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Notice

This guide and all of the information contained herein are confidential and proprietary to
U.S. Army Family and MWR Command (FMWRC). By accepting this document, the
recipient agrees to use this document and its associated materials solely as an end-
user of this software application. The recipient further agrees to hold the information in
this document as personal and confidential and, except as required by law, not to
disclose this information to any other person or organization.

© 2009 U.S. Army Family and MWR Command. All Rights Reserved.

This guide was developed by:
DefenseWeb Technologies, Inc.
10182 Telesis Ct., 5" Floor
San Diego, CA 92121
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Overview of New FRG Site Creation Procedure

This guide describes the procedure that an FRG Aidimator must follow to request a new
VFRG site for an Army unit. A brief descriptionthie confirmation/approval tasks that are
performed by the Commander, an FMWRC Representaiva Content Manager is also
provided. This guide also provides a descriptibthe steps that must be followed to
successfully add the initial content that is regdifor site creation and activation. Finally, this
guide includes instructions regarding adding Spongonthe FRG unit's Sponsor Database. The
site request, creation, and activation processwegahe following steps:
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New FRG Site Creation Procedure
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Request a New FRG Site for an Army Unit

#$

To submit a request for a new FRG site, go to threyAFRG homepage
(https://www.armyfrg.orjand click on th&€reate an FRGbutton in the top-right portion of the
page. In order to request a new VFRG site, therasst certify that he/she is a Commander or
Commander’s delegate. To do so, select the cheakéxt to the certification statement and

then clickContinue.
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Currently wFRG sites are being authorized at battalions and higher to maximize this resource for all the Army.

I certify that I am the Commander or
the Commander's delegate for the
Unit I am requesting a site for.

[ continue | [ Return Home ||
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Army FRG Homepage: Select Create an FRG and Accept Disclaimer
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The Site Setup Requesscreen is then presented containing three regmowkich information
must be entered: Unit Information, Commander Infation, and FRG Administrator
Information. The Unit Information section mustfiked in with information about the unit that
a site is being requested for:

Site Setup Request

¥ou must be the Commander or the Commander's delegate in order to request a vFRG =site. Other Sponsors or Family Members are not
authorized to request vFRG sites. To launch the FRG Unit Setup Tool User Guide click here

Unit Information 8
Please complete the following fields in order. Help ¥
* Component: @& active O Reserve (O National Guard O DoD Civilians
* Military Community: [ 5o thwest (SWRO) ~|
* CONUS Status: @ conus O oCoNUS
* statet [ california v|

* Are you requesting a Company level vFRG site? @) Ng (D Yes

Commander Information

FRG Admin Information

| Submit Request | | Cancel |

Site Setup Request: Unit Information Section

If you are requesting a Company level vFRG site,Yks radio button should be selected next to
“Are you requesting a Company level vFRG site?’hc®the Yes radio button is selected,
additional fields will become available in order tbe entry of justification for the creation of a
Company level vFRG site. FMWRC is responsibleafoproving VFRG sites. Company level
sites will only be approved with the appropriatstification. An appropriate justification could
include the fact that the Company is located itfferént physical location than the Battalion

that it belongs to.
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Once all of the information is entered into theit Information section, théNext button can be
clicked to proceed to theommander Information section. The Expand buttons at the far right
portion of the section headers can also be usegand the various sections on the page. The
Commander Information section must be filled with information about themmander:

Site Setup Request

You must be the Commander or the Commander's delegate in order to request a vFRG site. Other Sponsors or Family Members are not
authorized to request vFRG sites. To launch the FRG Unit Setup Tool User Guide click here

Unit Information

Commander Information

Help v

FRG Admin Information

[ Submit Request || | cancel |

Site Setup Request: Commander Information  Section

Once the site request is submitted, an email istedhe Commander for site confirmation. The
email sent to the Commander contains a link thatbeafollowed in order to confirm or deny the
site request.

www.armyfrg.org 7
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Once all of the information is entered into emmander Information section, théNext
button can be clicked to proceed to FHRRG Admin Information section in order to enter
information about the unit site’s FRG Administrator

Site Setup Request

“ou must be the Commander or the Commander's delegate in order to request a vFRG site. Other Sponsors or Family Members are not
authorized to request wFRG sites. To launch the FRG Unit Setup Tool User Guide click here

Unit Information

Commander Information

FRG Admin Information

Help W

. . L
FRG Administrator's Title: | Mrs

* FRG Administrator's First Name: |Jane |

* FRG Administrator's Last Name: |Dne |

* FRG Administrator's Email: |jane doe@xxx.com

[ Subrmit Request | [ Cancel |

Site Setup Request: FRG Admin Information ~Section

After the site is submitted and approved by the @amder and FMWRC, the FRG
Administrator will receive an email indicating tithe site has been approved. The email will

contain a link that the FRG Administrator can fallm order to upload the site’s minimum
required content.

