (1)

First Name Guest Firstname ftem

D Jim Fried chicken v

The number of attendees (accepted) and regrets (declined) are kept at the top of the Formation
page, illustrated in the following figure:

Formation

Flight9 September Dinner Meeting - Hope Hotel

Begin Date Begin Time Location
a/21/2021 1800 Hope Hotel Phantom-Sabre Room

Invitation Related

Formation Items (1) hd
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By selecting the “New” button, the Flight Officer(s) can manually add other guests. The
following popup box will appear. Under Flight Member, you must enter the current flight
member who is sponsoring the guest. Use the “Flight Member” Search box to select the
appropriate member. Then fill in the Item, add Guest First and Last Name and hit Save. The
guest will be added to the Formation Attendee List. If you are manually adding one of your
members (who didn’t use the link in the invitation), just select the flight member, leave the Guest
First and Last Names blank and hit “Save”.

New Formation Guest

Information

Formation Guest Name

Attending

*Flight Member
Search Contacts...

* Formation

Test dues

Itern

Guest Food allergy

Cancel Save & Mew @

The Formation Attendee list can also be viewed or downloaded as an Excel file from the
“Invitation, Invitees or Related” tab by clicking on the “Export Attendee List” button.

Fiight 9 October Dinner Meeting - FOUNDERS NIGHT :;_n, Formation
202 Hope Hotel

£3 Formation items (1) y

You will then get the following “pop-up”
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Opening attendeelist.xls

@ attendeelist.xdls

() Save File

You have chosen to open:

‘What should Firefox do with this file?
@ Open with | Excel (default)

which is: Microsoft Excel 97-2003 Worksheet

from: https://daedalians.force.com

Do this automatically for files like this from now on.

Cancel

As you can see, you can choose to open
the excel file (to preview it) or save it on
your computer. In either case, you can
manipulate the file (delete columns, add
columns, add notes, sort data different
ways, etc.), but if you used the “Open
with” function, those changes won’t be
saved on Salesforce. The recommendation
is to use the Open With” function if you
just want to check status but save the file
If you want to manipulate it and save
changes. When it is finalized, then print it
out from your Excel (or equivalent)
program for use at the Formation.

NOTE: Whenever you open the file, whether you opened it immediately or saved it to your
computer, you may get the following message (depending on SW versions). If so, just go ahead

and select “Yes”.

AN

Microsoft Excel

| The file format and extension of ‘attendeelist-5.xls”

.t match, The file could be corrupted or unsafe, Unless you trust its source, don't open it. Do you want to open it anyway?

Yes Help
The Attendee list will be displayed as follows:
Al - f Date:
A B T D E F G H K L M M 0 P Q R
1 |Date: 23-Oct-20

2 |Location: |WPAFB

PAYMENT TYPE

PAYMENTS FOR

LAST FIRST |GOESBY

MEBR

GUEST [ITEM  |Total |Cash [Check |Credit Card |Meal |Raffle |Flt Dues [Donation [FLT DUES |MATL DUES | NOTES

3

4

5 |DeStout |James [Jim X burgers 2020 2021
6 Betty James DeStout [x Burgers

7

8

9

10

11

egrets .

3 |LAST FIRST

14

Note that any “Regrets” responses are captured.
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Re-Sending Formation Invitations

If you want to re-send a Formation Invitation, simply go to the Flight Formations page and select
your Formation. The invitation will open. Note the new banner on the page/

Invitation Related

This formation has already recieved invitation responses. Any future emails sent from this formation will automatically exclude people who have accepted or declined the formation event.

Send Email

* To Addresses (To add more recipients, click on "Add Recipients"”
Add Recipients flt9adjutant@gmail.com | gitpicker3@gmail.com| mnielsen@candoris.com ||jdestout@att.net

The banner reads.

“This formation has already received invitation responses. Any future emails sent from this
formation will automatically exclude people who have accepted or declined the formation event”

You may note that those who have responded are no longer in the Recipients box.

