II. ACEN® Working Website™ Tools - Notifier™

Your ACEN Working Website™ is made up of a collection of modular Working Website™ Tools, customized for your
specific needs. The Working Website™ Tools work together seamlessly to exchange information with your clients,
customers, suppliers, employees, or associates.

Using the Working Website™ tools, your ACEN website works for you, 24/7—with a minimum of effort on your part.
What's more, as with all ACEN Tools, there’s no technical knowledge required.

Many Working Website™ Tools use the ACEN Contact Manager database as a basis for exchanging information. The
Contact Manager is an electronic list of contacts important to your business. Detailed information about the Contact
Manager can be found in Section I of this document.

e Overview

The Working Website™ Tools that use the contact database are:
1. Library™, a tool to post and share documents and information in a variety of useful ways;

2. Portfolio™, where you can post your best work for the world to come and see, and target the most important
folks—your customers and contacts;

Notifier™, a place to store your news, bulletins, and events, and broadcast them to your contacts; and

4. BidGetter™, where you can easily post and track your job bidding online.

o Definitions

Before we go further, let's demystify some jargon with a few definitions:

Contact is an individual associated with your website or business, such as a client, customer, or supplier (you
decide how to classify your contacts). A contact is eligible to receive news and information about your company via
your ACEN Working Website™ Tools. Typically, contacts manage their own accounts, deciding what options they do
and don't want.

Document is an electronic file, such as a Microsoft Word file or PDF (Acrobat) file that is posted on your website.
Typically, a document is associated with a specific project posted on your site. Interested users of your website can
easily download, view, and/or print these documents.



3. Notifier™

Notifier™ allows you to keep customers, clients, and associates informed using attractive, custom-formatted e-mail
bulletins and newsletters. You can selectively e-mail individuals or groups in your contact list, and all information is
automatically archived on your website.

To view Notifier™, click on the Notifier link (at left) from any main page in the ACEN BackOffice™. The Notifier™
module is displayed:

AEEN Notifie r ™ E

Compose View All Compose
Newsletter I“Ilcms &3 Bulletins

Item Posted By Jeff Belt

This Section displays all the tems composed by you. To search for an ltem by its HeadLine,
Subject or Banner Text, enter Keywords in the Search Field below. You can order your items in
alphabetical order by their Headline text or by the Date they are Meodified on by Clicking on the
appropriate link below.

ftem Categary |Select All vl
Frontend Subject |

You are viewing the List of tem under * All * Category.

[HCheck Al {IClear Al G Activate §Deactivate [I] Delete

View All kems View Hewsletters View Bulletins on the Web View Bulletins

Headline> Modified On~ Delete

m Many County Roads Due For Major Upgrade (11/03/2003)

r | Transit Road Construction: Traffic Detours (11/03/2003)
| ltem was Last Sent On 10/28/2003

Ffcheck Al iClear Al G Activate ‘PDeactivate I Delete

The Notifier™ main page.

The Notifier™ module consists of three sections:
a. alist of Items;
b. a list of Categories; and

c. aplace to Order Items.

Click on the links at left to navigate between these three sections. Note that Items is displayed by default.

o Definitions

Newsletter is a document containing articles relevant to your organization, usually published on a regular basis
(i.e., monthly, bi-monthly, seasonally, or yearly).

Bulletin is an “alert” document that usually covers one or more important topics. Typically, a bulletin is published
sporadically, as needed.



o Items
The Items section contains a listing of items (posted by you, by default):

ACEN Engine Room
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Notifier 2/
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er tems This Section displays all the kems composed by yvou. To search for an hem by its HeadLine,
ALE] Subject or Banner Text, enter Keywords inthe Search Field below. You can order your Rems in

. alphabetical order by their Headline text or by the Date they are Modified on by Clicking on the
appropriate link below.

Contact Reqistry
ttem Category ISeIed Al vl

Frontend Subest |

You are viewing the List of Rem under * All " Category.

[fcheck Al {“Clear Al G Activate §Deactivate [I] Delete

View All kemis View Hewsletters View Bulletins on the Welb View Bulletins

Headline> Modified On¥ Delete

m| Many County Roads Due For Major Upgrade (11/03/2003)
Transit Boad Construction: Traffic Detours (11/03/2003)

ltem was Last Sent On 1052202002

fcheck Al {Tclear All G Activate §'Deactivate [I] Delete

The Items section.

