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About Multi Me

Multi Me is a secure social network, multi-media communication platform and goal planning tool,
created for people with learning disabilities and other vulnerable individuals. It is designed to help
people communicate and become more in control of their lives with the help of their Multi Me
Support Network.

The Multi Me platform is a social network with a difference. It provides a range of accessible,
secure and multi-media based applications designed to empower individuals in their self-
determination, independence and self-advocacy and to build around them communities of co-
operation, listening and support. Multi Me is a uniquely secure social platform that has a range of
safeguarding, and moderation features built in to enable the safe and happy patrticipation of all its
users.

+ Multi Me is a secure social network on the Internet

« You can log in to your account with your username and password anywhere in the world
using an Internet browser on any computer, smartphone or tablet device that is connected to
the Internet.

Multi Me is a social network which means you can interact with other Multi Me Users on the site.
Multi Me is different from mainstream social networks because it is made up of small, ring-fenced
and managed Communities of Users. Users have to create and build their own Multi Me
Communities or join existing Communities in order to interact with others.

@ multime @& oo AB@

‘ My Profile

ML Wy Friend Requests

] wyeverss

B wy nvaaons )

R vy Groups s Communities
a My Account

00D
006
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1. Registering for an account

To register for a Multi Me account and join an existing Community

Step 1. Open up a web browser and using a search engine such as Google or Bing, search for
‘multi me’ or multime.com. The following link should come up. Click on the link to take you to the
Home Page.

Google  muttime U n

multi me Remove
multimeter
multimedia
multi mesh

Click on the link to

WO Rac P www.multime.com
www multime cx v
t Nota Multi Me
Login Register
Packages News and Events

About Multi Me Contact Details

Step 2. Click on the link to register

mUIt me R, Call now 01223 269 279 @ ° ':;) & Login ; 3

@ Click on the link to
register

u About Multi Me User Stories  Packages News and Events Contact Us

Register

— S — g
// N &
-~ P
’
s
’
7/
/
/
’
/
/
o() o
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Step 3. Click on ‘Join an existing Community’

@ multi me

R, Call now 01223 269 279

@e®

About Multi Me  User Stories  Packages News and Events  Contact Us

(L multi me
Home

What would you like to do?

Build a new community Join an existing commun

Community -
ay trial! ..

own Multi Me

o Login

Click to join an
existing
Community

Step 4. Add your details. You need to think up a username and password, common practice on

Multi Me for usernames is to use your first name fol

lowed by your surname without a space in the

middle such as this ‘FredBloggs’. This way people can easily identify who you are. Click ‘submit’

Register

Please Choose
a Username:

Email address:

Please create
a password:

Please re-
enter your
password:

submit

Usernames cannot
contain spaces

Please add your email
here, this is helpful for
notifications and in case
you loose your log in
details

Your password can be as
simple or complex as you
like. Passwords are
encrypted so go ahead
and use your regular
password if you have
one. Passwords are
Case Sensitive

When you are finished
click ‘submit’

© MULTI-ME LTD. 2015
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Step 5. Go to your email Inbox to check your email. Click on the email verification link sent from
Multi Me and you have successfully registered your account!

Your browser may ask you if you
want to save the password for this
site. If its your personal device the

that could be a good idea. If you are
using a public device then do not let
the device save your password

' Do pou wart Google Chrorse 10 save your patiwerd for tha wie?

@ multi me . s N E= RN piease go to your email and

click on the verification link in
You are here:  Home / Communites / Search @R the email that has been sent
to you. If you cannot find the
A ety o Kooty ol message from Multi Me please
et check your spam/junk folders
in case it has been filtered in
e here

Please check your spam/jpunk folder to make sure you do not miss anry emad from Multi Me

o Alink has been sent to your email address for verification
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2. Finding and joining a Community
NOTE: If you are doing this directly from registering then please jump straight to Step 4.

Step 1. Click on the ‘My Groups & Communities’ link in the Quickmenu on your Homepage.

(L) multi me

R BB 2 ®

My Activity

Quickmenu

Click on the My Groups &

N

Communities link in the
Quickmenu on your homepage

& GEREE v

Step 2. On the Groups & Communities page click the ‘add community’ button

-) multime eisoygiae il AN R % NO)

My Groups and Communities

No communities yet

Click the ‘Add
community’ button

x "
g
Z
& .
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Step 3. Choose the ‘search option’ on the pop up.

How would you like to add Community?

O\ Choose
‘search’

community

Step 4. Search the Community/Communities you would like to join. Then click on the Community
Avatar (picture) to open the Community ‘About’ page

@ multi me S 82 @

You are here: Home / Communities / Search

Search Communities

Please search for a Multi Me community below Search for the
Demo < Community you are
looking for

Currently Showing "All Communities”

Click the Community

Avatar (picture)

Step 5. Click the ‘join’ button to send a request to join to the Community Admin

© muitime (1 oo B0

You are here: Home / Communities / schoolicoliege community - demo site

Click the ‘join’ button to

M send a join request to the

£ \ About This Community Cqmmunity adm_in. Note:
e this may take a little

T/ . P while to get signed off by
AR . .
-t S the admin person. You
Quickmenu should receive a

notification by email
when your request has
been signed agreed.
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3. Logging in for the first time - your
user interface explained

Home Page
Clicking on your username Link to log out of : :
opens your profile page your account Site main
navigational
 e——— : items

B el e Wethe (D) o et e

= i Click on
a@mult:meggw\-.r OBFDR

e support tab to
access FAQs
and support
materials

Clicking on the
logo takes you
home

Click here to
give us
feedback

Quickmenu
shows links to

common
options for any
particular page

Search people
in your
Communities

My Activity, shows activity
happening with me and my
Groups & Communities

Main Navigation

My Requests
Dashboard Conversations

(messages)
© MULTI-ME LTD. 2015 Page 11



(L) mult me

My Stuff Dashboard

My Stuff Dashboard is a personal workspace that lets you navigate to the different features of Multi
Me including your Profile, your Conversations, your Stories, your Goals, your Folders and your
Media.

Q\/) mUItﬁ me ;:t_rq;;lloggedini;@_lg '@' @

My Profile My Conversations My Stories
My Goals My Folders

1. O

My Audio My Videos My Photos My Documents

A
=

© MULTI-ME LTD. 2015 Page 12



@ multi me
My Conversations

My Conversations allows Users to start and join conversations with their Friends and Groups

(L) multime @& oo, NERXD

You are here; Home / Conversations

hi

Participants: W and @

Teacher and Student1

Participants: @ %

Teacher and Student1

| Participants: 7§*§%
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My Requests

A Request is a message sent to a User asking for their consent for something. Requests can be
signed off via ‘allow or deny’ responses by the user. Examples of requests are Friend requests or
Group Join requests.

My Requests is the area where all the requests arrive including Friend requests, Community Join
requests and invites, Group join requests and invites, Goal join requests and invites, Goal Task
requests and reminders and Buddy requests.

“ ,) mUIt me ‘gw You are logged in as Q DD
Teacher logout DD
g
You are here; Home / Task Queue &
=2
L]
My Requests §
o0
m

Today: FredBloggs wants to join your community m
v 12:44 p.m. school/college community - demo site

15 Oct A 1 Support wants to join your group Hello m m
2015: - 1

-
11:01 p.m. |
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4. My Account Settings

To access your Account Settings page click on the link to your User Profile in the main header at
the top of your screen.

Quickmenu

My Profile
Change Profile Pic Then choose ‘My Account’ from the Quickmenu
Friend Requests
My Activity

My Account

My Groups & Communities

You are here:

Home / Support / Settings

Update your username here

“ S odhentiene Update your registered email address

Account details

Username Support

Add your postcode here

Email charlie@multime.com

Postcode

AW o me ikle o o Visibility permissions: allow

My Gommriiies Community Admins from other
Change pasword Multi Me Communities to

Current Password search and invite you to their
Communities

New password

New password again

Change your password

click Update to this will delete your Multi Me account. Don't worry if you log in
save your again within 2 weeks you account will be reactivated
settinas
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Changing your email notification settings

If you have a registered email linked to your Multi Me account you will receive email notifications by
default. There are two types of email notification that Multi Me will send you;

1. Adaily digest of your activity screen updates

2. New Requests that you have received

You can un-check these in your Account Settings under Email Notifications if you wish.

@ mUIti me ‘2»:‘.1'{" ;&loggedmi;go_m ﬁl

You are here; Home / Support / Settings

Notifications of

you receive
Email me My Requests v

Activity Digest Email ” Daily Activity

— Screen digest
‘. Update Settings . g

email

click update to
save settings

The External Applications tab

Please note this section is in development

© MULTI-ME LTD. 2015 Page 16



5. My Profile Page

© multime @ o NHEHQIO

You are here: Home / Studenti

o Your video has been added

My Profile

This is a title

this Is a paragraph...

Quickmenu
My Profile
Change Profile Pic
Friend Requests
My Activity

My ount

* My Groups & Communities
H)

Egl Events

” Invitations

My Friends

1o
1

See all friends

TOP 10 BEST CAT V!

n Add to your Profile o Edit your Profile

_) multi me

title post

paragraph post

image post

video (youtube) post

Your Multi Me profile page is only visible to users in your Communities. Users outside your
Communities will not be able to see your Profile. Your Profile is a page where you can share
information about yourself with other users on Multi Me. Users can also see items that you share
with them personally on this page on your Sharing Dashboard. Users can also send a Friend
request or a Buddy join request. Friends can send you a message from your Profile.

© MULTI-ME LTD. 2015
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Accessing your Profile

You can access your Profile from anywhere on the site in a number of ways:

by clicking on your username in the main navigation...

(L) multime

by clicking on the ‘My Profile’ icon in the My Stuff section...

‘V) mUIt‘ me W ;:Liet;oggedina;g—m LQ" @

You are here: Home / My Stuff

My Profile My Conversations My Stories

Quickmenu or from the ‘My Profile’ link on the Quickmenu.

My Profile
Change Profile Pic

Friend Requests

My Activity

My Account

My Groups & Communities

© MULTI-ME LTD. 2015 Page 18
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Adding a Profile picture

Step 1: From your Profile page click on ‘Change Profile Pic’ in your
Quick menu

Quickmenu
My Profile
Change Profile Pic

« Friend Requests

- My Activity

o My Account

Step 2: Choose how you would like to add
your picture. You can upload a picture or
capture one from webcam.

What would you like to do with your avatar?

If using an iPad, tablet or smartphone
choose the ‘upload’ option then choose to
access your photo library on your device or
take a picture to upload.

Remove Avatar

From a PC choose upload and browse
pictures on your device

From a PC or laptop with webcam enabled choose ‘Take photo with webcam’ (you will need to
grant access to my.MultiMe.com from your browser.

Step 3: Once you have selected your picture,
Click ‘Save’ on the pop up. After upload your
Image: Profile picture will be updated.
large_thumb-i...-200x200.jpeg

geaicase Hied

© MULTI-ME LTD. 2015 Page 19


http://multime.com

) multime
Adding to your Profile page

‘ My Profile

)

> \\.‘@_:
N - S % 3 . .
WU It's time to write your first story. Use your profile to tell a short story
: ’ o about yourself to let others know more about you. Please be aware that
everything you add to this page will be public to members in your

community.

