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1.What is the Purpose of This Facility?

This facility enables the user to access a set of forms which can be used to contact the

Stedman Cousins by e-mail.

1.1. Key Points

A summary of the key points covered in this document is shown in Table 1.

ltem Reference

1. Definition of the different types of forms. Section 1.2 on page 4.
2. Terms used in this document. Section 2.1 on page 5.
3. An outline of the functions available. Section 3 on page 6.
4. How to access the Contact Us Page. Section 6.1 on page 9.
5. Where to go for help and where to find additional Section 7 on page 12.

information.

Table 1. Things You Need to Know

Stedman Cousins. Copyright © 2008 All rights reserved.

Page 3 of 13



£
b
r’

Contact Us — User Guide

O

1.2. Types of Contact Forms
There are 10 types® of contact forms:

1.

Contact the Stedman Cousins. This form is designed for Anonymous Users,
Registered Users, and Stedman Cousins Members to contact the Stedman Cousins
about membership of the Stedman Cousins or matters of a general genealogical
nature. This form will generate an e-mail to the Secretary of the Stedman Cousins.
Contact the Editor. This form is designed for Registered Users and Stedman
Cousins Members to contact the Editor of the Stedman Cousins Newsletter. This
form will generate an e-mail to the Editor.

Send Us Feedback. This form is designed for Anonymous Users, Registered
Users, and Stedman Cousins Members to provide feedback about the Stedman
Cousins Web site. This form will generate an e-mail to the Webmaster.

Change of E-Mail Address. This form is designed for Registered Users and
Stedman Cousins Members to request a change of e-mail address. This form will
generate an e-mail to the Web site administrator.

Recommend a New Calendar Event. This form is designed for Registered Users
and Stedman Cousins Members to contact the Secretary to submit a
recommendation for a new event to be added to the calendar. This form will
generate an e-mail to the Secretary.

Recommend a New Web Site Link. This form is designed for Registered Users
and Stedman Cousins Members to contact the Web site Administrator to submit a
recommendation for a new web site link to be added. This form will generate an e-
mail to the Web site administrator.

Recommend a New FAQ Category. This form is designed for Registered Users
and Stedman Cousins Members to contact the Web site Administrator to submit a
recommendation for a new FAQ category. This form will generate an e-mail to the
Web site administrator.

Recommend a New Forum Name. This form is designed for Registered Users
and Stedman Cousins Members to contact the Web site Administrator to submit a
recommendation for a new Forum name. This form will generate an e-mail to the
Web site administrator.

Recommend a New Notice Board Category. This form is designed for
Registered Users and Stedman Cousins Members to contact the Web site
Administrator to submit a recommendation for a new Notice Board category. This
form will generate an e-mail to the Web site administrator.

10.Recommend a New Photo Gallery Category. This form is designed for

Registered Users and Stedman Cousins Members to contact the Web site
Administrator to submit a recommendation for a new Photo Gallery category. This
form will generate an e-mail to the Web site administrator.

! The types of forms available to a particular user depend on the User Group to which the user belongs.
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2. Terms and Concepts
This section provides a definition of the terms and concepts used in this document.

2.1. Terms

Term Definition

Anonymous User

A Web site user who is just visiting, i.e. a Guest.

Stedman Cousins
Member

A user who has applied for membership of the Stedman
Cousins and has paid the appropriate membership fee.

FAQ

FAQ is an acronym for "Frequently Asked Question(s)". The
term refers to listed questions and answers, all supposed to
be frequently asked in some context, and pertaining to a
particular topic.

Forum

An Internet forum is a web application for holding discussions
and posting user generated content. Internet forums are also
commonly referred to as Web forums, message boards,
discussion boards, (electronic) discussion groups, discussion
forums, bulletin boards, fora (the Latin plural) or simply
forums.

Help Desk

The Help Desk provides the users with a central point for help
on various issues in using the Web site. The user notifies the
help desk of his or her issue, and the system issues a Ticket
that has details of the problem. This enables the Web site
administrators to manage the issues through to resolution.

Home Page

The homepage (often written as home page) or main page is
the front page, webserver directory index, or main web page
of a website of a group, company, organisation, or individual.

Registered User

A user who has registered with the Stedman Cousins Web
site by providing basic information including a userid and a
valid e-mail address. There is no fee required.