Three general options are displayed at the top of the page:
Compose Newsletter enables you to add a new newsletter, then selecting who will receive it.

View All Items/View All Items Posted By...(You) displays a list of all items, or just the ones you've posted.
(Note that you can only edit you own items.)

Compose Bulletins enables you to add a new bulletin, then selecting who will receive it.

The Item List Toolbar
The Items page includes a toolbar that allows you to edit and manipulate the items in the list:
fCheck All T Clear Al g Activate §'Deactivate [i] Delete

Topic list toolbar.

You can modify individual items directly, or modify multiple items at once. The principle is this: to modify an
individual item, click on the desired icon in that item’s row; to modify multiple items, select the items that you want
to modify, and then click on the desired icon in the toolbar.
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Example item list.

For example, if we want to delete the “Transit Road Construction” item (see figure above), we simply click on
“Delete” under the Delete column in that same row. If we want to delete both “Transit Road Construction” and

“Many County Roads...” we select these two contacts by checking both checkboxes ¥ (under the Select column)
and then clicking “Delete” [il o=iete in the Toolbar (see figure above).

Here are some definitions:

Check All selects all displayed items

Clear All clears the checkboxes of all the displayed items.

Activate @ acivate makes the selected items “active” or visible on the website. For example: [z and indicate an
active newsletter and bulletin, respectively.

Deactivate foeacivate makes the selected items “invisible” or “inactive” on the website. This is a convenient way
to temporarily “shut-off” an item. For example: “dimmed” images = and “| indicate an inactive newsletter and
bulletin, respectively.

Delete permanently removes the selected items from the database (as in our example above).

Individual Item Controls

Each item in the item list has several useful controls, defined as follows:

Newsletter/Bulletin Icon and indicate whether the item is a newsletter or bulletin, respectively. Note
that “dimmed” images (/= or “[]) indicate an inactive newsletter and bulletin (see “Activate” and “Deactivate,”

above).

Headline Clicking on the item name displays summary of that item (see “View Topic Information” below). Note
also that clicking on the column label “"Headline” sorts the list by item.

Modified On sorts the list by modification date when clicking on the column label.
Edit allows you to edit that item.
Delete permanently removes the selected item from the database (as in our example above).

Copy Item allows you to easily duplicate an item. This is useful when posting a new item that is similar in
form or content to another posted item.



Adding/Editing Items

Step 1: Compose a Subject

To add a new Newsletter item, click on “"Compose Newsletter” from the main Items page. To add a new Bulletin
item, click on “Compose Bulletins” from the main Items page (in our example, we use the Newsletter section, but
all menus and functions are identical to the Bulletin section).

Compo: Compose
I\eu-slctlfr Bulletins %

Adding a newsletter or bulletin.

To edit a particular item, click on the “Edit” link (from the Item list page, above):

Delete

lajor Upgrade (11032003 % Delete

iffic Detours (11/032003) Exiit Delete

Adding/Edliting a Newsletter.

For a Newsletter, the “"Compose/Edit Newsletter Subject” form will be displayed:

Add a new Hewsletter Add a new Bulletin Back to all Hotifier tems
0 M nd Preview Rewini Send
Subject *[7]  Banners '[7] nﬁsr.alﬁ:ms ’% heuslctterEEl [ﬁ Newsletter =

Subject: Many County Roads Due For Major Upgrade

Compose / Edit Newsletter Subject

0IIN01

ugust 4,2003

R - )

Many County Roads Due For Major Upgrade ﬂ
-

Banner Text Courty-wide, 50-vear old culverts and 80-vear old -
bricoes receive their well earned retirement.
1 -
characters left.

Email Address From ben@acen com
(Please make sure it is a valid em ail address.)

Adding/Editing Newsletter Form.




For a Bulletin, the “Compose/Edit Bulletin Subject” form will be displayed:

. nd Preview P Send
Subject *[]  Bammers ']  MeSsqge s, Buletintl]  Recipients (fj Bulletin =1

Subject: Transit Road Construction: Traffic Detours

Compose / Edit Bulletin Subject

o You can post this Bulletin on your web site at any time by selecting "es'to dizplay Bulletin on your website below.
To remaove it from your wehsite, select o'

Banner Text During road re-construction from September through

Movember, there will be major traffic dizroptions along
Transit Road. Piease followy the posted detours.

|Dear Motarist:

Transit Road Construction: Traffic Detours ﬂ
-
-

3546 characters left.

hben@acen.com
(Please make sure it is a valid email address, othenise your email may not be sent)
Adding/Editing a Bulletin.