Quickmenu
My Profile
Change Profile Pic
& Friend Requests

My Activity
What would you like to add?

Documents

A

Click on the ‘Add to your Profile’ button
on your profile page

The media Dialogue Pop up box will
appear.

Editing your Profile page

For more information about adding to this page and editing this page please see ‘Adding to your
Story’ and ‘Editing your Story’ P.31-33.

© MULTI-ME LTD. 2015 Page 20
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6. My Friends
Finding Friends

You can search for other Users to befriend in your Multi Me Communities from the ‘Find People’
search box

() multime @§ oo, Bl @

You are here: Home

My Activity

NOVEMBER EEESTTs[anl B sadadds

1 1 in My Home School Book
has created a new event

$

Posted by
Student1

N

&

Quickmenu

: My Profile Student1 shared a st

You can also ‘find friends’ from your Friends page.
Click on the users Profile picture (Avatar) to open up their Profile Page:

Friends of Student1 Find Friends
cor
Teacher Student4
Quickmenu
My Activity
My Account Student5 Student6
My Groups & Communities
Event Age:
vents r\9 5'.9,\‘}
_ [ )
Invitations o LA

© MULTI-ME LTD. 2015 Page 21
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About Student2

Cutest Puppies of All dime!

]

*

-
Quickmenu ' = \ '

add User as a
& Add as a Friend Friend (Send
request)

Student2 Shares With
You

Users sharing
Dashboard

Communities

See friends of the
Friends of Student2 User

4 As,
“ DN

& 9

Additional Profile Page Quickmenu options
+ If auseris a Friend already then there is the option to “Talk to user’

+ If the user has Buddy Status then there is the option to send a Buddy-Up request to the user,
asking them to be your Buddy.

+ If you have Buddy Status and the user does not, then there is the option to send a Buddy-Up
requesting to be a Buddy for the user.

© MULTI-ME LTD. 2015 Page 22
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Signing off Friend requests

If another user sends you a Friend request then you will get a notification in your ‘My Requests’
area.

(© multime @ oo BT

Vni1 ara hara* Hnmo

Click on the Requests icon in the main navigation to go to your ‘My Requests’ page. You will see
the Friend Request with an ‘Accept’ or ‘Reject’ button next to it. You can click on the option to either
accept or reject the friend request. If you have multiple requests you can multiple select them
using the check boxes on the left then click the ‘approve’ or ‘deny requests’ buttons at the top.

(L) multime @& oo, B 2 &

You are here: Home / Task Queue

My Requests

Select all requests

Today:
{40 p.m.

Approve Requests Deny Requests

Student2 has requested a friendship with you on multi ‘ Accept I Reject .

© MULTI-ME LTD. 2015 Page 23
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Removing Friends

If you would like to remove a Friend on Multi Me simply go to your Friends page under your
Quickmenu. Mouse-over the Users Profile picture that you want to remove, then click the dustbin
icon that appears. You will then need to confirm this via the confirmation pop-up.

Friends of Student1 l m

Teacher Student2

Quickmenu
My Activity
My Account Student4 Student5
My Groups & Communities
Events 09 Asg;

X Tx

. v g

Invitations Student6 *‘,1 Sl N b7
LESSO‘\

My Friends

Buddies of Student1

See all friends

Teacher

© MULTI-ME LTD. 2015 Page 24
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7. Conversations

Multi Me Conversations allows users to send multi-media messages to their Friends and start or
join in Group Conversations.

You can access My Conversations by clicking on the icon in the main navigation. If you have a new
message you will see a number notification on the icon.

Clicking the icon will take you to your ‘My Conversations’ page which will show you a list of
Conversations, with newest items at the top. Unread items will have a ‘New’ badge on them.

() multime @& o= o IO

You are here;: Home / Conversations

Woodland Walks @

Participants: W and 0

fitness test

Participants: Wand‘ =
=

© MULTI-ME LTD. 2015 Page 25
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Creating a Conversation with Friends

Step 1. Go to the “My Conversations’ page by clicking on the icon in the main navigation or via the
My Stuff Dashboard

Step 2. Click on the ‘Start new conversation’ button

(L) multime §§ o, = E>40

You are here; Home / Conversations

All Conversations ksl s rand

Step 3. Choose which of your Friends you want to talk to by selecting their Profile pictures, then
click the ‘Select Users’ button

Which friends you would like to talk to?

Student4 Student5

© select Users

© MULTI-ME LTD. 2015 Page 26
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Step 4. Enter what you want to talk about (add a Subject line), if you leave this empty the
conversation will just refer to the names of the Users

What would you like to talk about?

What are you doingthi

Step 5. This will open up the Conversation page. You can now post text or media by clicking on the
‘Add a new reply’ button. This will open up the ‘add media pop up dialogue. (for more information
about media you can post see P.32)

Student2 and alien

Conversation created by Student2 on 5 Jan 2016, 3:09 p.m.

Student2 said: >

Participants: @ G
; -

© MULTI-ME LTD. 2015 Page 27
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Creating a Group Conversation

Step 1. Go to the ‘My Groups & Communities’ page and find the Group you want to talk to. You
can access this from Home then choose Quickmenu item: My Groups & Communities

() multime §§ o=, B RO

You are here: Home

My Activity

You created a conversation What are O whatare you doing this weekend?
you doing this weekend?

. A2 sudents
Quickmenu soer
My Profile
You created a conversation Woodlan O Woodland Walks
My Friend Requests d Walks in Class 1
My Events @\ By
&Y swdenn
My Invitations (1)
My Groups & Communities ’
You created a conversation Woodlan ¢ Woodland Walks
My Account y
d Walks in Class 1

Activity ‘ﬁ =

S
.‘3 / Student1

Step 2. Click on the Group you want to Talk to to open up the Group detail page

&o» My Home School Add group
v Book

school/college community - demo site

( 1 B, School Football
A team

Add group

© MULTI-ME LTD. 2015 Page 28
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Step 3. In the Quickmenu on the Group page click on ‘Talk to this Group’

You are here: Home / My Groups / Class1 / Activity

Class 1

created by Support in community school/college community - demo site on 29 Aug
2015, 11:48 a.m.

Activity on Class 1

Quickmenu

‘ f Talk to this Group rated a conversation Woodlan O Woodland Walks
d Walks in Class 1
About this Group
Group Activity A7 swdentt

Group Events
Student2 joined gr
oup W Class1
in school/college community - demo site

Group Conversations

Leave This Group —=m
osted by

Student2

Step 4. Add the Subject to the ‘what do you want to talk about’ pop-up (required)

Step 5. This will open up the Group Conversation page. You can now post text or media by clicking
on the ‘Add a new reply’ button. This will open up the ‘add media pop up dialogue. Your Group
Conversation will now be accessible in your ‘My Conversations’ page. This rule applies to other
Users Group Conversations that you post into also. Group Members will be notified about your new
Conversation and can access it from the Group Page.

collecting recycling

Conversation created by Student! on 4 Dec 2015, 5:15 p.m.

No more activity to display

_=x

Participants: W Student1 and 0 Class 1

© MULTI-ME LTD. 2015 Page 29
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8. My Stories

Multi Me Stories allows Users to create multi-media rich blogs that they can either keep private in
their own Multi Me workspace (default) or share with their Friends, Groups or Communities.

(L) multime §§ o=, QE MWo

You can access the Story section by going to the My Stuff Dashboard and clicking on the Stories
icon.

You are here: Home / My Stuff

My Profile My Conversations
My Goals My Folders

© MULTI-ME LTD. 2015 Page 30
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Creating a new Story

Step 1. Click on the ‘Create new Story’ button on the Story list page

S
My Stories

My Art Thing

Step 2. Give your Story a name (required). Click the ‘create’ button.

(x)

&3

New Story

You have created your Story!

You are here: @ Student1 / (T7) Stories / My perfect day

0 Your new story has been created

Go to the next

page to see
My perfect day how to add to
your Story....
Story created by Studentl on 4 Dec 2015, 5:27 p.m.
Back

It's time to tell your story, Click on the add media button below and follow the on screen prompts to start adding text,
o video, audio, and images to build up your multi media story.

o Edit your story a Add to your story

© MULTI-ME LTD. 2015 Page 31




Adding media and text to your Story

(L) multime

My perfect day

Story created by Student1 on 4 Dec 2015, 5:27 p.m.

Click on the
‘Add to your
Story’ button
at the bottom
of the Story

i ]

video, audio, and images to build up your multi media story.

It's time to tell your story, Click on the add media button below and follow the on screen prompts to start adding text,

page.

o Edit your story

Q Add to your story

What would you like to add?

How would you like to add your Video?

v You
Add from

YouTube or
Vimeo

Select video
from library

o]

Record a video

Upload a video

© MULTI-ME LTD. 2015

The ‘Add media’ pop up will
appear. From this choose the
type of post you would like to
add.

NOTE: posts are made one at
a time.

Clicking on an option will ask
you to define the source of the
post, such as “How would you
like to add your Video; Upload,
Record from Webcam, Embed
from YouTube or from My
Library?’

Choose which option you

require and click the ‘Add’
button.
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Media options and media types supported

Text

Photo

Document

Audio

Video

Title
Paragraph

Upload from
Computer/
Device

Take photo from
Webcam

Select from
Library

Upload from
Computer

Select from
Library

Upload from
Computer/
Device

Record Audio

Select from
Library

Upload from
Computer/
Device

Record Video

Add from
YouTube/Vimeo

Select from
Library

Large font option for titles
Smaller font option for main body text

Upload from your device. NOTE: use this option when adding a
Photo from iPad and Smartphone. Common file formats supported:
JPG, PNG

You can use this option if you have a webcam installed on your
PC/Laptop.

Select from your Photos you have uploaded or captured to your
Multi Me in the past. NOTE: this does not include Avatars or
picture thumbnails

Upload a document from your PC/ Laptop. Supported documents
are: Word (.docx), Excel (.xIsx), Adobe Acrobat (.pdf) and
PowerPoint files (.pptx). NOTE: this can not be done via tablet or
smartphone

Select from your Documents you have uploaded to your Multi Me
in the past.

Upload from your Computer/ Laptop. NOTE: use this option does
not work on tablet/ Smartphone. Common file formats supported
Wavy, AIFF, WMA, MP3

You can use this option if you have a webcam installed on your
PC/Laptop.

Select from your Audio files you have uploaded or captured to your
Multi Me in the past.

Upload from your device. NOTE: use this option when adding a
Video from iPad and Smartphone, Common file formats supported:
3gp, avi, mov, mp4, mpg, swf, wmv

You can use this option if you have a webcam installed on your
PC/Laptop.

Add the URL of a YouTube or Vimeo video to embed it onto the
page

Select from your Videos you have uploaded, embedded or
captured to your Multi Me in the past.
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Editing your Story

Click on the ‘edit Story’ button at the bottom of the Story page. This will put your story into ‘edit
mode’.

‘ o Edl;your story I , Add to your story

—

In edit mode you will see each Story post defined by a dotted grey line. On the right there are
options against each post

Drag and drop to
re-order the post
up or down the

Edit text by
clicking the pencil
icon

Delete (remove)
post from Profile

page
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Adding a new page to your Story

Step 1. Click ‘edit’ to go into ‘edit mode’

Step 2. Click the ‘+ New Page’ button. This will add pages to your Story shown in Yellow at bottom.

