KEY DOLPHIN MANUAL

KeyDolphin for KEY PEOPLE

Some abbreviations used in this manual
KD: KeyDolphin

HD: HostDolphin

KP: KeyPerson

HL: Host List

HLSA: Host List Storage Area

KDBA: Key Dolphin Branch Administrator

How to enter ?
Go to http://dolphin.servas.org

= Click on Dolphin

e insert your "User"

® insert your "Password"

e select your "Country"”

¢ indicate Key List (Key Dolphin)
Click on Login

Please Loqg In

Note:
If you don’t remember your Password/User
= Click on “Forgotten your Password?”

R User: -
Type your Email or User . =
The login information will be sent to your email s " SswOT:
?Iil(llélgs)s (only in case your data have been uploaded - Country: [ Raly

Access o @ Host List O key List '

(Beta-1,

M

Forgotten your password? ILDgin

My Dita = Click on My data to see your role(s)
- Role People
To edit & update P
Person Branch Role Start Date End Date
y()ur personal data BURLAMDC Mario ICT Information Corunication Teamn  Helper January 01, 2007
Click on Edit to see and update your data
First name Last Mame Gender Birth date (let

[Mario | [BURLANDO |[M~| [ ][ [~ |§

P PGB PRSP o o 2 J5 g SRR POt gy o PSR

Address City

AN

{ Host Address; Country: Italy

are different from your Host data

r j’vﬂ’\“‘iﬁqvfxw f’\‘f}\Jf "\‘J!';f;\fmﬁr f Wi

Orange section: your Host data (if KP is inserted in HD you get the same data as in HD)

Green section: for alternative data, to complete only when your contact data as KP
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4

J Alternative Address to be used to contact me in my Servas Role Pnsitinf

P R N Y B | W L
To insert / complete / change your data
= Click on Update

When the data are updated or if no changes have been done
= Click on Exit

The items in the
Structure give you
the KP of the
different Branches

= Click on Structure to see

Branches: = Root :'
general Assembly &8 General Assembly 3
XCO

Committees B2 EXCO - Executive Committee (6 ;
Teams = @ Committees ;
Temporay Groups . . .
Arears) & éountriis 9 &3 Audit Committee (4) f

4 EZB Conflict Resolution Committee (2) r
Number of ‘active’ persons kAT ST ReyelopmantEid Copriteedd)e m o 2
of the Branch

/

[E;}] Print = Ernail Address*"g

Preview: you get the data of the active J
¥V el A S A S Sy e o g 2

people of the Branch
and a Print function

Email Address: you get the email of the key person(s) of the Branch and
the number of KP without email

Note: you can copy & paste the email addresses

Countries

List of countries

= Click on Countries to see the data of the countries

June 17, -

Language for contact £ Prewlaghn, progse ,/’A;TFH@JI’ 39,!],4, le..f‘ '/_??]epiigs;r;iiy

Website of the country

¢ Download: button to L=
download [he HL (lf Download :_IP::: Name Year Hosts Email
uploaded in HLSA) - 3
. eptember albania E
e Upload date in HLSA 09, 2008 7
e Name of the country June 27, _ _ 7
° Year Of the 1atest HL Downloadl 2008 Algeria 2005 1 algerla@servas.:,
e Hosts: number of hosts June 13, . 4
gentina 2005 261 argentlna@servg
e  Email of the country _Download | 2008 g
[ ]
[ ]

You can make a
Search on different
criteria

= Click on Search

You can do a search on:
= Branch : EXCO, Country, Team...
= Key Person Name (first name or last name)
= Area: KPs belonging to a specific area
= Role: KPs with the same role (NS, HLC..)
= Select : you select an item and you get the KP

Country

Team
Committee
International
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. . £y
make your selection (after you can print or extract the data) *
Branch Name Key Person Name :,
e

:
Area -
Select v
= =4
Role Type Show also out of office peuplé/
Select  |~|L /

H

Jsffrf‘cvl}]'-/' B R L SV N P e T e S S T e /’f‘q:;
Note: Check the checkbox to get the KP out of office (Inactive)

After your Search you can:
= Update the data of the KP of your country (if you have this permission)
=  Print the preview of the list
= (Create an extraction of the data in an Excel file
= Extract the Email Addresses of the KP you have searched
To update the data of KP who have no longer the same role or are no longer KP
»  Change the Status of the KP to InActive
= Insert the End Date
= Click on Update
= Click on Exit
= Click on New Search to make another search

To insert a NEW
KP (you need
permission)

!! CASE ONE !!
For countries with
the Host List in
Host Dolphin
(HD)

insert the data for a new Keyperson and check Country name before proceed

= Click on “New” —— Last Neme 2

P,
1. Insert Branch Country _ y
(country) aly | )
2. Insert First name & Next j
Last name PP P PP P TP Yy

3. Verify the country

= Click on “Next”

You get the KP who matches with the criteria and the data as inserted in HD
4. Select the Role

5. Verify the Status (Active)

6. Insert the Start date

= Click on Create

Note: if the name isn’t found go to PART TWO (see below)
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To insert a NEW
KP (you need
permission)

' CASE TWO !!
For countries
without the Host
List in Host
Dolphin (HD)

insert the data for a new Keyperson and check Country name before proceed ;
. )

= Click on “New First Name Last Name ;
4

1. Insert Branch Country - <
(country) taly hd ;
2. Insert First name & Next p
Last name PSR W Y TN S AV ST TRV SR AT SNy

3. Verify the country
= Click on “Next”
You get an empty window
4. Insert the data of the new KP
- fields outlined in red are mandatory
- Region - District
If you don’t know the Region/State or Province/District
‘Not Defined’” will be inserted as ‘default’
4. Select the Gender
5. Complete the data
6. Select the Role
7. Verify the Status (Active)
8. Insert the start date
= Click on Create

Note: Orange section: Host data / Green section: Alternative data (see above: My data)

= Branches

To edit & update
the data of your
own Country

= Click on “Branches”
You see the data of the country

= £ Permissions
Note: KP with permission can change the data of their own country
(permission KDBA: KeyDolphin Branch Administrator)

”
Tlain || B rd

e

Branch profile *
Details re

(4

£

Abbreviation Name Member Status {
Ty 5
Parent Type Status edit Order /
Europe and Near East EVI | Country |v J | Opened VI '

-

Phone prefix Email www -
+39 italy@servas.org www.servas.it ;

-4

Hostlist Year Number of Hosts Printed List Date - DD/MMFYYYY 7
2008 1832 /

= '

[Upload HLSA(HosﬂlstStorageArea]] Servasltaliaznos.pdf | Remove | uploaded on July 15, 20,

-

Language Pref. Spoken '

ITA |; 9'1 (
PSS ,~§ A i e AT S A Vn ah T A e A N e S

Notes

Upload HLSA: you can directly upload a new version of your HL in the HLSA
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=

Email — Country
Forward
Management

To see and manage
the emails
connected at the
country email
XXXX @servas.org

You can manage
yourself the
redirection
(forwarding) of the
country email

Email - Forward Management

= Branches

= Click on

= Click on i=| Forwarding

= Verify the emails connected
at the country email

Delete an email

Add an email
= using Search you can
find the email of one person
already in the database a KP
= Or write directly the new
email and click on the Insert:

= Click on Update

Back o list

Main R

Update | new emails for the argentina@servas.org

Mail

#

prolangelo@gmail.com Delete

rrar lene@kyvd, corm, ar

Delete

Search by narme or lasharme

or

Insert an email

o MU AN NN

b, \"\

o~
AP NP . L

Note: the new email will be memorized in one hour in the provider’s server , check

if all is correct after one hour.
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