Table 2: Definition of Terms

Stedman Cousins. Copyright © 2008 All rights reserved. Page 5 of 13
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3. What Functions are Available?
This section provides an outline of the functions available on the Contact Us Page.

The Contact Us Page allows the user to access a set of forms which can be used to
contact the Stedman Cousins by e-mail.

There are 10 types? of contact forms:

1.

2.

3.

10.

Contact the Stedman Cousins. Please use this form if you wish to send an e-mail
to the Secretary of the Stedman Cousins.

Contact the Editor. Please use this form if you wish to send an e-mail to the Editor
of the Stedman Cousins Newsletter.

Send Us Feedback. Please use this form if you wish to provide feedback
regarding the Web site.

Change of E-Mail Address. Please use this form to request a change of e-mail
address.

Recommend a New Calendar Event. Please use this form if you wish to send an
e-mail to the Secretary of the Stedman Cousins with a recommendation for a new
event to be added to the calendar.

Recommend a New Web Site Link. Please use this form if you wish to send an e-
mail to the Web site Administrator with a recommendation for a new web site link to
be added.

Recommend a New FAQ Category. Please use this form if you wish to send an e-
mail to the Web site Administrator with a recommendation for a new FAQ category.
Recommend a New Forum Name. Please use this form if you wish to send an e-
mail to the Web site Administrator with a recommendation for a new Forum name.
Recommend a New Notice Board Category. Please use this form if you wish to
send an e-mail to the Web site Administrator with a recommendation for a new
Notice Board category.

Recommend a New Photo Gallery Category. Please use this form if you wish to
send an e-mail to the Web site Administrator with a recommendation for a new
Photo Gallery category.

% The types of forms available to a particular user depend on the User Group to which the user belongs.
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4.Who Uses This Facility?

This section explains what particular user groups can and cannot do on the Contact Us

Page.

4.1.

Anonymous Users

Anonymous Users will see two types of contact forms:

1.

2.

4.2.

Contact the Stedman Cousins. Please use this form if you wish to send an e-mail
to the Secretary of the Stedman Cousins.

Send Us Feedback. Please use this form if you wish to provide feedback
regarding the Web site.

Registered Users

Registered Users will see nine types of contact forms:

1.

2.

3.

Contact the Stedman Cousins. Please use this form if you wish to send an e-mail
to the Secretary of the Stedman Cousins.

Send Us Feedback. Please use this form if you wish to provide feedback
regarding the Web site.

Change of E-Mail Address. Please use this form to request a change of e-mail
address.

Recommend a New Calendar Event. Please use this form if you wish to send an
e-mail to the Secretary of the Stedman Cousins with a recommendation for a new
event to be added to the calendar.

Recommend a New Web Site Link. Please use this form if you wish to send an e-
mail to the Web site Administrator with a recommendation for a new web site link to
be added.

Recommend a New FAQ Category. Please use this form if you wish to send an e-
mail to the Web site Administrator with a recommendation for a new FAQ category.
Recommend a New Forum Name. Please use this form if you wish to send an e-
mail to the Web site Administrator with a recommendation for a new Forum name.
Recommend a New Notice Board Category. Please use this form if you wish to
send an e-mail to the Web site Administrator with a recommendation for a new
Notice Board category.

Recommend a New Photo Gallery Category. Please use this form if you wish to
send an e-mail to the Web site Administrator with a recommendation for a new
Photo Gallery category.
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4.3. Financial Members/Honorary Members
Financial Members and Honorary Members will see ten types of contact forms:

1.

2.

3.

Contact the Stedman Cousins. Please use this form if you wish to send an e-mail
to the Secretary of the Stedman Cousins.

Contact the Editor. Please use this form if you wish to send an e-mail to the Editor
of the Stedman Cousins Newsletter.

Send Us Feedback. Please use this form if you wish to provide feedback
regarding the Web site.

Change of E-Mail Address. Please use this form to request a change of e-mail
address.

Recommend a New Calendar Event. Please use this form if you wish to send an
e-mail to the Secretary of the Stedman Cousins with a recommendation for a new
event to be added to the calendar.

Recommend a New Web Site Link. Please use this form if you wish to send an e-
mail to the Web site Administrator with a recommendation for a new web site link to
be added.

Recommend a New FAQ Category. Please use this form if you wish to send an e-
mail to the Web site Administrator with a recommendation for a new FAQ category.
Recommend a New Forum Name. Please use this form if you wish to send an e-
mail to the Web site Administrator with a recommendation for a new Forum name.
Recommend a New Notice Board Category. Please use this form if you wish to
send an e-mail to the Web site Administrator with a recommendation for a new
Notice Board category.