Deleting a page in your Story

Step 1. Click on and open the page you want to delete

Step 2. Click on ‘Remove page’ and click ‘ok’ in the confirmation pop up. WARNING: be careful to
open the right page this cannot be undone!
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Sharing your Story

Step 1. Open up the Story you want to share by going to ‘My Stuff Dashboard/My Stories then click
on the Story name or thumbnail

Step 2. At top of page in the Story header click the Share icon shown below

My perfect day Q

Story created by Student1 on 4 Dec 2015, 5:27 p.m.
Back

Step 3. Choose if you want to share it
Share this with with whole Communities, whole Groups or
individual friends

Step 4. Click the Communities, Groups
Which communities? or Friends you want to share the Story
with then Click the ‘Share’ button. Your
Story will be shared and will appear on
Users Activity Streams.

The Story will also be visible to the

Users whom you have shared with on

your own profile page Sharing

Dashboard, or via the Community or

Group page you have shared that Story
with.
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Viewing other Users’ Stories

You can view shared Stories from other Users on your Activity Screen, you can also see them on
the Community or Group Page that they have been shared with, on the Sharing Dashboard or
Activity, or you can see them on a users Profile Page on their Sharing Dashboard.

To search for a user a see their Stories they share with you:

Step 1. Search for the user in the ‘Find people’ search box near the top of the screen. Click on the
user you want to view. This will take you to the users Profile Page

§\ Student2

Student3

Step 2. On the users Profile Page scroll down under the Quickmenu to the Sharing Dashboard.
Click on the Stories icon (their will be a number count, and if there is an un-viewed Story there will
be a ‘New’ badge.

(if there are no Stories showing here this means that the user has not shared any Stories with you,
either via your Communities, Your Groups or individually as a Friend).

ok on the
Story you want

to view to open
up the Story...

Quickmenu

You are friends with
Student1

f Talk to Student1

Student1 Shares With
You

)

Events Stories
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Commenting on other Users’ Stories

You can comment on other Users’ shared Stories using a range of media. To comment on a Story:

Step 1. Click on the Comments icon on the Story Header.

1D = the best! O

Story created by Student2 on 31 Jul 2015, 11:10 a.m.
ac

One Direction - Steal My Girl

@ multi me Q{A} e sy W oo (3 ®

Youarehere: ) Student2 / (Y] Stories / 1D = the best! / Comments

\ Step 2. Click on
‘Add Comments’
button and add text,

a picture, video,

‘ 0 Your paragraph has been added

Comments - 1D = the best! Back
audio or document
as a comment. The

Student1 said: e Story Comment will
e Bl ' appear in the Users

Activity Stream.

' Add Comment
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9. My Goals

Multi Me Goals is a planning and social task management application that allows users to set and
describe their own personal Goals, manage Goal Tasks, set Task reminders, add Goal Participants
and Attachments.

To access ‘My Goals’ click on My Stuff Dashboard and click on the ‘My Goals’ icon.

\V) mUIt me ;uc:a:':ﬁ[wam:;p_m ﬁ BB )‘2 @

My Profile My Conversations My Stories

=

My Folders

My Goals

"4 — A You are logged in as 22
v) mU|t me W i Q m[m| @@ In the My Goals area

there are two

You are here: Home / My Goals g Q headingS, one for
Goals that | create
called ‘My Goals’ and
another for Goals |

articipate in called
My Goals g

‘Other peoples’ Goals
'

| am involved in’
Other peoples goals i am involved in

‘ Personal Care Skills by Student1

bl | Class project by Teacher
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Setting a new Goal

Step 1. Click on the ‘Set new Goal’ button in My Goals area

(L) multime @& ooo-s, HNBE X

You are here: Home / My Goals

o B

Step 2. Name your Goal. This should be the Goal/target/
outcome you want to achieve such as ‘Learn to drive,
Meet friends, Get a Job, Improve My English’ etc...

Give your Goal a name?

Improve my English

Give your Goal a picture? Step 3. Add a picture/Avatar for your Goal to make it

more visual, you can skip this and add it later if you want.
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o Step 4. Add a description. This will be added to your
Add a short description? ‘About Goal’ page. You can skip this if you want and
add it later.

Click ‘Create new Goal’. Your Goal has been created!

Create New Goal
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Changing your Goal settings

You can update your Goal settings including its name, description and image at any point (Goal
Admins only) by clicking on the Settings link in the Quickmenu.

Quickmenu
About Goal

Goal Tasks
Goal Participants
Goal Attachments

Goal Settings

&
N
&

Members of this Goal

Personal Care Skills
Goal created by Student1 on 29 Aug 2015, 11:59 a.m.

About Personal Care Skills

| want to learn to be more independent with looking after myself

There has been nothing added to this Goal's story yet

© MULTI-ME LTD. 2015
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Inviting Participants to join your Goal

You can invite other people from your Communities to come and join in and help manage your
Goal. Goal Admins can invite and manage Goal Participants, Edit all Goal and Task settings and
add to and edit the Goal ‘About Page’. Goal Participants can add Attachments, Create Tasks for
themselves or assign tasks to other Participants. Goal Participants can be made into Goal Admins
also. Click on ‘Goal Participants’ link in the Quickmenu to see/manage your list of Goal Admins and
Participants.

/o

Quickmenu

Goal Admins © Add/Remove admin
IEI About Goal

[— h =3 Student1
== Goal Tasks ‘b\@

00 o
®®s Goal Participants

Goal Attachments . Invite Participants
Q Goal Participants

o Goal Settings

Members of this Goal Mum108 Teacher

\
dad108 -~ Support

Step 1: You can click on the ’invite’ icon in the Goal header at any time to invite people from your
Communities to join your Goal. Alternately you can go to the Participants page and click the ‘invite
Participants’ button.

Personal Care Skills
Goal created by Student1 on 29 Aug 2015, 11:59 a.m.
c
Goal Attachments . Partici
Goal PartICIpantS ‘ ° - arﬁCIpants ’

Invite People from My Communities

#rd Geoups e Step 2. Click on the users that you want to invite. Click the
‘invite’ button. NOTE: Users will have to accept this invitation
from their ‘My Requests’ area before they appear in your
Goal Participants list and you can assign Tasks to them.
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Adding to your ‘About Goal’ page

You can use the About Goal page to tell a story about your Goal. What is it you want to achieve
and why? How will you go about achieving it? If you share your Goal with others they will see this
page and they will be able to request to ‘Join’ your Goal from this page.

Step 1. Click on ‘About Goal’ in the Quickmenu

Step 2. Click on the ‘Add to this Page’ button. You can add a variety of media to this page.

Personal Care Skills &+

Goal created by Student1 on 29 Aug 2015, 11:59 a.m.
ac

About Personal Care Skills

Quickmenu

| want to learn to be more independent with looking after myself

Edit Page I © Add to Page l

About Goal
i There has been nothing added to this Goal's story yet

Goal Tasks

Goal Participants

Goal Attachments

Goal Settings

5 » B Il @

Members of this Goal

oce

What would you like to add?

A = i

Documents
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Creating Goal Tasks

Each Goal can be broken down into bite-size Tasks that can be given a start and an end date and
assigned to different Goal Participants. Goal Participants are sent requests to carry out, or oversee
Tasks and are reminded when Tasks are overdue. When tasks have been completed by a
Participant they can be signed off. Tasks in progress or pending appear in the top list, when a Task
is signed off as complete then it appears in a Tasks Completed list below.

Step 1. Open up the Goal you want to add a Task to. By default the Goal will open up on the Tasks
page. Click the ‘Create new Task’ button. This will open up the Task builder pop-up.

You are here; Home / Goals / Personal Care Skills / Tasks

Personal Care Skills

Goal created by Student1 on 29 Aug 2015, 11:59 a.m.
ac
Tasks in progress g o e |
Quickmenu
About Goal Ve ﬂ Brush my hair Accepted
o ‘ \\?\,‘\3 25 Aug 2015 - 28 Aug 2015
(CLEIRENS \ ‘l Student1

Goal Participants Tasks CompletEd

Goal Attachments

Wash my hair twicea  Pending
Goal Settings ° m week
29 Aug 2015 - 29 Feb 2016

Members of this Goal

Get my things ready for Accepted
school the eveing before

29 Aug 2015 - 31 Dec 2015

N

oG
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What is the task?

Task Name:
Clean my teeth

Task Description(optional):

I want to be more independent brushing my teeth, currently mum
helps me every morning and evening we use a timer and an electric
toothbrush

Image:
Choose File | DOY-brushing-t...-teeth-jpg.jpg

(L) multime

Step 2. Using the Task builder pop-up add
the Name of the Task you want to happen,
e.g. Brush my Teeth, Talk to a new person
every day at college, Go for a daily walk,
access the gym etc etc.... You can add a
description here if you want, or skip this for
your Task. Click the ‘next’ button when you
are ready.

Step 3. Using the Task builder pop-up you
can add a picture for the Task also. If you
want to find one from the Internet you can
search for images in another tab in your
browser, download/save the image you
want to your device then click on the
‘Upload from device/PC’ option to browse
your devise and select the file.

NOTE: For those using a Tablet or smartphone you can choose to select from your pictures library
or take a photo with your device. For PC users with a webcam you can take a picture using your
webcam. Click the ‘next’ button when you are ready.

When is it going to happen? Step 4. Using the Task builder pop-up,
ot select the start and finish date for the Task.

| If you are unsure when it will happen you
can select todays date as the start date
and the fish date in a number of weeks or
months time. You can update this later.
Click the ‘next button when you are ready.

o December 2015 0

Su Mo Tu We Th Fr Sa
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Step 5. Using the Task builder pop-up
select the Goal Participant you want to
carry out the Task or be responsible for
overseeing that it happens. This will send
a request to that person and the Task will
show as ‘pending’ until they have
accepted it. Click ‘Create Task’ to finish
Mum108 Student1 dad108 the process. You new Task will appear in
the Goals Task list.

Who is going to do or oversee it?

x
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Adding Goal Attachments

Goal Participants can attach relevant stuff to the Goal such as a PDF, Word document or
spreadsheet, or a video, picture or Multi Me Story.

Step 1. Click on ‘Goal
Attachment’ in the

o Your document has been added

Quickmenu
Personal Care Skills Step 2. Click on the ‘Add
Goal created by Student! on 29 Aug 2015, 11:59 a.m Attachments’ button. You

can choose to add a
variety of different
Goals Attachments attachments from a
number of different
sources.

Quickmenu

B About Goal

Goal Tasks

‘ Goal Participants

% Goal Attachments

a Goal Settings

.
0.jpg v
P 10 BEST CAT L
e edu co op flyer.pdf
VIDEOS OF ALL TIME!

Members of this Goal

What would you like to add?

To add a document (PCs and laptops only)
Click on ‘Media’ then select ‘document’ choose upload a document or to add from your library

To add a photo, video or audio file

Click on ‘Media’ then select ‘photo, video or audio’ then choose from:

+ upload a file (also applied to capture from smartphone or tablet)

+ add from your library

+ capture with Webcam (desktops and laptops with webcams installed only)
+ embed from YouTube (video)
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To add an attachment from your Multi Me

Select either:
« Conversations

-  Events
- Stories
« Goals

Select the item/items you want to add, click ‘Add’ button.