You may now add/edit the items on the form. Keep in mind that the information on this page applies to the entire
newsletter or bulletin. When you are finished, click “Submit” to go to Step 2.

Step 2: Select a Category and Banner

In this step, you must select a category and choose a banner style for the newsletter/bulletin. This page displays
several custom categories and banner images. Select the ones you wish and click “Submit” to go to Step 3.

Compose a Hewsletter Compose a Bulletin Back to all Hotifier hems
A Mess: and Preview Py Send
subject ] Banners [ MESSade s '@ Rewsletter ] Recipients () Newsletter 1=

Subject: Many County Roads Due For Major Upgrade

Select Item Category and Banner Images

Please Select the categories you want this ltem to be displayed under

v Company Mews1 - Company Mews2

[ Investor Mews [ Tratfic Repaorts

Please select the set of Banner Images you would like to use for this ltem

Selecting a category and a banner image.



Step 3: Add/Edit Message and Attachments

In this step, you enter the individual articles in the newsletter/bulletin. Select the ones you wish and click “Submit”
to go to Step 3.

Compose a Hewsletter Compose a Bulletin Back to all Hotifier ltems
j Mess; and Preview Py Send
Subject ] Banners'[]  MES3Ee AT, Rewsletter 1] Recipients Newsletter T=1

Subject: Many County Roads Due For Major Upgrade

Add / Edit Message and Attachments

Render in Column Ir - l\

Test Headline &
L

This is placeholder text. If there were a story to tell, this -
weouldd be the place to tell it Boy, it shure vwould be a good
=tory. 'l bet everyone would want to read it. Except for

\oe. He hates to read.

G345 characters left,

|WWW.SCEH.CDm |

Document or Image Link |C:1.Documents and SeﬂingslcbanaleesklopUer| Browsze... |

{elick on the Browse button to upload an image or document)

_ |This iz the caption that describes the linked image or documerfd

Save and Save and_
Add More Preview

Selecting a category and a banner image.

Each form item is defined as follows:

Render in Column indicates what column this article will reside in the final custom layout.

Headline is the headline for this article.

Text is the “body” of the article.

Web URL enables you to include a link to a relevant internet address, if desired.

Document or Image Link enables you to include a document file or an image with the article, if desired.
Caption is a short description of the document or image link, if one exists.

If you wish to add another article, click “*Save and Add More.” When you are finished adding articles, click “Save
and Preview” to go to Step 4.



Step 4: Preview Newsletter/Bulletin

In this step, you may preview the finished newsletter/bulletin.

Compose a Hewsletter

Subject *[F]  Banners *[7]

M nd
AEachnents

Compose a Bulletin Back to all Hotifier ltems

Preview &El P ﬁ Send =7

Subject: Many County Roads Due For Major Upgrade

Preview Newsletter k

| o Click here to repostion fems in your Mewsletter. ‘

Z+ SAVARINO

+'  Comstruction Services Corporation

¥ol. ¥ol. I No. 1 No. August 4, 2003

09/14703

Many County Roads Due For Major Upgrade

County-wide, 50-year old culverts and 80.year old bridges receive their well earmed

retirement.

Previewing your Newsletter/Bulletin.

You may reposition items by clicking on the link (see figures above and below):

"~ SAVARINO

<" Comstruction Services Corperation

¥ol. ¥ol. I No. 1 No. August 4, 2003

Updste Position

0914403

Many County Roads Due For Major Upgrade

County-wide, 50-year old culverts and 80-year old bridges receive their well earned

retirement.

Column Ho.  Position Ho.

Column Ho. Position Ho.

| Column 1 LI 0

Zoar Valley to North
Main Street

Erie County Department of
Fublic works operates
nearly 1,200 miles of roads
with aver 280 hridges and
culverts. Many of the
bridges and culverts are
aver A years ald and are
in desperate need of
replacement.

This summer, construction
cones are blossoming
throughout the county as
the DPYW undertakes the
largest bridge and culvert
canstruction program in
histary. From Springville ta
Akron, Angola to Alden,
bridges and culverts are
heing replaced.