10.Recommend a New Photo Gallery Category. Please use this form if you wish to

send an e-mail to the Web site Administrator with a recommendation for a new
Photo Gallery category.

5.When is This Facility Needed?

This section describes the situations where the user needs to make use of the Contact Us

Page.

The Contact Us Page is needed when a user wishes to:

=

Contact the Stedman Cousins about membership of the Stedman Cousins or
matters of a general genealogical nature.

Contact the Editor of the Stedman Cousins Newsletter.

Provide feedback about the Stedman Cousins Web site.

Request a change of e-mail address.

Recommend a new event to be added to the calendar.

Recommend a new web site link to be added.

Recommend a new FAQ category.

Recommend a new Forum name.

Recommend a new Notice Board category.

O Recommend a new Photo Gallery category.
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6. How Do | Use This Facility?

This section describes the steps required to perform each function available on the
Contact Us Page.

6.1. Accessing the Contact Us Page

To access the Contact Us Page, you simply select the Contact Us item on the Main
Menu. The system will display the Contact Us Page. The types of forms listed on this

page will depend on the type of user, i.e. Anonymous User, Registered User, Financial
Member or Honorary Member.

6.2. Anonymous Users
An example of a Contact Us Page for Anonymous Users is shown in Figure 1.

From this page, the user selects the type of form to be used:
e Contact the Stedman Cousins.
e Send Us Feedback.

NN o
] Wadnesday, 07 January, 2009
W W|
Username (Logon ID): Stedman Cousins 1 user(s) are online (1
user(s) are browsing
Password: Contact US Contact Us)
: Reqgistered Users: 0
Usar Login A Usar Guide for this Facility is available hare: OIIEB Guests: 1
Lost Password?
MOT8...
Register nowl Contact the Stedman Cousins

This e-mail interface is provided so that you can easily contact the Secratary of the Stedman Cousins for general questions and
comments about the Stedman Cousins.

Running - Screening
Spambot blocker has

Send Us Feedback denied 0 access attempts
Search in the last 7 days
This e-mail interface is provided so that you can easily contact the Webmaster to provide feedback about this Web Site.
Q.JI Home Page Australia; 160
e United Kingdom: 27
;—_'.,:_7 Membership
pplication/Renswal Form
?ﬁm AR
1 Australia
-y TIP: 124.190.40.237
_I“_‘IForu_ms 1 OS : win uwindows
] Browser : firefox 3.0.5
anslotlers 1] User Agent : "mozilla/s.0

windows uwindows nt 5.1
|$ [Contact Us en-us v 1.9.0.5

gecko/2008120122
: ] firefon/3.01.5"

= Advertisoments
=

Figure 1: Sample Contact Us Page - Anonymous Users
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6.3. Registered Users

An example of a Contact Us Page for Registered Users is shown in Figure 2.

From this page, the user selects the type of form to be used:
e Contact the Stedman Cousins.

Send Us Feedback.

Change of E-Mail Address.

Recommend a New Calendar Event.
Recommend a New Web Site Link.
Recommend a New FAQ Category.
Recommend a New Forum Name.
Recommend a New Notice Board Category.
Recommend a New Photo Gallery Category.

gL

>

-

Wealcome registersdi
W
. ~, Wiew Account

L Edit Account

£ Upload Avatar
[ =

=~1" Notifications

choul

w

_o;: Home Page

__';T-,:I“_*Membernhig
sppiication/R E
?ioﬂiee Bearers

5 4 Forums

=
i-‘f?'iNewslelters
@Con:acl Us

g Polls

~
¢ teln Desk

Stedman Cousins

Contact Us

Ammuhmnmmm

This e-mal Inkarfacs ks provided so that wou can saslly contact the Secretary of the Stadman Cousing for general questions and somments abaut the Stedman Cousng.

Contact the Stedman Cousins

Send Us Feadback

This e-mal Inkariace ks provided so thal you can easlly contact the Webmestar to provide fesdback about this Web Sits.