Note: private Conversations, Groups or Events that are added will not be able to be accessed by
individuals that do not have permission.

© MULTI-ME LTD. 2015 Page 50



(L) mult me
10. My Folders

The Folders feature in Multi Me allows users to organise their Stories, Goals, media and
documents into Folders. Users have the ability to share whole Folders with Communities, Groups
or Friends. Folders are more of a bookmarking system than a conventional filing system - a user

can add the same item into multiple Folders.

You can access ‘My Folders’ by clicking on the My Stuff Dashboard’ icon in the main navigation,
scrolling down the page and clicking on the My Folders icon.

@ multime & ooz, XX ®

You are here: Home / My Stuff

My Profile My Conversations My Stories

My Goals

My Media

<)

Of
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Creating a Folder

Step 1. On the My Folders page click on the ‘Create new Folder’ button

() multime @ e, B X

You are here: ‘?} Student1 / My Folders

My Folders ’

=72 Dda

Step 2. In the Folder builder pop-up give your

Folder a name (required). Click the next button
What do you want to call your new folder? when you are ready

Name:

My Support

Step 3. Next you can give your Folder a picture
icon, (you can skip this if not required). Click picture
option you require from ‘upload form PC (PCs and
mobile devices)’, or ‘take photo from webcam’ (PCs
only) or click the ‘skip’ button.

How would you like to add an image?

Your Folder has been created!
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Adding to your Folder

You are here: 3 Studentl / My Folders / My Support

My Support - m -

Folder created by Studentl on 8 Dec 2015, 10:44 p.m.

Nothing to show here.

Click the ‘Add to Folder’
button and select from
the option and source
you require.

What would you like to add?

Document

How would you like to add your Document?

Upload from Select from
computer library
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Sharing your Folder

Step 1. Click on the ‘share’ icon in the Folder header.

My Support G
o

Folder created by Student1 on 8 Dec 2015, 10:44 p.m.

© Add to Folder

% edu co op flyer.pdf

Video: Sesame Street: Healthy Teeth, Healthy
Me: Brushy Brush PSA

"@ ) ’ Personal Care Skills

Step 2. Using the Share pop-up
select who you want to share the
Folder with, either your Communities.

Share this with Groups or Friends
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Editing your Folder settings

Step 1. You can edit your folder name and picture by clicking on the settings icon in the Folder

header
s

Folder created by Student1 on 8 Dec 2015, 10:44 p.m.

Step 2. Make the changes you require then click the ‘Update’ button to save changes

Update My Support E

Name
e ‘

Removing Folder contents

My Support

Step 1. Simply ‘mouse over’ items in your Folder and a small dustbin icon will appear top right of
the item thumbnail.

My Support

Folder created by Student1 on 8 Dec 2015, 10:44 p.m.

edu co op flyer.pdf ' Personal Care Skills

Video: Sesame Street: Healthy Teeth, Healthy

Me: Brushy Brush PSA

Ave Yol sure? Step 2. Click on the dustbin icon and then click ‘ok’ on
Co |l corce B the confirm pop-up.

Note: this will only remove these items from the Folder, not delete them from ‘My Stuff’.
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11. My Events

Users can see a list of the Events that they have joined as well as
‘find’ new Events to join from their Groups and Communities.

To access the ‘My Events’ page, click on the ‘My Events’ link in the
Quickmenu on your Homepage.

Events are shown under ‘Events this week’, ‘Events later this
month’ and ‘all upcoming events’.

Quickmenu
Clicking on the ‘More info’ button or the Event name will open up
NyBofie the Event detail page.

My Friend Reauests

My Events S—

WY VG UCHS 1y

() multime @ o NBEQIP

My Events

Invitations 4

Find Events Events that you have been

invited to will show up in the

‘Invitations’ Tab as well as in
your ‘My Requests’ area, you

FITHY | My review meeting More Info can click on these and

15 QR - R.S.V.P your intention to

attend the Event as ‘yes’, ‘no’

or ‘maybe’.

Events This Week

DECEMBER

Events Later This Month

There are no events scheduled later this month

View all upcoming Events

© MULTI-ME LTD. 2015 Page 56



Event page interface overview

Edit

(L) multime

Who
created the
Event,
Where (in
which
Group or
Community
and when

My review meeting -

Event created by Teacher in Student1's Community on 14 Dec 2015, 6:46 p.m.

Interactive
Map

>

Location:

Start

15th December 2015
200p.m

End:

15th December 2015
3:00 p.m

/ You are going to this Event

Teacher said:

Agenda.docx

User Comments
area

© MULTI-ME LTD. 2015

Invite people
/ in this

Community

Event
details

See who is

Update your
attendance
(RSVP)
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Finding and joining an Event

? You are logged in as DD
\V) mUIt me W Studentt logout oo @@?

My Events

Invitations

Find Events

Events This Week

There are no events scheduled this week

Events Later This Month

There are no events scheduled later this month

Find Events in my Communities and Groups

Events This Week

JANUARY

School Play
Friday Jan 08th 2016 - 10:00a.m.

More Info

Events Later This Month

Roller Disco -
More Info
Jan 15th 2016 - 07:00p.m.

© MULTI-ME LTD. 2015

Step 1: Go to ‘My
Events’ page and
click on the ‘Find
Events’ button.
Events will be
shown in your
Groups and
Communities

Step 2: Click on the
Event you are
interested in
attending.

This will open the
Event detail page.
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School Play
Event created by Teacher in school/college community - demo site on 6 Jan 2016, 3:21 p.m .
m Step 3: Click on the
‘Update my
- attendance’ button
a.a Location:
eheoribe «
s k
wuper ® Start
(é,l ENenY 8th January 2016
il 10:00 am
[ ) ! ; & End
/. 8th January 201
Comments © Add Comments
No more activity to display

Step 4: on the R.S.V.P Pop-up click the
tick to confirm you are going to the Event
and then click the ‘Update Attendance’
button.

The Event has now been added to your

| am going to this Event ‘My Events’ page.

Other users in the Group or Community

Hpcate Attendance will be notified of your attendance.
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12. My Groups and Communities

The My Groups & Communities page gives a visual overview of all
the Communities and their associated Groups that you are a
member of. You can also find and request to join new Groups and
Communities from here.

To access the My Groups & Communities page click on the link in
your Quickmenu on your homepage.

Quickmenu

My Profile
My Friend Requests

My Events

My Groups & Communities h

A Acranint

Edit to show the

| option to leave
Can't find the community you're looking for below? Search all public communities m Certa"‘] Groups

or Communities

My Groups and Communities

Student1's Community Click to access

w My Health and { Sports Communlty page
, Wellbeing g

° Add group

Quickmenu
My Profile
My Friend Requests

My Events

Click to access
g Groups | have joined
@ from this Community

Wschool Football
team

My Invitations (2)
My Groups & Communities

My Account

Activity

Add new Groups -
either create new
(admin only) or join

:é existing Group

Add a new Community to this
page - either create your own
or search for an existing Multi
Me Community to join

My Friends Add group
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Community Page interface overview

Community
Avatar

Quickmenu

Sharing
Dashboard

Communit
Members

You are logged in as

(O multime @& e

You are here; Home / Communities / Student1’s Community / Activities

-
| ae ]
W

N4 ’
Quickmenu

ﬂ About This Community
“= See Community Activity
.

::- Community Events
4% Community Groups

ﬁ Community Settings

Studentl's
Community Sharing
Dashboard

@ 6

Goals

o)

Members of Student1's
Community

90>
O
—

Student1's Community

Activity

B @

Mark all items read

PEEEY  Teacher

1 5 has created a new event

Student1 shared a st
ory with Student1's
Community

Support

IS going to the event

Student1 shareda g
oal with Studenti's
Community

© MULTI-ME LTD. 2015

[ My review meeting
in Student1's Community

@ Posted by

Teacher

“’ Student1's Community

(\ Posted by
'J‘b:'

Teacher
m Thing

Student1's Community

[ roller discot
in Student1's Community

Posted by

@ Personal Care Skills
Student1's Community

mult: me

Community
header

Community
Activity
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Finding and joining a Multi Me Community

~ e Step 1: At the bottom of the ‘My Groups &
Helo ° Add group Communities’ page click on the ‘Add

Community’ button

)
-~

How would you like to 2 ommunity? Step 2: Click on the ‘Search a Community’ option
= in the pop up

; Search a ’
community community

@ mult: me Q bl I S (3@? Step 3: on the Community Se_arch
- page, search for the Community

you are looking for in the search

You are here: Home / Communities / Search —
box.
Search Communities

Pl o AR M i N Step 4: Click on the Community
footbal you want to join, this opens up the
community About page.

Currently Showing "All Communities"

%
' Football talk
Step 5: On the ‘About Page’ click

(L) multime @ oo £y 3 P @EP | onthe foin’ button to send a join

request to the Community Admin

for closed Communities. It will join
You are here:  Home / Communities / Football taik _ . g ey s
N ] | you automaticall i itis an open

Community.

NOTE: if it is a closed Community,
Community Admins may take some
time to respond to your request.

yfoc oouteers Peacs ac desporably,. The Community will only be added
to your ‘My Groups & Communities’
page when your join request has
been accepted.

Quickmenu
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Quickmenu

My Profile
& My Friend Requests

i
*| My Events

My Groups & Communities

(T

(L) mult me
Finding and joining a Group in a Community

Step 1: Go to your ‘My Groups & Community’ page.

W& football

oW
0

e Add group

school/college community - demo site

b School Football
team

Step 2: Go to
the Community
where you want
to search for
Groups from
and click the ‘+’
button

community - demo site

Groups

Marx ai irems reaa

Quickmenu

About This Community

See Community Activity

*] Community Events Class 1

Community Groups

school/college
community - demo

albn Claula~

SMT

Art share

School Football team

This will take you to
the Groups page of
that Community. (if
you are also an
Admin of this
Community you will
get the option of
creating a new
Group here also)

Step 3: Click on a Group to open up the Group ‘About’ page. Click the ‘join’ button if you want to
join the Group. A request may be sent to Group admin if the Group Membership is being

moderated by an Admin.

When you have successfully joined the Group the Group will appear next to the Community on

your ‘My Groups & Communities’ page.

© MULTI-ME LTD. 2015
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Leaving a Group or Community

Can't find the community you're looking for below? Search all public ’

My Groups and Communities

Student1's Community

. N

Step 1: Click the ‘Edit’ button at the top of your ‘My Groups & Communities’ page

Step 2: Click on the ‘leave’ text displayed next to the Group or Community you want to leave. Click
on ‘OK’ on the confirmation pop up. Click ‘Stop editing’ or simply click off the page when you are
done.