That means that the “Resend” will go to all those who were originally invited, but didn’t
respond, as well as any new names or lists you add by using the “Add Recipients” button. Make
any changes you would like to the message or Subject (e.g., Reminder — Formation....), select
any new invitees if you may desire, and hit the “Add Button”. Then hit “SAVE DRAFT” and
then “SEND EMAIL” when you are ready.
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Formation Reports
TBD

JROTC Schools
UNDER DEVELOPMENT. This will be available in the future to help manage the Flight’s
JROTC Award Program.

DELIVERABLES

Quarterly Report

Deliverables has five sections. The only required deliverable each quarter is the “Quarterly
Report”. However, we recommend that the Special Activities be updated each quarter and
that the Scholarships, DFT and JROTC sections be updated when appropriate (at least
annually). Proceed as follows to create the Quarterly Report. Select Quarterly Reports from
the drop-down menu and select “New”

Flight v Deliverables v Resources Reports

Quarterly Reports

Special Activities

Scholarships

Updates

Flight Members Flig

PR Affiliations
St My Affiliations

50+ items « Sorted by Last Name - Filtered by my affiliations - Flight

arch this lis 5 3 >
Membership + Updated 4 minutes ago Search;this Uist.. & =Y ¢ * ¢ Y
AFFILIATION... Vv RANK Vv FIRST NAME Vv LAST NAME T VvV  TITLE v
1 AF-003244 Col Darrell Anderson v

New Quarterly Report

Enter the required data. For the
“Quarterly Report Name™ we
| recommend a format similar to
i “Flight x Quarterly Report, 1st
Membership Activity ' Quarter 20xx™. For Start and
o R End Dates use the calendars
inside the data entry box.
When all entries have been
made hit “Save” and the
Quarterly Report is done, and

you will get the following page.

Information ]

o
B

system Informa tion
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Flight Deliverables v Resources Reports

’Q Quarterly Report

New Contact Mew Case Edit hd
Example :
Quarterly Report Name
Example
Start Date End Date
~ Membership Activity
Current Members Dropped Members
20 1
Resigned Members Deceased Members
1 1 Vs

~ System Information

Created By Owner

(2] 9, 10/21/2020 1:04 PM Or

Last Modified By
Q Flight 9, 10/21/2020 1:05 PM

Notes & Attachments (0) Upload Files

X Upload Files

Or drop files

Note that below the report you can add notes or attachments.

Special Activities
Special activities are events such as Monthly Luncheons/Dinners, Socials, Awards, etc.
Select “Special Activities” and new.

New Special Activity

Information

* Special Activities Name Event Date

< Send to HQ Communications Team > Number of Attendees

Comments

3

Comments

v

Cancel Save & New @
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Enter the required data. We recommend that the “Special Activities Name” begin with the Flight
number. For the comments, use whatever format you prefer. For the Event Date use the calendar
inside the data entry box. If you would like HQ to see the deliverable (recommended,) click on the
“Send to HQ” button. When all entries have been made hit “Save” and the Special Activity is done.

Scholarships

For these entries follow the steps above shown for Quarterly Reports and Special
Activities, selecting “Scholarships” and “New”. Complete a New Scholarship Form for
each Student

Y-
Home Flight v Deliverables Resources Reports
D My Scholarships » #
- - - - = c s €ev
Scholarship Name T v Recipient Name v Scholarship Type v School Attending v
P. Lahm - Colonel Jacques and Eleanor Young Scholarship - 2019 Carson Cooper College AF ROTC Univ of Cincinnati -
m & hubert Coll ROTC ~ Univ of Cincinnat -
wwwwwwwwwwwww College AF RO -

For the Scholarship Name, we recommend that it contain the Flight Number. Scholarship Type
should be College AF (or Navy or Army) ROTC, as appropriate.