Change of E-Mall Address

This e-mal inkarfacs s providad sa thal you can saslty contact the Web slte Administrabor 1o request a change of a-mall address.
Becommend a Hew Calendar Event

This e-mal Inkarfacs (5 provided 20 (hat you can easlly coniact the Secretary 1o submk & recommendation fof 8 new evant 10 be added (D he calendar.
Recommend a Hew Web Sita Link

This e-mal Inkarface s providad o that wou can aaslly contact the Web site Administratar o sutait 3 recommendation kr a new web site link 1 be added,
Recommend a Hew FAQ Category

This e-mal intarfacs 5 providad sa that you can saslly contact the Wb site Administrabar 1o submit a recommendation 4 a new FAC calegory.
Recommend 3 Hew Forum Name

This e-mal Intarfacs |5 providad sa ihat you can saslly contact the Web e Administrabor 1o sutimit a recommendation k6 8 new Foum name.
Recommend a New Metlce Board Category

This e-mal Intaracs s providad s ihat you ean saslly contact the Web site Administrator o submit 3 recommendation £ 8 new Notiee Board calegorny.
Recommend a Hew Photo Gallery Calegory

This e-mal Inkeriacs s provided sa that you can aaslly conbact the Web site Adminisirator to submilt a recommendation For a new Phobo Galery ealegory.

Wadnesday, 07 January, 2000 3:03:18 PM

e Oning T
2 uzens) are online (2 user(s)

are browsing Contact Us)

Registerad Users: 1
Guests: 1

registeredi, more...

Running - Scraening

Sparmbot blocker has danizd 0
access atternpts inthe kst 7
days

e Vol T Canie
Bustralia: 161
United Kingdom:27

w

1 Australia

1P : 124.190.40.237

05 : win uwindows

1] Broveser ; firsfox 205

1 User Agent : "modllas.0
windows uwindows nt 5.1 en-us
rvi1.9.0.6 geckn/2008120122
firefon 2 0.57

Figure 2: Sample Contact Us Page - Registered Users

Stedman Cousins. Copyright © 2008 All rights reserved.
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6.4. Financial Members/Honorary Members

An example of a Contact Us Page for Financial Members and Honorary Members is
shown in Figure 3.

From this page, the user selects the type of form to be used:
e Contact the Stedman Cousins.

e Contact the Editor.
e Send Us Feedback.
e Change of E-Mail Address.
e Recommend a New Calendar Event.
e Recommend a New Web Site Link.
e Recommend a New FAQ Category.
e Recommend a New Forum Name.
e Recommend a New Notice Board Category.
e Recommend a New Photo Gallery Category.
o 4l T }&\5 N P
&@_ S l.-";* L
Welcome temodea ‘Wednesday, 07 January, 2009 3:05:04 PM
P TR C——— i e
Stedman Cousins 2usar(s) are online (1 useris)
4 View Account T 2
Y are browsing Contact Us)
: | Contact Us
v Edit Account Registersd Users: 1
Guests: 1
- A User Gulde kx this Faclity s avallable here: He
Fi AM m temodsa, more...
=+ Notifications Contact the Stedman Cousins " Bpambot Meniter
O] Runring - Sereeri
Logout This e-mal Intarfacs ks provided so that you can easlly contact the Secrebary of the Stadman Cousing for general questhons and comments abaut the Stedman Cousins. S:mtblo:;(?hr‘; o
Contact the Editor access attempts inthe last 7
Search this Web Site =
N R This e-rmal Intaracs s provided 5o thal you san saslly contact the Editarof the Newsleiter.
I T G L e e e
Search Australia; 163
This e-mal Intaracs k& provided so thal wou can saslly contact the Webmeskar 1o provide fesdback about this Wb Sika. United Kingdom:27
T A ———
.O;M This e-mal Infarfaca ks provided s that you ean easlly contact the Web site Administrabor 1o request 8 change of a-mail address,
.:_:-_:‘_'Memhershig Recommend 8 New Calendar Event %ﬁf;‘;ﬂgﬂ_ﬁﬂ.ﬁ?
Application/Renaveal Form This -l inkracs s provided 50 that you san aaslly contact the Secretary 1o submk & recommendaton for & new svant o be acded o the calendar, %grsw:;' ffm-fu_s
?;iofﬁce Bearers 1l User Agent : "meailla/s. 0
! BEecommend a Hew Weab Sits Link windows U windows it 5.1 en-us
4 \Forums This e-mal Inf2rfaca s provided 50 that yau can saslly contact the Web slte Adminisirator 1o submit a recommendation x a new wed site link 1o be addsd. msu%qam-msnm 2
@Mewslettera Recommend 3 Hew FAD Category
@C i This e-mal Int2recs s provided 50 hat you can easlly contact the Web site Adminisirator 1o submit a recommendation o 8 new FAQ calegory.
ontact Us
5] Recommend a New Forum Name
oA ;
= This e-mal Inf2rfacs s provided 50 hat you can saelly contact the Web site Adminisirator 1o sUbmIt 3 recommendation KX & new Forum name.
:,; Palls Recommend a New Notice Board Category
C“_}Helﬂ Desk This e-mal Intarfacs ks provided 50 hat you can saslly contact the Web site Adminisirator tn submit a recommendation r & new Noties Board calegory.
Recommend a New Photo Gallery Category
Themes - This e-mal Interacs ks provided 50 thal you can saslly contact the Web sife Adminisirator 1o subit a recommendation ko a new Photo Gallery calegory.
sy
fo_blue
B im0 |

