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Contact Us Guide

Contact Us is an easy way to share your organization(s) address, telephone, location
map and more. It provides one area on your website providing viewers easy access
to the information they need to contact you.

Your Contact Us will appear on your websites Navigation as well as your App in the
Stores.

To get started adding your organization(s) information select Extras, Contact Us
from the SOCS Toolbar.

Select the Add button then enter the Contact Name for your first organization and
select OK.

Add Contact Us

Contact Name

FES SOCS Support

OK Cancel

Once you have added all of the Contact Names for the organizations, you are ready
to enter in the items of information your viewers need to contact you.

NOTE: Just like a SOCS Section, a Contact Us Name will not appear within your list
until itemms of inforrmation are added.

You may drag and drop a Contact to change the order. Edit an existing Contact to
change the name or to add items of information and delete a contact

Select the Edit icon next to a Contact Name to add items of information or change
the name.
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‘ [&@ 1] FES

‘ [& T[] FES SOCS Support

Select the Add Item button to start adding an address, phone, fax, email, hyperlinks,
miscellaneous and social media links.

[& FES SOCS Support
Add ltem
Add Group Save Cancel
Add ltem

Select the type of item using the buttons below.

Q o |7 £4 & " Share «

Cancel

Select the map icon (o) to enter an address. Enter the required address fields and
select OK. Check the box if you’d like to display a map with the address.
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Add Address

Street Address ep ]

1300 O Street

Apartment, suite, unit, building, floor, etc

City

Lincoln

State
MNE

Zip Code

68508

# Display Map

OK Cancel

Add a Telephone Number. If you are adding multiple numbers, you may want to add
a descriptive label.

Add Telephone Number

Telephone Label
Phone
Telephone Number

1-800-850-8397 ext. 3

QK Cancel

Add a Fax Number. If you are adding multiple numbers, you may want to add a
descriptive label.
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Add Fax Number
Fax Label
Fax

Fax Number ]

402-479-6658

OK

Cancel
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Add an Email Address. If you are adding multiple addresses, you may want to add a
descriptive label.

Edit Email Address

Email Label
S0CS Support

Email Address

socssupportid@fes.org

OK Cancel

You may want to add a hyperlink to a commonly used site such as an Attendance,
Regqistration or Report an Issue. Add a Hyperlink label.

Add Hyperlink

Hyperlink Label
Trouble Ticket

Hyperlink Value

hitps:/fsocsinsider. socs.netivnews/display v/ART/46264425e9024

# Open Link In New \Window/Tab

oK Cancel
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Add Miscellaneous Item such as Hours of Operation, Principal or Director of the
Organization. If you are adding multiple Misc. items, you may want to add a

descriptive label.

Add Misc. ltem

Misc. Label

Support Hours

Misc. Value
M-F 8:00 am - 5:00 pm CST

QK Cancel

Add the organizations social media outlets. You may choose to open these in a new

browser window.

Add ltem

Select the type of item using the buttons below.

Q J [=! = &

’ Share = |
[l Facebook

W Twitter

@ Instagram

Add Facebook

Facebook Label
FES Facebook

Facebook URL

https:ffwww facebook.com/FESnonprofitservices

# Open Link In New Window/Tab

Ok Cancel
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You may drag and drop an Item to change the order. Edit an existing Item to change

the name and delete an item. Select Save after adding in all your items.

Edit Contact Us

[& FES SOCS Support

Df @ 9 Address: 1300 O Street, Lincoln, NE 68508 - map: yes

2 @ o/ Phone: 1-800-850-8397 ext. 3

@ [ I Fax: 402-479-6658

Df @ B4 socCs Support: socssupport@fes.org

D&’ @ J)’ [ Trouble Ticket: hitps://socsinsider.socs net/vnews/display. v/ART ...

E,f @ ‘ Support Hours: I-F 8:00 am - 5:00 pm CST

Df @ K1 = FES Facebook: https:/fwww.facebook. com/FESnonprofitservices

Add ltem

Add Group Save Cancel

Contact Us can be added to your navigation of your SOCS website and to your App.
Once you have your information added, give SOCS Support a call or send an email
d we will add it.  When a viewer selects Contact Us from the navigation or from

an

the App in the Stores they will see a listing of the Contact Names.