New Scholarship

Information
a L]
* scholarship Name School Attending
| n
Recipient Name Scholarship Type | |
| | n
Attending Flying Training Awarded Date
] --Naone-- v [ X
| D |
Egan Mentoring Scholarship Next Year
--None-- v
Comments
Comments

Cancel Save & New @

When all entries have been made hit “Save” and the report is done. Again, If you would
like HQ to see the deliverable (recommended,) click on the “Send to HQ” button.
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DFT

Follow the steps shown for Previous deliverables, selecting “DFT”. For this report, you can
do one report for the year. You can update the report at any time. We recommend putting
the names of the students in the name of the report. If you would like HQ to see the
deliverable (recommended,) click on the “Send to HQ” button

When all entries have been made hit “Save” and the report is done.

Sample Report

Home Flight Deliverables Resources

MYDFT's v
- Sorted by DFT 1 te y dft lated i B
DFT Nama + %  HNumber of Students '  Number Solosd w  Student Fundad
Flight 3 2012 DFT - Kaleb Priddy and Jonah Jackson 2 o Flight Funds;Other
FLight & 2078 DFT - ELI Sorna and Cohlin Gomer 2 2 Flight Funds;Other

Flight Deliverables Resources Reports

DFT
E Flight 9 2019 DFT - Kaleb Priddy and Jonah Jackson

DETAILS RELATED
DFT Marmea MNumber Soloed
Flight & 2019 DFT - Kaleb Priddy and Jonah Jackson o ra
Reason Soloed Number of Students
2
Reason Mot Soloed Submit Date
Still working on it. Should make it by end of year. 10/29/2019
Sent to HQ communications team Student Funded

Flight Funds;Other

~ Comments

Comments
Funded by the Flight and matching funds from Mational

Created By Crwiner
Flight 9, 10/29,/2012 10:13 AM Flight 9

Last Modified By
Flight 9, 4/5/2020 1:30 PM
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JROTC

Follow the steps shown for Previous deliverables, selecting “JROTC”. For this report, you
can do one report for the year. We recommend putting the names of the students in the
name of the report. If you would like HQ to see the deliverable (recommended,) click on
the “Send to HQ” button. When all entries have been made hit “Save” and the report is

done.

Sample Report

Flight ~ Deliverables

JROTC

Flight-9 JROTC Awards 2019

DETAILS RELATED

JROTC Name
Flight-8 JROTC Awards 2019

Nurmber Anticipated Mext Year

40

Send to HQ Communications Team

»

~ Comments

Comments

~ System Information

Created By
Flight 9, 10/2/2019 2:12 PM

DRAFT, Rev 11

Mumber of Schools Supported
35 ra
NMumber of Unfulfilled Requests

v}

Subrmit Date

10/2/2019

Owner
Last Madified By
Flight 9, 10/4/2019 8:20 AM
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RESOURCES

For National Use

REPORTS

Dash Reports
Mostly for National Use. Refer to Dues section for info on Lapsed Members report.

Formation Report
TBD

My Flight Members

This provides a full roster of the current Flight members and contains all of the information on
each (Name, title, address, phone, email, dues status, etc.).

This is the same report described previously under “Flight > My Flight Members”, page 22.

My Flight

This is the same page previously described under “Flight”

DRAFT, Rev 11
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CHANGE LOG

Rev 13 Changes to Rev 12

Page 4, added the link to the Salesforce Home Page

Page 24, Expanded instructions for Resending of Emails

Page 39. Added references on message block to Email pages

Page 41, Replaced illustration of Formation Invite and added additional instructions

Page 42, Added a note on refreshing the response page for more than 1 guest.

Page 43, Added a caution and figure on determining number of attendees to a Formation
Page 44, expanded instruction on manually adding members or guests — new figures
Page 46, added info on Resending a Formation Invitation

Pages 47, added the Topic “JROTC Schools”, describing it as “Under Development”

LN~ WNE
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