USING TAG ACCESS

Tags give Administrators multiple capabilities. Use tags to group Members together for online
messaging and to restrict access to specific areas of the website. Restricted access protects sensitive
documents, or features such as voting privileges, from Members who should not see them.

Create and assign tags on any Member account. On the Members window, click on the Member's
name or the Actions column’s View eyeball icon.
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In the MEMBER DETAILS window, the “Tags” area
appears below the avatar or avatar placeholder.
Click on the “+Add Tags” button and select/create
appropriate tags.

Once you create a tag, apply it to a single Member
or multiple Members. Add tags manually to one
Member at a time.

To assign tags to many members simultaneously,
use the “Search’ field to find specific Members.
Next, click on the “Members Actions” buttons and
choose “Add a Tag to Filtered Members” to apply C)
tags to everyone in your search results. Remove
tags from a member at any time in the “MEMBER
DETAILS” window. You also can use the Member
Import process,

Once you tag Members, search for a tag so you
can send an e-blast just to Members with that tag.
After you search, click on the*“Members Actions”
button and choose “Message Filtered Members.
Additionally, use tags to limit access to pages, documents, events, committees, amenities, dues/fees,
and much more.

Where do tags come in handy? Some examples:

Apply tags to select folders and documents in the Document Repository to limit access to certain
assets, such as board member documents.

Apply tags to Dues and Fees to invoice specific members.

Apply tags to a page(s) in Site Setup to limit access to specific Members.

Q n If you have additional questions about using Member tags,
please visit the Support Desk through your Admin Dashboard 0 hoaStart
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