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Foreword

This Usage Guide contains basic information and is not intended as full and comprehensive
instructions.

Should you have any questions or if you require any assistance contact Bev Tufts by email
(btufts@staff.nstu.ca) or by phone 477-5621, 1 (800) 565-6788.
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Introduction

NSTU Representatives should be updating the membership registry online and in real time.
When updating the site list, the changes are made to the database immediately ensuring the
Union’s membership information is current and accurate.

Individual members can also update all their personal, employment, assignment and contact
information.

Membership figures are pulled from the Registry on the first Monday in December and the first
Monday in March each year. NSTU representatives are responsible for ensuring the accuracy of
the site information within the Membership Registry. All site updates should be completed at
least one week prior to each of the above mentioned dates and may be completed any time
prior to that point. The following instructions are intended to assist you with this process. For
your convenience we have also included separate site management instructions for NSTU reps
and instructions for members to access their individual profile. Should you require additional
information please contact NSTU Central Office.
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Personal Profile Access Instructions

1) Proceed to the NSTU website (www.nstu.ca). Access to the Membership Registry is

available by clicking on the icon (L1 (1) located on the homepage or through the

Membership Registry page which is located under the menu item “The NSTU” submenu

item “Membership.”

2) The next screen will be the login page. Login to your profile is based on your NSTU web

account username and password.

3) If you do not have an NSTU web account, activation has been automated. You may
activate a free account from the NSTU website. Simply follow this link
(http://www.nstu.ca/the-nstu/communications/nstu-web-account/) to the page

containing activation information. Please read the information on the page carefully
before activating your account.
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Site Management Instructions

Proceed to the NSTU website (www.nstu.ca) and access your personal profile in the NSTU
Membership Registry. Access to the Membership Registry is available by clicking on the icon (
& 1) located on the homepage or through the Membership Registry page which is located
under the menu item “The NSTU” submenu item “Membership.” (Important Note: Access to
your profile is based on your NSTU web account username and password.)

|§:}N0va Scotia Teachers U... = |§:} Membership Login x |T|

- - s B
nstucentral.ca ¢l - + ¥ Google Pl &l
|2 Most Visited ! Getting Started = Latest Headlines
9 8 Membership Registry
&
[ Logout ]

Membership Login

Username

Password
forgot your password?
forgot your username?

©2012 NSTU. All Rights Reserved. Contact Privacy Policy Terms And Conditions

Once you login a homepage will appear. As an NSTU Rep you will be presented with two
options. You may either “Edit Profile” (your personal information) or “Edit Site”. (Please Note:

NSTU Reps do not have the ability to self-identify. Local Presidents will identify these
assignments.)

9 8 Membership Registry

Registry Menu For Site Reps

[ Logout ]

#  Edit Profile o, Edit Site

¥) edit your profile information N edit site

©2012 NSTU. All Rights

rved. Contact Privacy Policy Terms And Conditions

Pow

by NSTU Registry (1.0.0.135)
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EDIT SITE

If you click on “Edit Site” you will be presented with the following screen:

2 8 Membe:shlp Registry

Membership List For Test Site No 1

[ Logout ]

Mavigation
’7'% To Home

Save

|:| Submit Completed Information

Members:

Professional # Usemame  Name Current Employment Status

123456 fictitious Fictitious, Johnnie Active hd Rg[”’ng
123456789  jamestest222 test, test Active ¥ Retired l:‘
1234567 regtestl Test, Damien Active ¥ | Retired |:|

search) D Display Active Employment Status Only

Employment Status

If a member on the list is no longer at the site, and you know the reason why, you should click
on “Employment Status” and select the reason. If the member has retired please check the
“Retired” box. If you are uncertain of the reason they are no longer at the site you may select

“Unknown” from the dropdown list.

g 8 Membershlp Registry

N/A

Membership List For Test Site No 1 hShars

Leave of Absence

[ Logout ]

Deferred Leave
Permanent Part-time
Full Time Study

Paid Sick Leave

Unpaid Sick Leave

Maternity Leave

Parental Leave

Substitute

Secondment

In-Province Teacher Exchange
Members: Leave For Injury On Duty
NSCC Auxiliary

LI Submit Completed Information

(Start typing to search) NSCC Term

New Site
Unknown

nie Active I:] Retired D

1222 test, test Active

Test, Damien Active

Inactive hent Status Only
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Employment Status — New Site

If you select “New Site” from the dropdown list another field will appear. Once you begin to
type a site name into the field it will present you with options. Click on the name of the site

and it will pop into the field. (See the next three screenshots.)