= to Quality

|COIumn2 LI 5

Bid Info Online

Their are H{verSD bridge and culvert projects underway.
Some ofthe projects invalve aver a halt-dozen culverts.
We're using our wehsite to get the information to
contractors 24 1 7, online. Click"Bidding" at our
wehsite: wwaw eriedpw.com, to see more.

B web

i eriedpw . com

Column Ho. Position Ho.

IColumn 2 VI

Test Headline

This is placeholder text. If there were a stary to tell, this
would be the place to tell it. Boy, it shure would be a
good stary. I'll het everyone would want to read it
Except for Joe. He hates fo read.

B web

Urban Sprawl MYS2) pof
This iz the caption that descrbes the linked image or document.



Repositioning items in your Newsletter/Bulletin.

For each item, select the column and position number you desire. When you are finished repositioning, click
“Update Position” to return to the preview page.

Compose a Hewsletter Compose a Bulletin Back to all Hotifier kems
- M mvd Preview P— Send
Subject }=]  Banners *[7] ,‘\ﬁ?ﬁ-.ﬂﬁ‘enie;ts + heusletlereg Recipients ﬁi heusletlerE

Subject: Many County Roads Due For Major Upgrade

Preview Newsletter

e P

Previewing your Newsletter/Bulletin.

To move on to Step 5 (add/edit recipients), click “Recipients”:

Step 5: Add/Edit Recipients

In this step, you add or edit recipients for your newsletter/bulletin:

Compose a Hewsletter Compose a Bulletin Back to all Hotifier hems
i Mess, and Preview z.0 Send
Subject *F]  Bammers '[F]  MESSiEC S '% Newsletter Recipients ({j Newsletter L=

Subject: Many County Roads Due For Major Upgrade

Select Recipients

Recipient Email Address (To enter more than one email, separste with a comma)

joeid@test.com, jane@test.com a

>

Select the Groups whom you want to Email this kem to
r Registered Contacts
Select from above

But not from both
Or select from below

IV pictifier Subscribers
rd Acen Team

r Designers

Proceed to
Send Email
Adding/editing recipients.
Select the individuals or groups that you would like to receive the newsletter/bulletin.

*Note: no matter who you choose as e-mail recipients, the newsletter or bulletin published on your website can be
viewed by everyone.



Send Send
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0 )

Proceed to
Send.Fmail

"Send” buttons.

When you are finished choosing recipients, click “"Send Newsletter/Bulletin” at page top or “Proceed to Send Email”
at page bottom. This will take you to the final step (Step 6).

Step 6: Sending Newsletter/Bulletin

In this step, you test your e-mail, confirm your recipients, and send the newsletter/bulletin:

Compose a Hewsletter Compose a Bulletin Back to all Hotifier hems

- nd Preview i Send
Subject =]  Banners "[7] “ﬁ?;—.ﬂlﬁezts ’@l Mwsle[lersg Recipients ﬁi I\e\bsleller—:llEI
Subject: Many Gounty Roads Due For Major Upgrade

Send Newsletter

*ou can send a Test Email to yourzelf and preview the Mewesletter before sending it to your members

|self@y0urdomain.com | Send Email

|Newsletter will be sent From: jbelti@acen.com

To the Email addresses:

joe@@test com,
janei@test.com

To People in the following Groups.

# Email will be zent only to Active Contacts in Active Groups.
& Email will not be sent to contacts who have unsubsceribed from your Hewsletters or bulletins.

» Only one copy of an email will be sent to a contact even if the contact is in more than one Group that you have
selected.

* You can activate a Group by going to the Group Manager and Activating the Group. You can activate a contact by
going to the Contact Registry .
» Click on & group to see the list of contacts in i

&
0) Master Group Hetifier Subscribers

@ Master Group Acen Team

To ACEH Enhanced Corporate Members

Send _Email

Adding/editing recipients.

Review the information on this page before sending your e-mail.

*Note: e-mail will be sent only to active members in active groups. You may check to see if a group is active by
looking at the light bulb icon (¥ = active; ¥ = inactive) next to the group name.
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(ﬁ) Master Group Hotifier Sul:-Sﬁril:-ers
@ Master Group Acen Team
Click to edit a group.