Once all of the required information has been eatanto all of the sections, tfgibmit
Requestbutton is clicked to submit the site request.ttAd point, the site request has been
submitted and an email is sent to the Commandesit®iconfirmation.

www.armyfrg.org
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Approval of the New FRG Site (Commander/[FMWRC)

et

) *

Upon submitting the site request, an emalil is setite Commander informing him/her that a
site has been requested for the unit. The Commandst then confirm or deny the creation of
the site by clicking on the provided link and fallimg the instructions within the email. The
Commander has 60 days to confirm the request frendate that the application was submitted.
After 60 days, the application will be automatigalnceled due to lack of progress. If a site
application is canceled, it can easily be resuleadittgain at a later time.

Once the site is confirmed by the Commander, arleésrsent to Family and Morale, Welfare
and Recreation Command (FMWRC) for further autragran. An FMWRC representative can
then approve or deny the request.

Receive Site Authorization Email and Login/Register

()

* .
$ 0%

After the site has been confirmed by the Commaaddrapproved by FMWRC, the FRG
Administrator receives an email informing him/hleattthe FRG Site request has been approved.
The email contains a link to access #reny FRG Registration page (shown below):

Army FRG Registration

If you already have an account to this website please click on the link below in order to login and continue with the subscription.
Login and continue
If you do not have an account with us please click on the link below to continue your subscription.

Continue

Army FRG Registration Page

If the FRG Administrator already has an existingaamt (e.g. he/she is already a subscriber or
FRG Administrator of another site), he/she clickglwelLogin and continuelink in order to
login with their existing user name and password.

If the FRG Administrator does not already have @oant, he/she must click on t@entinue
button in order to establish a new account witlewa nser name and password. Once the
Continue button is clicked, the FRG Administrator must emiis/her information in order to
verify that he/she is the FRG Administrator thajuested the new FRG site. If the information
is confirmed, the FRG Administrator then create®wa user account with a new user name and
password.

www.armyfrg.org 9
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Add Required Content and Submit Site for Release

(1)

Once the FRG Administrator is logged in to the,di@/she is routed to a welcome screen that
describes the remainder of the site setup procedure

Add FRG Unit Content

Welcome to your Army FRG

A= an FRG Administrator, you are an invaluable contributor to the Army's efforts in providing
Soldiers and their Families with the resources they need. Your generous contributions of your time
and efforts are greatly appreciated

The initial steps required to make your site available to users are as follows:
1. You utilize the "Site Setup” wizard to upload the minimum required content for the site
(content types and minimum content is described on the next page).
2. You submit the site for approval.
3. A Support Representative reviews the site content for completeness.
a. If the content is approved:

i. A site is created for you. The home page is set up to provide the basic
information about the content items and links to the content items' details.

ii. The site is activated and an email is sent to yvou informing yvou that the site
has been approved and activated.

iii. You are then able to administer the site (add/remove/edit content, add users,
ete.)

b. If the content is not sufficient or does not meet the requirements:

i. An email is sent to you informing you that the submitted content is not
sufficient and what actions should be taken.

Get Started

Welcome Screen

When theGet Started button is clicked, another page is presenteddéstribes the minimum
content requirements:

Add FRG Unit Content

In order to activate your site, you must first provide at least two, but not more than five, content
items for each of the following content groups:

1. Downloads - The "Download Center” provides users with files that can be downloaded
from the site. This content section must contain actual files such as Word documents, PDF
files, etc. Please note that photo files should not be added to the Download Center and that
the site will not be approved unless the Download Center contains at least two valid
downloadable files.

2. FAQ - The "FAQ" section provides users with Frequently Asked Questions and their
answers such as contact information, deployment information, meeting schedules, etc.
Please note that the site will not be approved unless these are actual relevant questions
and answers.

3. Links - The "Links" section provides users with helpful links to other pages on the World
Wide Web such as TRICARE, MyPay, Army CneScource, etc. Flease provide the entire
address of the links, including the prefix (e.g. "http://")

4. News - The "News" section provides users with recent news information relevant to the
unit. You may wish to contact your base’s PR department for items of interest. Flease note
that the site will not be approved unless there are at least two relevant articles.

