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The purpose of this guide to provide a basic instructional tool in using the Members only 
site for the Early American Pattern Glass Society.  The application will grow as will this 
guide. 
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Login to the EAPGS Members Site 
When linking to the EAPGS Members site using the address 
http://www.eapgs.org/Members/Home.php  You will be greeted with the following web-page 
and prompt – 
 

 
 

Using the Login ID given to you (should consist of the first five letters of your last name + your 
membership number – e.g. smith9999) and the password (made up of a series of numbers & 
letters e.g.  BB1yi0) and is case sensitive.  The Login ID will not change, although once logged 
into the system; you may change your password to one of your choice – minimum 4 
characters/digits) 

 

http://www.eapgs.org/Members/Home.php
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Home Page 
On successful login you will see the following Home Page: 
 

 
 

This will be the starting point for navigating the Members only portion of the EAPGS 
site.  The Home Page contains several pieces of important information, namely; 

• Who is logged in  (found at the top of 
the page) ensuring that when you are logged in correctly, you will be 
accessing your information and areas of the site that permissions allow. 

• Membership -  giving a real time count of the active 
membership of the Society. 

• Terms of Use –The information contained on the site is “privileged” and 
for members only and should not be used for any commercial purpose 
other than those designated by the Trustees (Classified ads etc). 

 
• Main Menu – Contains the links to all area of the site and to other 

websites of interest. 
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To navigate using this Menu, place your mouse/cursor over any of the 
headings and select any of the choices.  The individual pages will be 
discussed in detail later: 

• EAPGS – relate to the EAPGS website 
• Members – This allows members to edit their own information, 

change passwords and search the membership for collecting 
interests etc. 

• Reports – Basic reports will supply Phone lists, Trustee lists. 
• Administration – For the Site Admin to Add/Edit/Delete 

members 
• Links – access to EAPGS information and other websites of interest. 
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My Information 
One of the most important features of any Membership based application is the ability and 
empowerment to be in control of your own information.  This site has been designed to allow 
each member to control whether their information is accurate or even displayed. 
Here is the information page for a member: (in this case Carl Hearn) 
 

 
 

Personal details that can be edited are: 
• Address, City, State, Country, Zip/Post code, Phone #, E-mail, Web Address (for your 

own website), Business Name & Phone #. 
• Collecting interests – the search engine on the site can search on complete or part 

phrases and the number of interests is unlimited. 
• Access to information – this is an important part of the site.  Do you want to show your 

Address, Phone or even appear on any Membership list?  By selecting any or all of the 
choices will limit access to your information.  It should be noted that the Site Admin will 
have access to all information. 

• Personal picture – the site allows for members to upload a small picture to the site. 
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Taking a look at each of these features: 

My Details: 
 

 
 

To make a change to any detail – click in the appropriate field and edit the information.  To save 

the change click Submit    and your changes will be saved to the 
database.  Cancel will undo any changes you make (prior to submitting). 
 

Collecting Interests: 
 

 
 
Add as many types or names as desired. 
 

Information Access Restrictions: 
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If you DO NOT want information to be shared on the site (Member list, Phone list 
or Address) select any or all of the choices.  The Site Admin will still have access to 
allow for Mailing and contact etc. 
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My Picture: 
 

 
 
The site allows for an image to be uploaded and displayed.  The process is as follows: 

If you do not have a image uploaded yet, there will be a marker stating “No Image”.  
• Select Delete checkbox 
• Click Submit 
• You will then be given an opportunity to select an image to upload 
 

 
 

• Click Choose and browse to the folder that contains the image that you would like to 
upload. 

o Image hints – The file size should be limited to 5K, this is small, however, in 
the need to maintain a usable speed for the site to load, images must be kept to 
a relatively small size.  If you are unsure how to resize, double click on your 
chosen image and check.  In Microsoft Photo editor (standard on most 
Windows based machines) Go to Image - > Resize 
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   set % to appropriate size   
 

And then save.  For best results set the file size by the percent setting.   
Make the image choice and Save. 

• The image will now appear on your details page. 
 

This page also shows when your record was Last Edited and by whom. 
 

Change Password: 
The following screen allows you to change your existing password: 
 

 
 

The current password is already loaded (but obscured).  To change Add New Password, then re-
enter in Confirm Password – then Submit.   

• If the passwords do not match, or is missing, a warning will appear. 
• If passwords are correct then you will be returned to the Home Page. 

 

Search Membership: 
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The application allows for “fuzzy” searches – the search looks in multiple fields and an exact 
word is not required to find a particular reference e.g. enter the letters “pic” into the Collecting 
Interests box and Click – Search,  will return the results for  Pickle, Toothpick, Picket Fence, 
etc. 
The Search function will also allow for multiple fields e.g. search for Goblet in Central Time 
Zone will return a list of all members with that interest from the Central Time Zone.  That list is 
printable. 
Trustees can also be “filtered”. 
 
To see the details of a particular Member, click on their Membership Number – the allowed 
details will be shown. 
 

Reports 
• Phone List – Gives a listing of all members + Phone number (excluding those that have 

opted  “opt out” of listing their  numbers 
 
 Trustees – List of current EAPGS Trustees. 
 

Links 
 – This section will  be updated on an ongoing basis. 
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