£ #& ContactUs

FES >
FES CS Testing >
FES Programming >
FES High School >
FES Elementary School >
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By selecting a Contact Name, the viewer will see all the contact items you added.

¢« LI

1300 O 5t

FES SOCS Support
1200 O Street
Lincoln, ME 6B508

Phone
1-800-850-B397 ext, 3

Fax

402475966358

Support Hours
hd-F 7:30 am - 5:00 prn

Emergency Hours

M-F 5:00 prm to 10:00 pm Sat. & Sun. 8:00 am
500 pm

S0CS Support

Trouble Ticket

FES Facebook

Follow us @FESnonprofit
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Contacts may also have groups of information. In the example below the

organization FES has two groups of contact information in addition to their main

office information.

13000 5t S Sk
T WAGFEE Oneain
Grand Cing D "'{l 0 O Streat
X
e OWNTOWN *
P -
-l

ma Googhe

9 FES

1300 O Street
Lincaln, NE &8504

h Phone

1-800-350-8397

'E Fax

402-475-6658

Hours

-y

8:00 am - 5:00 pm

K] FES Facebook

o Follow us @FESnonprofit

S0CS Support

L Phone

1-BO0-850-8397 ext. 3
[~4 S0CS Support

°° Trouble Ticket

Support Hours
Wi-F- 7:308m - 5:00pm

Emergency Hours
M -F Spmi - 10pm, Sat.-Sun. Bam - 5pm

S0CS Billing

L Phone

1-BD0-850-B397 ext. 5
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To add Groups, select Edit icon for the Contact Name. at the bottom of the Edit

Contact Us, select the Add Group button.

Edit Contact Us

E,y @ 9 Address: 1300 O Street, Lincoln, NE 68508 - map: yes

[& [0 o Phone: 1-800-850-8397

@ [ I Fax: 402-479-6658

Df @ Ei [ Facebook: htips:/iwww facebook com/FESnonprofitservices

‘ @ @ @ Hours: 8:00 am - 5:00 pm

@ @ W [ Twitter: https:/fwww. twitter. com/FESnonprofit

Add ltem

Add Group Save Cancel

Add a Group Name and select OK.

Add Group

Group Name e ]

Enter a name

OK

Cancel

©2020 Filament Essential Services

SOCS - Contact Us



Select Add Item to add the information for the Group you added. Select Save when

you have added your Group information.

Edit Contact Us

-[& FES

[ = Dy ]E o Address: 1300 O Street, Lincoln, NE 68508 - map: yes

= [@ [l o/ Phone: 1-800-850-8397

= [@ [ I Fax: 402-479-6658

= [,f ]ﬁ] El & Facebook: https://www facebook com/FESnonprofitservices

|
|
[ = E,f ]f_r] ‘ Hours: 8:00 am - 5:00 pm
|
|

= Df ]E W [ Twitter: https:/fwww twitter.com/FESnonprofit

Add Item

[ T SOCS Support

Add Item

Add Group Save Cancel

Select Save when you have added all the items for your Group.

Edit Contact Us

-[& FES

I = @ ]ﬁ] ° Address: 1300 O Street, Lincoln, NE 68508 - map: yes

I = [& T o Phone: 1-800-850-8397

I = [@ W I Fax: 402-479-6658

I = E,y ]E] ‘ Hours: 8:00 am - 5:00 pm

@ ]ﬁ] Ei (£ Facebook: https/iwww facebook com/FESnonprofitservices

E,y ]E] W' [ Twitter: https://www twitter com/FESnonprofit

|
|

Add ltem

[& Tl SOCS Support

I = E,y ]f_f] J Phone: 1-800-850-8397 ext. 3

I = Dy ]f_?] &4 socs Support: socssupport@fes org

E,f ]f_f] 6’ [ Trouble Ticket: https://socsinsider.socs.net/vnews/display.v/ART..

Df ]f_f] ‘ Support Hours: M-F 8:00 am - 5:00 pm CST

|
|
|

D&’ ]f_f] ‘ Emergency Hours: M-F 5:00 pm - 10:00 pm CS5T; Sat-Sun. 8:00a...

Add ltem

Add Group Save Cancel
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