Q 8 Membership Registry
€

[ Logout ]
Membership List For Test Site No 1
MNavigation
’VGD To Home
D Submit Completed Information
Members:
o to search
ping to search) D Display Active Employment Status Only
Professional # Username  Name Current Employment Status
Retired |
123456 ffictitious Fictitious. Johnnie New Site - e
(type to search)
123456789 jamestest222 test, test Active > Retired [
1234567 regiest!  Test Damien  Aclive - Retired||
Membership Registry
6
[ Logout ]

Membership List For Test Site No 1

MNavigation
’760 To Home

Save

|:| Submit Completed Information

Members:
(Start typing to search
(Start typing to search) DD\sp\ayActwe Employment Status Only
Professional # Username  Name Current Employment Status
Retired D
123456 ffictitious Fictitious. Johnnie New Site ¥ (type to search) Lock
e Lockeport Elementary School - undefined
123456789 jamestest222 test, test Active ~ Retired | ) :
. ; Lockeport Regional High School - undefined
1234567 regtest1 Test, Damien Active ¥ Retired D

Lockview High School - undefined
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2 8 Membership Registry
€3

Membership List For Test Site No 1

[ Logout ]

MNavigation
’7‘.}3 To Home

Save

I:‘ Submit Completed Information

Members:

(Start typing to search) D Display Active Employment Status Only

Professional # Username  Name Current Employment Status

123456 ffictitious Fictitious, Johnnie New Site ¥ Retired D Lockview High School
123456789  jamestest222 test, test Active *  Retired D

1234567 regiest!  Test Damien  Aclive - Retied| |

Missing from Site

If a member is missing from the site enter their professional number into the field above the

list that says “start typing to search”. The system will present you with a list of

names which will narrow down to a single name once all the digits have been input.
When you see the name to be input, select it. Once it replaces the number in the
box select “Add”. This will add the member to the bottom of the list. (Note: Once any changes

are saved the name will move to the appropriate spot alphabetically.) See the next four

screenshots.

8 Membership Registry
- iti

Membership List For Test Site No 1

[Logout ]

Navigation
‘7'33 To Home

Completed Information

@

t typing to search) | 19345 | Add

test, test - jamestest222

Active Employment Status Only
Jane, Fictitious - fictitiousj ent Status )
¥ Johnnie, Fictitious - ¥ | Retired []
ffictitious ~ | Retired ]
o~ F\‘et:r@dD

— Damien, Test - regtest1
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(4 Membership Registry
~

[ Logout ]
Membership List For Test Site No 1

Navigation
‘>Go To Home

]:] Submit Completed Information

Members:

(Start typing {0 52a15h) jane Fictitious - fcttior D Display Active Employment Status Only

Professional # Username ~ Name Current Employment Status

123456 ffictitious Fictitious, Johnnie ' Active ¥ Retired D
jamestest222 test, test Active ¥ Retired D

1234567 regtest1 Test, Damien Active ¥ Retired D

(8 Membership Registry

[ Logout ]
Membership List For Test Site No 1

Navigation
’VGO To Home

D Submit Completed Information

Members:

(Start typing fo search)  jane Fictitious - fictitiou D Display Active Employment Status Only

Professional # Username  Name Current Employment Status

123456 ffictitious Fictitious. Johnnie Active ¥ Retired D
123456789  jamestest222 test, test Active ¥ Retired D
1234567 regtest1 Test, Damien Active ¥ Retired D
123457 fictitiousj Fictitious, Jane Active ¥ Retired D
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g 8 Membership Registry

Membership List For Test Site No 1
MNavigation
’7‘30 To Home

D Submit Completed Information

[ Logout ]

Members:

(Start typing to search) D Display Active Employment Status Only
Professional # Username  Name Current Employment Status

123456 ffictitious Fictitious, Johnnie  Active ¥ Retired D
123457 fictitiousj Fictitious, Jane Active ~ Retired D
123456769  jamestest222 test, test Active ¥ Retired D
1234567 regtest1 Test, Damien Active ¥ Retired D

Missing from Site — Not in the System

If the member is NOT in the system you will receive the message “no match found”. If this
occurs please ensure that the member completes a “Membership Information” form and
submit it to Central Office so that we may input them into the system. Once they have been
entered they will automatically appear on your site. Until the member completes and submits
the “Membership Information” form, that person will not be included in the membership
database and; therefore, not in the Local’s membership numbers. (NOTE: “Membership
Information” forms may now be completed and submitted electronically. The forms are
available on the NSTU website on the Membership Registry page, or under the menu item
“Communications” — submenu item “Online Forms.”)