Communities

Stop editing

Student1's Community

_ My Health and _'_“.‘ Friendships
Quickmenu .| Wellbeing H
8
& remove edit leave remove ed @
& My Profile
»%& My Friend Requests @ MyFamily f p Apers
2
=1 -
[i‘] My Events remove edit leave remove edit leave
'@' My Groups & Communities &) My Home School 0 Add group
v Book

Q My Account

EE Activity

remove edit leave

school/college community - demo site

My Friends
A
..-‘\\\‘%" football @ [Sec:r%ol Football
W
leave leave

NOTE: Leaving a Community will also remove you from all its associated Groups.
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13. Managing your Community

Creating a Group in your Community

Quckment To see a list of Groups in a Community or to create new ones click on the

B About This Community link in the Quickmenu.

_E See Community Activity

"
55 ] Community Events

48 Community Groups h

W - y Settings

Student1's

Step 1: click on the
‘new group’ button.

‘v) mult: me Q ot I 4388 () @ This will open up the
' Group builder form.

Student1Community : ;

Groups © NewGroup [l Edit
Quickmenu
About This Community ‘.w
3 v
; \
See Community Activity My Health and Wellbeing Friendships
i8] Community Events
Community Groups "'ﬁ
2 A

Step 2: Fill out the
form giving your
Group a name, a

picture (optional) and
a description
(optional).

Add a Group on school/college community - demo site

Group Details:

Name: Description:
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Step 3: Set Group Permissions:

Ticking the ‘User requests to join this Group’ checkbox means that any join requests from anybody
in your Community will need to be approved by you or another Group Admin. Leaving this box un-
ticked will mean that anybody from the Community will be able to join without approval.

Permissions

Please check the following boxes if you would like to approve:

@ User requests to join this group (un-checking this box means anyone can join)
@ members creating new group conversations

@ members posting into group conversations

Ticking the ‘members creating new Group Conversations’ checkbox means that any Conversations
that members start with the Group will need to be approved by you or another Group Admin before
they are posted. Un-ticking this box will mean that Group members can freely create Group
Conversations with the Group without needing Admin approval.

Ticking the ‘members posting into Group Conversations’ checkbox means that anything that
members want to post into Group Conversations will need to be approved by you or another Group
Admin before it is posted. Un-ticking this box will mean that Group members can freely post into
Group Conversations without needing Admin approval.

Step 4: Click the ‘Create’ button to finish creating your Group. You Group should now appear in the

‘Groups’ page on that Community. Members of that Community will be notified in their Activity
Stream that you have created a new Group.
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Creating an Event in your Community

As a Community Admin you can create Events in your Community that will be shared with all
Community Members. Member can see details about the event, chat about the event and R.S.V.P
their intention to attend yes/no/maybe. Members will be notified if other members are going to an

Event.

Quickmenu

B About This Community

i Activity

‘ ri:] Community Events

A Community Groups

ﬁ Community Settings

Student1's

Quickmenu

ﬁ About This Community

EE See Community Activity

4-0
E] Community Events

4 Community Groups

ﬁ Community Settings

Student1Community
Sharing Dashboard

You are logged

@ multi me &

w  WHRS

Student1Community

You are here: Home / Communities / StudentiCommunity / Events

Mark all items read

ONmmm I Ec

Events This Week

There are no events scheduled here

Events Later This Month

There are no events scheduled here.

© MULTI-ME LTD. 2015

To access the ‘Community Events’ page click on the link in the
Quickmenu on your Community homepage.

Ly

Events are organised in lists ‘Events this Week’ and ‘Events Later This
Month’ there is a link to show ‘all upcoming Events’ under this section.

Step 1: In the
Events page, click
on the ‘Create New
Event’ button on the
right, this will bring
up the Event builder
form.
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Add an Event on Student1Community
Event Details: Dates and Times:
* *
Give your event a title Start Date:
*
Tell us a bit more about your event Start Time:
0 ¢/ 00
End Date:
End Time:
0 +/| 00
Preview
Location:
*
Address line 1: Region:
2
Address line 2 Country:
City: Postcode:
NN1 2SH
Permissions
When you create an event you have the following options:
@ Please check this box if you would like to approve messages posted on this event before they are made visible
10 your community

Cancel ( Create this event )

‘ 0 Your new event has been created ’

Student1Community

Mark all items read
T

Events This Week

Quickmenu

B About This Community

My review meeting

Dec 15th 2015 - 02:00p.m.

BE More Info

= See Community Activity

-1
&] Community Events

© MULTI-ME LTD. 2015
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Step 2: Fill in the event
information in the Event
builder form. Fields with a *’
are compulsory.

TOP TIP: You can add a
Thumbnail image if you
want to make it easy to
recognise - e.g. bowling,
swimming, cinema etc.. Go
to Google images and
search for the subject plus
the term ‘clip art’.

Step 3: Adding a house/
building number and
postcode will generate a
Map of your event location.

Step 4: Fill out the
Permissions section. Ticking
the check-box means that
any messages posted to
this Event will need to be
signed off by you before
they go live. When you have
filled out the form click the
‘Create this Event’ button.

Your Event is now live in
your Community, Members
will see the Event on their
Activity Streams as well as
on the Community home
page under ‘Community
Events’.
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Updating your Community settings

As a Community Admin you can change the settings of your Community at any point. Settings
include the ability to:

Change Community name
Change Community Avatar (picture)
Change Community visibility permissions (Is searchable)
« Make Community open (any user can join) or closed (requiring
join request)
« Lock Community down by I.P. (limiting access to certain
U Community Events locations defined by I.P addresses)

Quickmenu

E] About This Community

SE See Community Activity

A Community Groups To access Community Settings on the Community page go
L& Community Settings _ to the ‘Community Settings’ link in the Quickmenu

Changing your Community name

(Provider Community only)

In the ‘Details’ tab

school/college community - demo site enter the desired
name of the

Community in the

‘Name’ field. Click

button. to save

Name school/college commt changes.
Is open

Is searchable

Avatar Currently: uploads/avatars/thCEP3QES5)_1440752317.jpg | Clear

Change:

Choose File | NO file chosen

Update (Remove Community)

Removing your Community

Click the red button and the confirmation pop up to remove your Community CAREFUL THIS CAN
NOT BE UNDONE

Changing your Community Avatar

(Provider Community only)
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In the ‘Details’ tab click on the ‘choose file’ button in the ‘Avatar Change’ section. This will open up
a file browser of your PC. Choose the image file you want to use as the Community Avatar. Click
‘Choose’ Click the ‘Update’ button to save changes.

Making your Community Open (un-secure)

In the ‘Details’ tab check (select) the ‘Is Open’ check box (it is un-checked by default) if you want
your Community to be open to all users. This will mean users will be able to join and network with
other Members without request.

Changing your Community visibility Permissions

In the ‘Details’ tab un-check (de-select) the ‘Is Searchable’ check box (it is checked by default) to
remove your Community from the public search list. This will mean Multi Me users will not be able
to find your Community page and ‘join’ button under the ‘Search Communities’ feature.

Restricting access to your Community by |.P. address

Details

Ip address:  172.20.10.2

m © Add ip address

list of ip address of school/college community - demo site

172.20.11.1 ’
(=]

172.20.10.2

To Lock down Member access to your Community to a certain I.P. or a number of I.P addresses,
simply add the desired |.P address under the ‘Permissions’ tab in the Community Settings area. To
add multiple addresses you can click the ‘Add IP address’ button again. |.P addresses can be
edited or removed in the list underneath. Locking down a Community by I.P will restrict Members
access to a certain location/network, such as a school/provider network.

NOTE: I.P Address restrictions will not apply to Community Admins.
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Adding to the ‘About this Community’ page

You can add text, multi-media and resources to your ‘About this Community’ page so people can
learn about your Community - you can say here who is it for, or what are its membership rules for
example. To access the ‘About this Community’ page click on the link in the Quickmenu on your

Community homepage

D <mmmm

Quickmenu

4
E] Community Events

Student1's

‘ @ About This Community

— See Community Activity

4 Community Groups

¢ Community Settings

The ‘About this Community’ page is a Story page, to see how to add to and edit this page please
see ‘Adding to and editing My Story’ page’ P.31-33.

NOTE: The ‘About this Community’ page is a public page that can be accessed by all Users as

well as non-Multi Me users so please make sure that what you post here is appropriate to share
with the public/World Wide Web. Only the Community ‘Story’ will be visible to non-members, the
‘Quickmenu’, ‘Sharing Dashboard’ and Members page is only accessible to logged-in and joined

Members.

Quickmenu

ﬂ About This Community
See Community Activity

Community Events

Community Settings

1.
A Community Groups

Student1's
Community Sharing
Dashboard

Student1's Community

About This Community

n Add to the story o Edit community story

This is my community page

Cat meeting the puppiesdforthe first time
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Managing Community Membership

As a Community Admin you can manage and define roles and responsibilities of users in your
Community, such as giving Users Admin or Buddy status, matching Dependants to Buddies,
adding users to Groups and giving users their own Circle Communities.

Inviting Users to join your Community by email

If you want to invite Users to your Community who are not already signed up to Multi Me you can
choose the invite by email option. This will send them an automated email with a link to register for
Multi Me and join your Community. If their email address has already been registered then they will

be taken to the log-in page where they can log-in.

To invite users to your Community by email:

Quickmenu

B About This Community
S= See Community Activity
1

32°] Community Events
Al Community Groups

o Community Settings

school/college
community - demo
site Sharing
Dashboard

Members of
school/college
community - demo site

Admins

school/college

community - demo site

&
Teacher 1 Support
A
{ ;
Q
Teacher = .1 Support
A
¢ =

I e e

© Add

Teacher

Support
S

school/college

community - demo site

Step 1: Go to the Community
Members page

Step 2: click on the ‘invite/add
user’ icon

© MULTI-ME LTD. 2015
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How would you like to add this user?

= %

S .rch existing
Send invite users

Enter your chosen email addresses below.

They will be sent an invitation to sign up.
Emails
dave@dave.com
ian@ian.com
John@john.com
Sara@sara.com

(L) mult me

Step 3: Choose invite by email

Step 4: In the add email field add emails row
by row (as shown below) by clicking the
return button on your keyboard after each
email.

Click invite to send the invitations.

© MULTI-ME LTD. 2015 Page 73



(L) multme

Inviting existing Multi Me users to join your
Community

If you want to invite users to your Multi Me Community who you know are already signed up to
Multi Me then you can choose the ‘invite existing users’ option. Users will receive an Invitation to
join your Multi Me Community in their ‘My Requests’ section which they can ‘accept’ or ‘reject’.

NOTE: If a user has chosen to hide their profile outside of their Communities, in their Account
Settings/Permissions, they will not be searchable through this means. The user will need to search
for your Community from their own account and then request to join it.

To invite existing Multi Me users to your Community follow Steps 1 and 2 in the previous section
‘Inviting users to join by email’. then...

Step 3: Choose the ‘search existing users’
option

Search existing

 Sendinvite use

— Step 4: Search and then select the users
Invite People from Multime — you want to invite. When you have selected
your users you can click the invite button.

NOTE: If the user has a Buddy supervising
them and depending on the Buddy Settings,
the Buddy may need to approve/deny the
request first before the user can accept/deny
it themselves.
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Creating new Users in your Community

For those users who do not have or use an email address it is possible for Community Admins to
create user accounts manually and manage a Users credentials.

To add a User manually - one at a time

Step 1: under the ‘All Members’

school/college : .
section click on the ‘Add’ button.

aj
#

community - demo site

parmins | e

t
u
—%

Quickmenu

About This Community
8 1 .
See Communty Actity @ fasive - ,‘ Support This open up a chooser pop-up...