Figure 3: Sample Contact Us Page - Financial Members and Honorary Members
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7.Where Do | Go for Help?

This section explains what to do if you find errors or omissions, if you have questions, if
you have comments or suggestions, or if you have problems using the Web site.

7.1. Errors and Omissions

If there are any errors or omissions in this document, please use the Help Desk facility on
this Web Site to report the problem. A Ticket will be opened in your name so that the
administrators can manage the problem through to resolution.

7.2. Questions

If you have any questions about the information in this document, please use the FAQ
facility on this Web Site. By searching the set of FAQs you may find the information you
are looking for. If you cannot find the answer to your question, please submit your
question using the FAQ facility so the administrators can respond.

7.3. Comments and Suggestions

If you have any comments about the functions provided by this Facility or if you have
suggestions for improvement, please use the Forums facility on this Web Site. This will
enable the administrators and other users to respond to your comments.

7.4. System Problems

If you encounter an error when using this Facility, please use the Help Desk facility on this
Web Site to report the problem. A Ticket will be opened in your name so that the
administrators can manage the problem through to resolution.

7.5. Related Documents
A list of related User Guides is shown in Table 3.

To find out how to Refer to this User Guide

Find information about: Home Page - User Guide.pdf

e The Stedman Cousins' aims and

pursuits.

e News about recent activities (e.g. the
latest publications of the Stedman
Cousins Newsletter).

News about forthcoming events.
News about the latest Forum topics.
News about the latest FAQ items.
The latest advertisements.

Stedman Cousins. Copyright © 2008 All rights reserved. Page 12 of 13
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Access Stedman Cousins Web site facilities
through the User Menu and the Main Menu.

To find out how to Refer to this User Guide

Home Page - User Guide.pdf

Access the site-wide search facility.

Home Page - User Guide.pdf

Access a set of forms which can be used to
contact the Stedman Cousins by e-mail.

Contact Us - User Guide.pdf
(this document)

Contact the Stedman Cousins about membership
of the Stedman Cousins or matters of a general
genealogical nature. This form will generate an e-
mail to the Secretary.

Contact Us - Contact the
Stedman Cousins - User
Guide.pdf

Contact the Editor of the Stedman Cousins
Newsletter. This form will generate an e-mail to
the Editor.

Contact Us - Contact the Editor -
User Guide.pdf

Provide feedback about the Stedman Cousins Web
site. This form will generate an e-mail to the
Webmaster.

Contact Us - Send Us Feedback
- User Guide.pdf

Request a change to your registered e-mail
address. This form will generate an e-mail to the
Web site administrator.

Contact Us - Change of E-Mall
Address - User Guide.pdf

Submit a recommendation for a new event to be
added to the calendar.

Contact Us - Recommend a
New Calendar Event - User
Guide.pdf

Submit a recommendation for a new web site link
to be added.

Contact Us - Recommend a
New Web Site Link - User
Guide.pdf

Submit a recommendation for a new FAQ
category.

Contact Us - Recommend a
New FAQ Category - User
Guide.pdf

Submit a recommendation for a new Forum name.

Contact Us - Recommend a
New Forum Name - User
Guide.pdf

Submit a recommendation for a new Notice Board
category.

Contact Us - Recommend a
New Notice Board Category -
User Guide.pdf

Submit a recommendation for a new Photo Gallery
category.

Contact Us - Recommend a
New Photo Gallery Category -
User Guide.pdf

Table 3: Related Documents
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