R 8 Membership Registry

Membership List For Test Site No 1
Mavigation
’7‘30 To Home

l:‘ Submit Completed Information

[ Logout ]

Members:

(Start fyping o search) 493455 Add D Display Active Employment Status Only
Professional # Usernam no match found urrent Employment Status

123456 ffictitious Fictitious, Johnnie  Active ¥ Retired D
123457 fictitiousj Fictitious, Jane Active ¥ Retired D
123456789  jamestest222 test, test Active ¥ Retired D
1234567 regtest1 Test, Damien Active ~ Retired D
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SAVING CHANGES

In order to save any changes, you must click the “Save” button at the top of the page. Once this
button has been clicked, any updates that have been made are saved.

SUBMITTING COMPLETED INFORMATION

When you are satisfied that all the necessary changes have been made to the list simply select
the box for “submit completed information” then click the “Save” button.

Note: Additional changes may still be made after both these steps.

Sending Emails

NSTU Reps now have the ability to send emails to all members of their site through the
Membership Registry.

An email button has been added to the Edit Site page.

R 8 Membership Registry

Membership List For Pretend Site

MNavigation
’7 Go To Home

Save || Send Email —

Submit Completed Information, Press the Save button above after checking the box

[ Logout ]

Members:

(Start typing NSCC or Professional Number to search)

Add Display Active Employment Status Only

Professional # Username Name Current Employment Status

123456 jfictitious  Fictitious, John | Active ¥ | Retired
123457 fictitious]  Fictitious, Jane | Active ¥ | Retired
145678 simaginary Imaginary, Sally | Maternity Leave ¥ | Retired
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Once you select the button, the following screen will appear:

9 8 Membership Registry

Email Send To Lists

Navigation
’7(30 To Home

[ Logout]

Email Progress

There are 3 unique member(s) from the following lists:
Add Attachment
Member Template Field | First Name v Insert
send
Subject
Bsowce WO R E B s Bk He o @ o EEESRa b,
B I U = X, x2 = = E»r 4w EE=EE 1 & 2 @eO=E& 02§
Font ~ | Size '+ e AT i A

PERSONALIZING MESSAGES

If you wish to personalize the message you may do so with the “Member Template Field”.
Simply select the field, then press “Insert”. The field name will appear in the text editor. When
the message is sent it will insert the information from the member’s profile into the message

that they receive. (See next two screen shots.)
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Member Template Field | FirstName :
Subject LastName

Inital
Province

-

BRE Commonly Used Name
i

B I U x xCY__ _

[E] Source

Add Attachment

m

Hea @He 2 0 HEHEE - =,

T BEPIBGOES 0SS
C R E]] -
A

Member Template Field  FirstName

Subject

[£] Source 0 G E

B 7 W X x* iz E
Styles | Normal > || Font
[First Name]|

body p

Add Attachment

e He @0 HEE- e,

M BLERI BOEES 0SS
@ =
A

SUBIJECT

Messages sent from the Membership Registry should always include a “Subject”.

Member Template Field  FirstName

— Subject

[£] Source 0 G E

Email Example

B I U= X X2 = &

Styles | Normal s

[First Name]

body p
—_——aee———

@ B E =

Add Attachment

#L [H e
o BB

3 © ol B B o By
PIEOEESOS S
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ATTACHMENTS

To send an attachment, click the “Add Attachment” button. This will generate a field and a

“Browse” button. When you click on the “Browse” button you will be able to access any
documents available through your computer.

Add Attachment
,

Subject Email Example -m
Elgsource H O & B on < .

B I U= X, x* iz & EOM U

Member Template Field | FirstName

i}
&
&
o
&
B
1
&=

& He mEe HEE= o
F EegEE® OIS

< Normal = || Font = | Size B2 =

[First Name]

Once you have selected the file(s) you wish to attach the name of the file will appear on the
screen next to the “Browse” button.

Add Attachment

Member Template Field  LastName -
misc.docx X
Subject Email Example

Elsowce H[O B E BEm a¥¥ e B Ee 0 HE o REHE - -y 3
B 7 U= Xx,x =i Eo» ouk | (= & f EOODES 0=

~| Nomal = = || Size E | |
[First Name] |

SEND

Once you have completed the text of your message select the “Send” button.

Add Attachment
Member Template Field LastName -
- misc.docx X

Subject Email Ex: I

Bsouce HOE B - M Ee @A © [bEEE = = b, E

B I U= xx IEE B W @ar EeEEe 0@

= Normal = || Font F size™ A A B @ ]
[First Name] [Last Name]
The following message is sent on behalf of . ..
Insert text of your message here
body p Vi
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