58] Community s s

Al Community Groups

Comi ty Settil H
PR ..

school/college
community - demo 5
site Sharing Teacher .‘ Support
Dashboard X -}

‘“n

All Users

Members of e A
school/college [ “SEP Bhesid ! Suppk
community - demo site > P 1
B
-
’

7z

=P

Mo iGild et likete Sdasarss Step 2: Choose the ‘Add Manually’ option

® 1=

[ G

Add manually wite by email
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You are here; Home / Communities / school/college community - demo site

/ Create User

Please Choose a Username Back

Email address

Please create a password

Please re-enter your password

Step 3: In the ‘add user’ form give the user a username and password.

NOTE: Usernames should NOT contain spaces and are not case sensitive. Passwords are case
sensitive and can be any type of character. Make a note of the username and password so that

you can give it to the new user to log in. If the password is lost Community Admins can create a

new one from the ‘edit’ users feature in the Community Members area.

Then add an email address for the user. NOTE: you can either use your own email or a generic
email (one email can be used for multiple accounts via this means).

Groups Step 4: You can add the user into

ere— . Groups that exist in the Community
(optional)
School Football team 4 € remove this group

select a group A 0 remove this group

Step 5: You can give this user their own Circle Community by
¢ has own Circle Community? checking the ‘has own Circle Community’ check box.
(optional)

Assigned Buddies Step 6: You can match the user to Buddies in the

Support : Community (optional)

Teacher ° remove this buddy

«
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Save and add another

Step 7: When you have defined the
user settings you can click ‘Save and
close’ or ‘save and add another’ to

repeat the process for another user

Adding Users via CSV function

If you want to create a lot of user accounts in your Community all in one go, you can use the ‘Add
via CSV’ function. You will need to download a CSV Spreadsheet template first, fill it in in Microsoft
Excel or another CSV editing application, save it to your PC then upload it to Multi Me.

Quickmenu

About This Community

See Community Activity

Upload fr. =
computer

Step 1: Click the
‘Create new users
by CSV’ button on
the Community
Members page

Mark all items read

school/college

community - demo site

Edit Us -rs ° Add/Remove admin

Support

Teacher .‘

csv '

Step 2: Select ‘download template’. a
CSV file called ‘sample.csv’ will
download to your computer.

Download
template
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Step 3: Open up the CSV file with a spreadsheet editor application such as Microsoft Excel and
add user details in the columns.

@ Excel File Edit View Insert Format Tools Data Window $ Help
@20

SR~ N W R ~ A 7 W =
PEHOE® 00 & ©- 225 - (@& E] #h [0k @

A Home Layout Tables | Charts SmartArt Formulas Data | Review

Edit Font Alignment Number
iii':'" v  |Caliori (Body) vi12 |v| As Av | = = & |abc~ _,) wrap Text ¥ - General
paste (7 Clearv B |1 |U| |y S v W N | B e Tt T Merge B~ % >
£16 L0 & (~

A A B _ C _ D N — F | G _ H .
1 .ﬁrst name last name email username password user_type match_te_buddy match_te_group
2 |john appleseed site@rbh.com johnappleseed 1234 user football, art
3 |david white site@rbh.com davidwhite 1234 user maystyles, simor football, art
4 martin cook martin.cook@gm martincock 1234 admin

5 |rachel smith rachel.smith@gn rachelsmith 1234 buddy
6 |
7 4
8
9
1

=a |

CSV instructions:

Usernames or Passwords should not contain any spaces, Passwords are case sensitive but
Usernames are not. Passwords do not need to contain any special characters

Email: Please add the email address that you want to link to the users account, if a user does not
have an email address then you can add multiple users to one email,or just leave this field blank

User Types: This will define which role the user will have in the Community, please add either an
admin, buddy or user

Match to Buddy: Here you can match 'Users' to 'Buddies', please add the Buddies name in this
field followed by a comma and without spaces, for example:
DavidHarrisson,MarkSmith,DonnaWillcot

NOTE: Buddies will need to have been created first in the Community in order to match them to
new users on this CSV. If you have not done this yet, please create the Buddies first in the
Community Membership page and then create the CSV for your users.

Match to Group: Here you can match 'Users' to Groups' in the Community. Add the Group name
you want the user to join in the CSV field followed by a comma, (groups can contain spaces in the
group name) for example: Monday Cooking Group,Football,Rap Group,Class 1,Art

NOTE: Groups will need to have been created first in the community in order to match users to

them. If you have not done this yet, please go to the Community Groups page, add your new
groups there first and then create the users via CSV.
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| Layout |

Csv

13

Upload from
computer

Jownload
template

Csv

Choose File |school name.csv

Add Users

—

@ multi me

Step 4: Save your edited CSV somewhere safe on your computer. NOTE:
You may need to refer to this for usernames and passwords.

Step 5: On the Community
membership page choose the ‘upload
from Computer’ option, find the CSV
file you have just saved in your PC file
browser and click on ‘open/save’.

Step 5: You will now see the CSV file
selected in the Pop-up. Click ‘Add
Users’ to upload the file and generate
the user accounts.

Generating accounts may take a few
seconds to complete.

You will get a confirmation message
when this is done.

NOTE: If any actions have not been successfully completed during the CSV account generation
they will be displayed in a message also. Failures may be due to typos in the CSV file. If joining
users to Groups or matching them to Buddies has not worked for this reason, you will need to edit
the users manually through the ‘Edit users’ function.

© MULTI-ME LTD. 2015
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Editing User details
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As a Community Admin you can edit user details (non-admin/Buddy users) from your Community

Membership page by clicking on the ‘edit users’ button.

school/college

Mark all items read

community - demo site

Admins ‘ Edit Users I satenewuserbycsv | €@ Add/Remove admin
a9
Teacher .‘ Support

Quickmenu

ﬂ About This Community

S= Ssee Community Activity

school/college community - demo site - Edit Users

Assigned
Name Email Assigned
Buddies Ened Clovps
Class 1, Art share, S M T, School Football
Teacher site@multime.com
team, Hello,
Class 1, Art share, S M T, School Football
Support charlie@multime.com
team, Hello,,
Student1 site@multime.com Teacher, Class 1, School Football team,
Student2 site@multime.com Teacher, Class 1,
sudont o Teacher

You are here: Home / Communities / school/college community - demo site _
/ Student1
Username Student1
Email address site@multime.com
Change password
Class 1 $ © remove this group
School Football team 4 © remove this group
» has own Circle Community?
Assigned Buddies

Teacher $ © remove this buddy

© MULTI-ME LTD. 2015

Step 1: click on the ‘edit users’
button in the Community Members
page NOTE: this option is not
available for other Admin/Buddy
users

Step 2: Click on the ‘Edit button next
to the user you want to edit.

Step 3: Change the details you need
to change. To change a users
password click on the ‘Change
password’ text link under the email
address field - this will open up a
change password form. You can add
and remove Groups or assign
Buddies. Or give the user their own
Circle Community.

Click ‘Save’ when you are finished.
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Removing Users from your Community

school/college

Mark all items read

community - demo site

Admins ﬁ

Quickmenu

ﬂ About This Community

5
EE See Community Activity Teacher ‘ Support
school/college community - demo site - Edit Users
Assigned
Name Email Buddies Assigned Groups

Cl 1, Art share, S M T, School Fi Il

Teacher site@multime.com Hlessilsteshaless SEHO0LEDOtR °Remove
team, Hello,
Class 1, Art share, S M T, School Football

Support charlie@multime.com
team, Hello ,

Student site@multime.com Teacher, Class 1, School Football team,

Student2 site@muitime.com Teacher, Class 1,

_— te@mubicie cars i

© Add
Teacher W
e Support
S &
3N < .
l‘ >
Remove
|| Student? Student2
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Step 1: Go to your
Community Membership
page and click the ‘edit
users’ button.

Step 2: Click on the
‘Remove’ button next to
the users name, then click
‘ok’ on the confirmation
pop up. This will remove
the user from your
Community.

Alternatively you can click
the ‘remove’ button under
each users Avatar on the
Community Members
page under ‘All Members’
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Making Users Community Admins - invite by email
option

Go to the Community Membership
Page under the ‘Admins’ section

school/college

community - demo site

ns | Step 1: Click on the ‘Add/Remove’
Ad create new user by csv | Add/Remove admin
ek . :’ button

Q
Teacher : Support
=
¢ &

school/college
community - demo
site Sharing
Dashboard

® 0
o

© Add/Remove

Step 2: Choose to invite by email
How would you like to.add users?

A=)

Select existing
users Invite by email

Step 3: Add the email addresses of the people whom
Enter your chosen email addresses below you want to invite as Admins. Add one email then press
' the enter key to add another email to invite multiple

They will be sent an invitation to sign up.

Emails users at once.
john@gmail.com

TG el oA Click the Invite button to send the Invitations.

s.kelly@hotmail.com

=
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Giving or removing Community Admin status - select
existing Users option

Follow Step 1 in the previous section ‘Creating Admins in your Community - invite by email’,
then...

Step 2: choose the ‘Select existing users option’ when prompted.

Step 3: Simply select/de-select
o the users you want to give/
Search existing multime users remove Admin status in your
Community and click the ‘Add
Admin’ button.

3 }Fa '
4 ﬂ Q \\E’ You will see the users appear or

disappear from the Admins
section on the Community
Members page.

Support Stuc
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Creating Buddies in your Community

The Buddy feature is a unique secure social networking feature to help safeguard and support
vulnerable individuals with their networking and digital life on Multi Me. The Buddy can help ensure
that a user posts and shares appropriately with others, as well as joins appropriate Groups and
Communities. Community Admins can give users in their Community Buddy status and then assign
other users (Dependents) to them for support. Users in the Community can also ‘Buddy-up’ and
request for support from Buddies, Buddies can ‘Buddy up’ and offer support to users.

Inviting Buddies to join by email

You can define which users in your Community have Buddy status by adding them to the Buddy
section on the Community Membership page.

Quickmenu

m About This Cc

school/college
community - demo
site Sharing
Dashboard

school/college

community - demo site

Mark all items read

amins | ry—

Buddies

Support
P

Select existing

users

‘WA

Invite by email
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Go to the Community Membership
Page and scroll down to the Buddy
section.

Step 1: Click on the ‘Add/Remove’
button.

Step 2: Choose to ‘invite by email’.
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Enter your chosen email addresses below.

They will be sent an invitation to sign up.
Emails

@ multi me

Step 3: Add the email addresses of the
people whom you want to invite as

Buddies. Add one email then press the
enter key to add another email to invite

multiple users at once.

john@gmail.com
ian@gmail.com
s.kelly@hotmail.com

Click the Invite button to send the
Invitations.

Giving or removing Buddy status - select existing
users option

Please follow Step 1 in the previous section ‘Creating Buddies in your Community - invite by email’
then:

Step 2: choose the ‘Select existing users option’ when prompted

Step 3: simply select/de-select
the users you want to give/
remove Buddy status in your
Community then click the ‘Add’
button.

Search existing multime users

&6
D % Q8

You will see the users appear or
disappear from the Buddies
section on the Community
Members page.