5. Photos - The "Photos" section provides users with photos relevant to their unit. Please not
that the site will not be approved unless there are at least two relevant photos.

Proceed to Add Content

Explanation of Minimum Required Content

10 www.armyfrg.org
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TheProceed to Add Contentbutton is clicked to access the page on whictsitleebanner can
be selected and content can be added to theWieAdd FRG Unit Content page contains six
tabs that can be used to select the banner anddifiie minimum content requirements. The
Banner tab is displayed when the page is first presenidus tab is used to select the banner
that will be used by the FRG site:

Add FRG Unit Content

Before the site can be activated, at least two content items must be added to each of the content
types. No more than five items may be uploaded for each content type. The tabs below can be used
to change between the content types or the button at the bottom can be used to proceed to the next
content type in the sequence.

‘I Two to five items have been uploaded.
’I Mot enough items have been uploaded.

Banner gy Downioads B 2ol Links 0 News 0 Photos i

Help &
Flease =zelect the default banner for your website.

Add FRG Unit Content Screen —Banner Tab

Before the site can be activated, the FRG Admiistrmust add the minimum required content
to the site. The FRG Administrator must add astié&o (but not more than five) content items
to each of the following content groups:

Links — Used to provide FRG members with links to resesior content from other
websites. FRG members will be able to click onlithles within the FRG site to access
the linked web pages.

News— Used to help FRG members stay current with wehaappening in the
community and the world.

Frequently Asked Questions (FAQs) Used to provide FRG members with short
informational resources to help address commontiquiss issues, and concerns.
Download Center— Used to provide electronic documents (e.g. MSdNw PDF files),
computer applications, or other useful files forG-Riembers to download.

Photo Gallery — Used to provide FRG members with images to \aedownload.

www.armyfrg.org 11
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Each of the tabs within thedd FRG Unit Content page can be used to add content items to the
various content groups. For example, Blmvnloadstab can be used to add downloadable files
to the site. Thédd New File button on each tab is clicked to add new contents. Once two
items have been added to a content group, thesstaticator icon on the tab changes from a red
thumbs down icon to a green thumbs up icon, ingligahat the minimum requirements have
been fulfilled for that content group:

Add FRG Unit Content

Eefore the site can be activated, at least two content items must be added to each of the content
types. No more than five items may be uploaded for each content type. The tabs below can be used
to change between the content types or the button at the bottom can be used to proceed to the next
content type in the sequence.
‘l Two to five items hawe been uploaded.
,I Mot enough items have been uploaded.

Banner gy 1 Downloads gy ! FAQ @ Links % News B Photos @

SRl |
Help %

Name Description Created Date
Army Pocket Physical Training guide with information 11/10/2009 Edit Delete
Physical Training about Safety Considerations, Injury
Guide Control, Shoes, Clothing, Environmental

Conditions, Hydration, Nutrition,

Standardized Physical, Training Session,

Running, Calisthenics, Flexibility Training,

Conditional Drills, Military Movement Drills

(MMD), Stretch Drills, and Training

Schedules.
Army Post Soldiers enlisting for Active Duty will serve  11/10/2009 Edit Delete

Locations at one of the many Army Posts located
throughout the U.5S. and abroad. Those in
the Army Reserve will serve at a Post or
Reserve Center closer to home. This
document provides a map and list of the
various locations.

I | &dd Mew File !

Add FRG Unit Content Screen — Downloads Tab

Note: When uploading content to the various contentigso it is important that the appropriate
content be added to the appropriate content gréap.example, photos should not be added to
the Download Center and links to other web pagesldmot be added to the News section. If
the content is added to the wrong category, tleecsibtent will not be approved and the site will
not be activated until appropriate content existsach of the five content groups.

12 www.armyfrg.org
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Add FRG Unit Content

Before the site can be activated, at least two content items must be added to each of the content
types. No maore than five items may be uploaded for each content type. The tabs below can be used
to change between the content types or the button at the bottom can be used to proceed to the next
content type in the sequence.

Bannergyy ~ Downloadsgly =~ FAQgy  Linksgyy = Newsgy | Photos gy
Help &

Name Description Created Date
Kids at Family Day  Kids enjoying family day. 11/10/2009 Edit Delete
Sezame Street Visit Sesame Street characters perform for the 11/10/2009 Edit Delete

children.
Add New Photo

== ==== 1 il Two to five items have been uploaded.
| 1 ,l Mot enough items have been uploaded.