You may edit any group before you send your e-mail. Click on the group name to edit a group (see above). A
Group Manager window is displayed:

Manage Group

" Select
e Contacts

e,

Master Group: Notifier Subscribers

Group waz last updated by Jeff Belt

‘Wiorking Website Tools using Master
Group
‘Matifier Subscribers'

List of Contacts in Master Group: Hotifier Subscribers

. Remove

. State Email Company o —
1. %’ % Derkovitz Dave Remove
2. (d) % Hotung Patrick Remove
3. %’ % Michele Mibatika Remove
4. (d) % Wiamnmy Tamimy Remove

% Click here to send an email.

Editing group(s).

You may mow edit the contacts in the group (see the Contact Manager section for more information).

When you are finished testing the e-mail and confirming/editing recipients, click “"Send Email” at page bottom to

send your newsletter/bulletin:
Send Email!

"Send Email” button.

A message will appear confirming your e-mail has been sent:

i

ACLCEN Notifier”

Your message has been sent.

Click here to return.
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Categories

As many as 50 different categories can be created for your newsletters and bulletins. Clicking on “Categories” at
left brings you to the Categories page:

AEEN Notrﬁe r ™ E

Manage ltem Categories

To Edit an existing Rem Category click on its Edit icon and after making changes CLICK Submit. You can
also Delete or Activate Deactivate the State of an exisitng ltem Category.

To enter a new tem Category use the blank fields and then CLICK Submit.

- : Item Category Hame Edit Delete  State

Contact Reqistry tem Category 1 Compary Mews2 Eclt Delste
Frontend ftem Category 2 Investor News Ediit Delste @
Itemn Category 3 Tratfic Reports Ecit Delete ?
ltem Category 4 Company Mews1 Ecit Delste P

Hemn Category 5 |

ltem Category 6 |

1

The Categories page.

You may now add, edit, delete, or activate/deactivate categories.

Adding Categories

To add a new category, type the new topic name in an empty field, and click “Submit.”

[ Suhmﬂ%l Reset |

Hem Category Hame Edlit Delete  State

T e - e
ttem Category 5 |New Categary Mame|

Adding a category.



Editing Categories

To edit a category, click “Edit” next to the category you wish to edit. The topic name will appear as an editable
field. After you're finished making your changes, click “Submit.”

ltem Category 3 Traffic Reports Edi Delete &
Hamrotenonra oL o Fumdetn (3
Editing a category.
Deleting Categories
To remove a category, click “"Delete” next to the category you wish to remove:
ftem Category 3 Tratfic Reports Eciit Delet Y
Hem Catenory 4 NN S )

Deleting a category.

Activating/Deactivating Categories

An active category is visible* on the website, and is indicated by a yellow light bulb; an inactive category is
indicated by a gray bulb. Click on the light bulb to activate/deactivate a category:

ltem Category 2 Investor MNews Eciit Delete %

ltem Category 3 Tratfic Reports Eciit Delete

Activating/deactivating a category.

*Note: items under an inactive category will not be displayed. However, if any of those items are cross-listed
under another visible category, those items will still be displayed.
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Order Items

To order portfolio items, click on “Order Items” from the main Notifier™ page:

ACLCEN Notifier™®

ACEN Engine Room

Compose View All Compose
g Newsletter Imllemn &3 Bulletins
Notifier 7
e T Qrder your Item
TCEN &
Order all your fems Order your Hewsletters Order your Bulletins on the Web Order your Bulletins
# Headline Itern Position No.
Transit Boad Construction: Traffie Detours (1103/2003)
b ltemn was Last Sent On 10/2242003 IC'
, Many County Roads Due For Major Upgrade (11/04/2003)
3 | I©  lew Investment Funds Available (11/04/2003)
Frontend

Ordering items in Notifier™,

You may now re-order the portfolio items in the list by changing the numbers under “Item Position No.” at right:

Headline Hem Position No.
ruction: Traffic Detours (110372003)

1002852003

3 Due For Major Upgrade (11042003

mnds Available (1104720037

Changing the order numbers.

Click “Submit” when you are done. The newly ordered list will display:

Order your ltem

Order all your ltems Order your Hewsletters Order your Bulletins on the Web Order your Bulletins

Headline Itemn Position No.

1 Transit Road Construction: Traffic Detours (11./03/2003)
. Item was Last Sent On 1072972003

2. 2 Hew Investment Funds Available (11/04/2003)

3. Many County Roads Due For Major Upgrade (11/04/2003)

110

The new order.

* Note: to sort alphabetically by name, change all the Position Numbers to “1.”
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