Teacher Support
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Matching Buddies with Dependents

it P

Quickmenu

ﬂ About This Community

ee Commu

0
22%] Community Events
Al Community Groups

o Community Settings

martincook

school/college
community - demo
site Sharing

Dashboard Buddies

Q
Teacher ; Support
e 1
e

ian

Assigned
Name Email Assigned Groups
Buddies
Art sh chool Footbas
Teacher she@muttime com
Class 1, Art share, S M T, School Footb.
Suppon charlie@multime.com - S = - ow
: team, Hello
Student! site@multime.com Teacher Class 1, School Football tear ORen e m
Student2 site@multime.com Teacher Class 1 © Remove © et
Groups © 2dd another group

has own Circle Community?

N
Assigned Buddies ( © addanothecbuddy )
N
Assigned Buddies © 2dd another buddy
rachelsmith ;
select a buddy
[ >

@ multi me

Step 1: Go to the
Community Membership
Page and Click on the ‘Edit
users’ button

Step 2: On the ‘edit users’
page click on the ‘edit’
button next to the user
whom you want to match to
a Buddy

Step 3: On the user edit
page click on the ‘Add
Buddy’ button.

Select from the drop down
of pre-defined Community
Buddies. If there are none
you will need to define
Buddies first. (see P.76-78)

Step 4: Click the ‘Save’ button when you are done, or click ‘add another Buddy’ if you want to

match the user with more than one Buddy.
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Giving Users in your Community their own ‘Circle

Communities’

You can give users in your Community their own Circle Communities for themselves or their Buddy
to manage. These Circle Communities can be used as online Circles of Supports to enable the
participation of a Users friends, families and key professionals in their Multi Me. A users Buddy will
automatically become the ‘Circle Admin’ of their Circle Community. Where there is no Buddy in

place the user will be the admin of their own Circle Community.

To give a User in your Community their own Circle Community follow Steps 1-2 in the previous

section ‘Matching users with Buddies in your Community’ then...

/ Student2

Username

Email address

Change password

Groups

has own Circle Community?

Teacher v

rachelsmith v

Student2

site@multime.com

€ remove this group

€ remove this buddy

€ remove this buddy

© MULTI-ME LTD. 2015

Step 3: Select the ‘has own
Circle Community’ check box

TOP TIP: You can add a Buddy
for the user at the same time if
they do not have one. The
Buddy will automatically be
Admin for the users Circle
Community.

Step 4: Click the ‘Save’ button
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Adding Users to Groups in your Community

Quickmenu
ﬂ About This Community
EE See Community Activity

Community Events

s
a Community Settings

school/college
community - demo
site Sharing

school/college L[> @4

Mark all items read

community - demo site

pamindC I

Q
Teacher Support
~

Ny

martincook

school/college community - demo site - Edit Users

Name Email
Teacher site@multime.com
Suppon charlie@muitime.com
Student! site@multime.com
Student2 site@multime.com
Student3 site@multime.com
Studentd site@multime.com

Assigned
Buddies Sasac oS

Class 1, Art share, S M T, School Footbal

o
team, Hello
Class 1, Art share. S M T, School Footba © Remove
team, Hello

Teacher Class 1, School Football team
Teacher Class 1
Teacher,

You are here; Home / Communities / school/coliege community - demo site

/ Student2

Username
Email address

Change password
Groups
Class 1

has own Circle Community?

Assigned Buddies

Student2 Back

site@muitime.com

=

( © add another group '

© MULTI-ME LTD. 2015

Step 1: Go to the Community
Membership Page and click
on the ‘edit users’ button

Step 2: On the edit user
page click the ‘edit’ button
next to the user whom you
want to edit

Step 3: Click on the ‘Add
Group’ button. Select from
the drop down list of Groups
that exist in the Community.

Click ‘Add another Group’ to
add multiple groups.

When you are done click the
‘Save’ button.
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13. Groups

Creating a Group

(see p.85 - Community Admins only)

Editing your Group settings

Can't find the community you're looking for below? Search all public communities SIS

My Groups and Communities

Student1's Community

Quickmenu My Health and Sports
¥ Wellbeing g

: My Profile

»‘ulzl group

ML My Friend Requests

4t
i3] My Events
A My Groups & Communities
o My Account

school/college community - demo site

Art share

= Activity

i &
SMT School Football
& O
My Friends

Hello Add group

A Football talk

SMT

created by Support in
2015, 11:51 a.m.

Activity on S M

Quickmenu

f Talk to this Group

ﬂ About this Group

EE Group Activity

S8

E‘_.l Group Events

‘ Group Conversations

o Group Settings

Leave This Group

© MULTI-ME LTD. 2015
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Step 1: Go to your ‘My
Groups & Communities'
page and click on the
Group you wish to edit

Step 2: Click on the ‘Settings’ icon in the Quickmenu
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Add a Group on

Group Details:

Name: Description:

1Art Share | | This is a group for pupils to share their Art work|

Image: Add Image

Permissions
Please check the following boxes if you would like to approve:

v User requests to join this group (un-checking this box means anyone can join)
v members creating new group conversations

v members posting into group conversations

Step 3: Edit any of
the Group details
such as Changing
name, Picture,
description or
changing Group
Permissions. Click
the ‘Save’/‘Create’
button when you are
done.

( acel | Create I

© MULTI-ME LTD. 2015
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The About Page is visible to non-Group Members in that Community and is a page where Group
Admins can add some information about the Group. Non-members can request to join the Group
from this page. You can add to your Group About page by following these steps:

Adding to the Group ‘About’ page

: Step 1: in the Quickmenu click the ‘About this
' ? SMT Group’ icon. This will take you to the About page.
' created by Support in

2015, 11:51 a.m.

Activity on S M

Quickmenu

f Talk to this Group

ﬂ About this Group

EE Group Activity

=3
[5_5_‘] Group Events

Step 2: Click the ‘Add to the
Story’ button then select the
sort of thing you want to add
with the media chooser pop

up.

multime @) oo

Teacher logout

You are here;: Home / My Groups / Art Share

NOTE: The About page uses
the ‘Story’ feature. To learn
more about how to add to and
edit your Story see ‘My
Stories’ ‘Adding media and

Art Share text to your Story’.

created by Teacher in community school/c
2015, 8:50 p.m.

About Art Share

Quickmenu been added to this group's stor]

x’ Talk to this Group

E] About this Group

- E Group Activity

m Group Events What would you like to add?
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Inviting Users to join your Group

To invite people from your Community to Join your Group:

Step 1: click on the ‘invite icon’ in the Group Header

Art Share Q
created by Teacher in community school/college community - démo site on 15 Oct

2015, 8:50 p.m.

Step 2: Select people from your
Community whom you want to join
then click on the ‘Invite’ button.

Invite People from school/college
community - demo site

Invited users will get an invitation
Request in their ‘Requests’ area
which they can then accept or

reject.
@ Studentl Student2 £ Student3 Student4 . . .
Sirs - o o NOTE: Users with Buddies in
9 Ass, place who are supervising ‘join
K4 2 requests’ will be sent the invitation

request first before the invited
" user. This will need to be signed off

by the Buddy first and then the
user.
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Managing Group Membership

To manage the Membership of a Group first go to that Group page by going to ‘My Groups &
Communities’ then select the Group that you want to manage.

[22*] Group Events

o O From the Group page under the Quickmenu and Sharing Dashboard

&} Group settings scroll down and click on the ‘Members of Group’ section

Leave This Group

Art Share Sharing
Dashboard

Stories Goals

Members of Art Share

0

See all Members

e —

Adding and removing Group Admins

Admins are able to manage group membership, change Group details and permissions, Add to the
Group About page and veto Group requests. To create other Group Admins in your Group apart
from yourself:

Step 1: Go to your Group Membership page.

Search existing multime users Step 2: Click on the ‘Add Admin’ button under
‘Admins’.

b =
Q ” ’w 'Q‘ﬁ ’%\ Step 3: Select or de-select from the list of

users then click * Add/Remove Admin’ button.

Teacher Support
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Removing Group

Members

Art Share

created by Teacher
2015, 8:50 p.m.

Group Admins
Quickmenu

f Talk to this Group

Teacher
B :
= GroupAc

All Members

n community school/college community - demo site on 15 Oct

© Add admins

Teacher

b | Studenti

Student3

A

L'w,,u

=3
% Student2

Support

Student4

© MULTI-ME LTD. 2015
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Step 1: Go to your Group
Membership page.

Step 2: Scroll down to ‘All
Members’ section click the
‘remove’ button underneath the
user profile the click the ‘ok’
button on the confirm pop-up.
This will remove the user from
the Group.
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Creating a Group Event

As a Group Admin you can create Events in your Group that will be shared with all Group
Members. Members can see details about the event, chat about the event and RSVP their
intention to attend yes/no/maybe. Members will be notified if other members are going to an Event.

Y
‘?ﬂ" 4

Quickmenu
x’ Talk to this Group

E] About this Group

s e

1-3
‘ [EI Group Events

‘ Group Conversations

To access the ‘Group Events’ page go to ‘My Groups & Communities’ then
click on the Group you want to access/add and Event to. Click on the
‘Group Events’ link in the Quickmenu on the Group homepage.

Events are organised in lists ‘Events this Week’ and ‘Events Later This
Month’ there is a link to show ‘all upcoming Events’ under this section.

S

Art Share

created by Teacher in community school/college community - demo site on 15 Oct

Events This Week

Events Later This Month

=)

Step 1: On the Group Events page, click
on the ‘Create New Event’ button on the
right, this will bring up the Event builder
form.

5 scheduled here

Event Details:

Dates and Times: Step 2: Fill in the event

.
Give your event a title

Tell us a bit more about your event

Preview

information in the Event
Start Date: builder form. Fields with a **’
are compulsory.

Start Time:"

0 s/ 00 H

End Date: TOP TIP: You can add a
Thumbnail image if you want

End Time to make it easy to recognise

o ¢|[oo 2 - e.g. bowling, swimming,

cinema etc.. Go to Google
images and search for the
subject plus the term ‘clip
art’.

© MULTI-ME LTD. 2015 Page 95



@ multi me

Step 3: Adding a house/building

LOCHHO: number and postcode will generate a
Address line 1:* Map of your event location.
Address line 2: Country:
City Postcode

L Step 4: Fill out the Permissions
Permissions . .

section. Ticking the check-box

When you create an event you have the following options means that any messages

@ Plea heck this box if you would like to approve messages posted on this event before they are made visible

SEsEitin s s posted to this Event will need to
have filled out the form click

be signed off by you before
they go live. When you
4 a}] Create this event I
the ‘Create this Event’
button.

Your Event is now live in your Group, Group Members will see the Event on their personal Activity
Streams. They will be able to click on the Event and see the Event details you have added. they
will be able to chat to other members here about the event and R.S.V.P their intention to attend.

The Event will also appear in the Group Activity Stream and Members will be able to access it in

the Group Quickmenu section under ‘Group Events’. Group Members will also be able to find the
event by clicking on the ‘Find events’ button in their ‘My Events’ page.
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Creating a Group Conversation

_ ‘,vs’

Quickmenu
Step 1: To start a new Conversation
Talk to this Group h with all Group Members you can
click the ‘Talk to this Group’ link on

the Quickmenu on the Group page.