Once the minimum number of content items is addezhth content group, a message box will
be presented allowing the FRG AdministratoBtdomit the Sitefor release o€ontinue
Uploading content.

If the Continue Uploading button is clicked, the FRG Administrator can coné to upload
more content before submitting the site for reledéhe FRG Administrator decides to

continue uploading more content, the site can bengited for release by clicking on tiseibmit
for Releasebutton on theddd FRG Unit Content screen.

Once theSubmit for Releasebutton is clicked, an email is automatically stenthe content

manager stating that the site has been createcegodes approval.

www.armyfrg.org
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Content Approval and Site Release (Content Manager)

() s
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Once the FRG Administrator has submitted the cdriterrelease, an email is automatically sent
to a content manager indicating that the site lees Isubmitted for creation. The content
manager then approves the content and releassaehkthe content is approved (this takes
between 1-3 business days). Once the site issedle@r rejected), an email is sent to the FRG
Administrator indicating that the site has beenraped and released (or rejected).

Receive the “Site Released” Email and Add Sponsors to the
Sponsor Database

(2) (2)

* 3 4/ * 3
)) )) # # 4/

If the content has been approved and the site éws feleased, an email is sent to the FRG
Administrator informing him/her that the site haseh released. When the site is released, an
emalil is also sent to the Commander informing henthat the site has been created for his/her
unit. At this point, the site has been createdasitvated. The FRG Administrator is now able
to access the site and add/remove/update contevelbas add Sponsors to the Sponsor
Database and perform all other duties associatddagdministering the site.

Before the FRG site can be accessed by Sponsteinfamily members, the Sponsors must
first be added to the Sponsor Database of the imibrder to populate the Sponsor Database for
the unit, the FRG Administrator must first accdss €ontrol Panel by selecting the unit site

from the site selection drop down box and clickimgtheControl Panel link at the top of the
screen. —

[l
L]

FRG Site with Site Selection drop down and Control Panel link

14 www.armyfrg.org
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The Control Panel provides access to all of theiadtnative features of the site. The modules
within the Control Panel are grouped into Admiratitre Modules, Content Modules, and
Custom Modules. While this guide briefly descriliitizing the SponsorCustom Module to
populate the Sponsor Database,RR& Site Administrator Guide contains detailed
explanations regarding all of the modules withia@ @ontrol Panel. Click on ti&ponsor

module link to administer the Sponsors in the Spodatabase.

Control Panel with Sponsor Link

www.armyfrg.org 15
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When the site is first released, the only Sponsotise Sponsor Database are the FRG
Administrator that requested the site and the Cong®iaof the unit.

New Sponsors can be added to the Sponsor Datatsiselually by clicking on thé\dd
Sponsorbutton at the bottom of the page. Rather thaergrg each Sponsor manually on an
individual basis, it is recommended that the Sposiabase be populated by uploading a
spreadsheet containing all of the Sponsors to HedadThis is accomplished by clicking on the
Upload Sponsor Databasdink at the top of the screen.

Sponsor List with Upload Sponsor Database and Add Sponsor Options

By uploading the unit's Sponsor Database, the FR&/A&Iministrator can automate the FRG
subscription process. The Sponsors that existarsponsor Database are able to subscribe to
the FRG site. When subscribing to the FRG as agpoone of two things can happen:

1. If the Sponsor information (first name, last natast for digits of the SSN) matches the
data in the Sponsor Database exactly, then thegptien is automatically approved. If
the Sponsor already has an account with a user aathpassword, he/she gains
immediate access to the site. If the Sponsor doealready have an account, he/she will
create a new user account with a username and paks@nce the new user account is
created the Sponsor will have access to the site.

2. If the Sponsor information does not match exa¢t®/she will get an error message and
will need to retry. The Sponsor should be surehieck the spelling of the name and the
accuracy of the last four digits of the SSN.

The FRG Administrator of the site will always reeean email when a Sponsor subscribes to the
site or is unsuccessful in his/her subscriptioamtit.

16 www.armyfrg.org
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Army VFRG Site Administrator Guide

Additional information about administering the sin be found in thArmy vFRG Site
Administrator Guide . This document is accessed by logging in to wit@érand clicking on the
Army FRG Administrator Tutorials link in the left navigation bar and then clickiog the
Army VFRG Site Administrator Guide link.

Access to the FRG Site Administrator’s User Guide

www.armyfrg.org 17