About this Group
Group Activity
Group Events

Group Conversations

Step 2: Give your Conversation a Subject line

Start a new conversation
what would you like to talk about?

Name:

Football|

o Start a new Conversation

Step 3: Add a post using the ‘add-media’ pop-

up.

Football 1

What would you like to add?

Your Conversation has now been posted to
your Group, Group Members will see the
Conversation on their personal Activity
Streams. They will be able to click on the
Conversation and add their own comments.

The Conversation will also appear in the Group Activity Stream and Members will be able to
access it in the Group Quickmenu section under ‘Group Conversations’.

Note: The Conversation will only appear in a Users ‘My Conversations’ area if they post a
comment into it.
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14. Buddies

The Buddy feature on Multi Me is a unique feature for safeguarding and supporting vulnerable
individuals with their networking, it helps to keep Multi Me safe, and insure that users post and
share appropriately with others. Community Admins can give users in their Community Buddy
status and then assign other users (Dependents) to them for support. A Buddy is a user who has
certain admin rights over a specified other user in order to support and supervise them with their
interactions on Multi Me.

Becoming a Buddy of another User (Dependent)

This action needs to be performed by a Community Admin. See p.78 for details.

Accessing a Dependents Buddy Screen

To access a dependents’ Buddy screen you will first need to go to their Profile page. To open up a
users profile page you can search for their username in the top header and click on the users
profile picture, alternately you can click on the My Friends section, scroll down to the Buddies
heading and select the user from the list of your Buddies there.

B 2@

alien

(L) multime @ o

Quickmenu

& Add as a Friend
4 n Manage this user _

o=l I-ME LTD. 2015 Page 98

From their Profile Page click on ‘Manage this user’
from their Quickmenu. This will open up that
About alien users’ Buddy Screen.

This user has not added any
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Setting Buddy Permissions for a Dependent

The first tab on the Users Buddy Screen is the Permissions Tab. Here you can select the options
you require to veto for that user and click the ‘Update’ button.

Permissions for Alien m

Buddies Memberships Friends Conversations Buddy Folders

Permission Allow Confirm Deny
Friend Requests

Join Communities

Send Invitations

Join Groups

View All Posts

Create Group Conversations

Create Posts

Join Goals

Talk With Friends

Update

Buddy Settings options

Allow = no vetoing needed, user can act without Buddy supervision
Confirm = vetoing needed, Buddy will supervise
Deny = denies access for user to these features

Permission Explanation

Friend Requests Buddy can allow/deny friend requests made by the user, and sent to
the user

Join Communities Buddy can allow/deny user requests to Join Communities

Send Invitations Buddy can allow/deny user sending invitations to other users to join,
Communities, Groups, Events or Goals

Join Groups Buddy can allow/deny user requests to Join Groups

Create Group Conversations Buddy can allow/deny new Group Conversations started by the
user

Create Posts Buddy can allow/deny any posts added by the user, including text

inputted, or media either uploaded to multi me, embedded from
YouTube or captured via webcam

Join Goals Buddy can allow/deny user requests to Join Goals

© MULTI-ME LTD. 2015 Page 99



(L) multime

Permission Explanation
Talk with Friends Buddy can allow/deny Conversations between the user and their
Friends

Adding or removing Buddies of a Dependent

Click on the ‘Buddies’ tab.

Buddies of Alien

Permissions Memberships Friends Conversations Buddy Folders

Buddy Remove

Teacher :
IIIIIIIII

Click the ‘Add Buddy’ button to select Buddies from the users Communities.
L Selecting a Buddy and adding them gives them immediate Buddy Status over

the user.

Click the ‘Remove’ button next to the Buddy name to remove a Buddy from a User.
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Managing and viewing a Dependents’ Memberships

Memberships for Alien Click on the “Memberships’
tab on the users’ Buddy
Permissions  Buddies Friends  Conversations  Buddy Folders Screen. this will show
B Community, Group, Event and
Comimunides Goal memberships. You can
o e e click on the name of the
== Community, Group, Event or
Goal to view detail.
Groups
Group Status Actions
Alkarved [ remove | Click the ‘Remove’ button next
P, = to the item name to remove
- the Users membership.

Managing and viewing a Dependents’ Friends

Click on the “Friends’ tab on the users’ Buddy Screen.

Permissions Buddies Memberships Conversatiow Buddy Folders

Friends

Name

Teacher

Student2

Student4

Student5

Studenté

jnonan:

You can click on usernames to view their Profile page. You can click the ‘remove’ button to remove
friendships.
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Managing a Dependents’ Conversations

Click on the “Conversation’ tab on the users’ Buddy Screen.

Conversations involving Student1

Permissions Buddies Memberships Friends

Started

@ Buddy Folders

Title

This user hasn't started any conversations yet

Joined

Actions

Title

testing budying group conversations

Actions

Buddies can click ‘Allow/deny’ on each Conversation

NOTE: If the Buddy has not been added to the conversation they will not be able to view its

content from here by clicking on the Conversation link.

© MULTI-ME LTD. 2015
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15. Glossary

Activity and Activity Stream
Shows the interaction and events of Users Groups or Communities

Buddy
A user who has certain admin rights over a specified other user (dependant), in order to support
and supervise them with their interactions on Multi Me

Buddy Request

A request sent by a Buddy to a User, or a User to a Buddy asking to Buddy-Up. Or an individual
request sent to the Buddy to confirm or deny specific interactions of the dependent on Multi Me, as
specified in the dependents Buddy Screen by the Buddy

Buddy Screen
The area where a Buddy manages a dependents Buddy Settings and their account

Buddy-up
A way to send a Buddy Request to another User from a User Profile page

Community
A ring-fenced and managed network of users, sharing and activity

Comment
A message/post made in response to something

Capture (media)
To record media such as pictures, audio or video from a webcam using Adobe Flash technology

Circle Community
A personal Community exclusively linked to an individual user as opposed to a Provider
Community that is linked to a group or organisation

Conversations
Messages between Friends and Groups on Multi Me

Community Admin
A user who has administrative rights over a Community and has the ability to manage that
community, its users and sharing

Dependant
A user who is managed by a Buddy

Event
Something that takes place at a certain time and location. An Event can be shared with Groups or
Communities and users can interact around Events.

Event Admin
A user who has administrative rights over a particular Event and is able to edit the Event details

Embed video
A way of adding and sharing video from YouTube or Vimeo onto Multi Me
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Friends

A defined group of Users who have consented/been consented to interacting on a one-to-one basis
on Multi Me

Friend Request
A way of asking another User if they want to be Friends on Multi Me

Folder
A feature that allows Users to organise their stuff including media, documents as well as Multi Me
assets such as Goals and Stories

Group

A Group of Users in a specific Community. Groups can be either closed (by request/invite only) or
open to Community Members. Members can interact with the Group via sharing and by having
Group Conversations

Goal

A feature that allows Users to set their own Goals, objectives or targets in Multi Me by describing
the Goal with multi-media and setting themselves and other Goal Participants time-based Tasks to
achieve Goal objectives

Goal Task
A time-based task set to help achieve a Goal objective. Tasks can be assigned to different Goal
Participants

Goal Participant
A User who has joined a Goal to help participate in its activities

Goal Attachment
Something that has been added/attached to a Goal. Attachments can include Multi Me assets such
as Stories, media or documents that are relevant to the Goal objective

Group Admin
A User who has administrative rights over a specific Group. Admins can mange group members,
Events, sharing and Conversations

Goal Admin
A User who has administrative rights over a Goal. Admins can update Goal settings, describe the
Goal and manage Goal Participants

Home
Your Homepage on Multi Me - the first page you are taken to after logging-in showing you your
Activity and Quickmenu options

Invite and Invitations
Users can invite other users to participate in Groups, Communities, Events and Goals. Invites
appear in My Requests area and can be signed-off as ‘accept or reject’ actions by Users.

Join-Request
A request from a User to join specific Community, Group or Goal sent to an Admin

Log-in Screen
Users need to Log into their Multi Me accounts using their unique username and passwords
through the Log-in Screen.
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Log-out

Users can Log-out of their Multi Me account by clicking on the link by their username. Users will be
automatically Logged out after 15 minutes of inactivity on the site.

Library

Assets that are uploaded or captured to a Users’ Multi Me account such as pictures, videos, audio
and documents are kept in the Users’ Library where Users can store and re-use all of their multi-
media assets.

Main Navigation
How Users navigate the site and found at the top right of the screen at all times. Main navigation
items include icons that link to Home, My Stuff Dashboard, My Conversations and My Requests.

My Media
Section on My Stuff Dashboard for my media libraries including Audio, Video, Photos and
Documents.

My Stuff Dashboard
An area of Multi Me where Users can access all their ‘Stuff’ including their Stories, Goals, Folders,
Conversations and media.

My Events
Events that a User has confirmed attendance to are listed in the ‘My Events’ section.

My Groups & Communities
Groups and Communities that a User has either joined or created are listed on this page.

My Account
Where Users can update their account settings. These include username, password and personal
details, as well as visibility permissions and email notification settings.

My Folders
Area in My Stuff Dashboard where Users can create and keep their Folders.

My Profile
A personal Profile page for every User on Multi Me where they can add information and multi-
media about themselves. User Profiles are visible to all users in the Users’ Communities.

Members
Users that have joined a Community or Group.

Notifications
Automated messages sent from Multi Me, notifications include Friend Requests, Buddy Requests,
Admin-Requests, Goal Requests, notifications (status updates) and Task reminders

Post
Something a user has inputted onto a page

Password

An encrypted password containing characters or numbers chosen by a User when registering for
their Multi Me account that allows them to log in to their account securely with their Username.
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Permissions

The authorisation given by a User that allows other users to perform specific actions on Multi Me
such as viewing, editing or commenting on pages. Users can define their own profile visibility
permissions, Admins can define the permissions of Communities, Groups and Events. Buddies can
define Permissions of dependents.

Provider Community
A Community linked to an group or organisation such as a school, college or provider, as opposed
to a Circle Community that is linked to a specific individual.

Quickmenu
A dynamic navigational menu that gives the most typical options on a specific page.

Request

A message sent to a User asking for their consent for something. Requests can be signed off via
‘allow or deny’ responses by a user. Examples of requests are Friend requests or Group Join
requests.

Registered email

Users will need to add an email address when registering for an account, This will become their
registered email linked to their Multi Me account and will receive all email notifications from that
Multi Me account. When creating accounts manually as a Community Admin Users do not need to
have their own registered emails.

Story
A feature in Multi Me that allows Users to create and share their own multi-media blogs using a
combination of text, photos, videos and audio.

Search
The ability to search for Users, Communities, Groups or Events on Multi Me.

Share
The ability to give either Communities, Groups or Friends access to a certain things on Multi Me.

Sharing Dashboard
A dynamic feature that gives access to all sharing from a specific User, Community or Group on
Multi Me.

User Profile
A Users personal page where other Users can see information about them, access any sharing
and interact with that user.

Upload
Users can upload files from their PC or mobile device to Multi Me

User
A registered Multi Me account holder

Username

Every User has a unique Username that they have chosen. The username is used with the users
password to log into their account and define different Users on Multi Me.
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