Getting Started With BOSTONavigator
Welcome to the new BOSTONavigator!

BOSTONavigator is a valuable online resource offering a single location to post and update on-going programs and services, refer potential participants to those services, allow participants to rate and review their experiences, and report on the array of available opportunities in the community.
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Follow these steps to start using Community Compass:

1. Logon

2. Update your password

3. Verify/update your organization’s contact and program information
4. Make and receive referrals

5. Monitor your program ratings and reviews
6. Browse the Community Compass website

1. Logon

The website address for BOSTONavigator is www.bostonavigator.org. 
To logon, select the Sign In link located to the far right of the top menu.
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Enter the username and password that you previously used for BOSTONavigator and select the Sign In link.  If you do not know your BOSTONavigator username or password, please contact: 
Jason Webster: jwebster@bostonbeyond.org; 617-345-5322

Patricia McGuiness: pmcguiness@bostonbeyond.org; 617-345-5322
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You have successfully logged on to BOSTONavigator if your username appears at the upper-right portion of your screen.
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Welcome to Community Compass

We have over 1,500 programs that run after school, before school, on weekends, and
during the summer. Find sports, academic support, youth organizing, and many other
programs here!





2. Update your password
Select the Preferences link on the upper-right corner of the screen
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Select the Click here to change your password link
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Type your new password in both fields (ensuring that they match) and select the Change Password button.
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Select the Click here to log out link and log back on to Community Compass to verify your password.  Please contact Jason Webster if you are unable to log back on to BOSTONavigator.
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3. Verify/update your organization’s contact and program information
Select the admin option from the top menu.
[image: image9.png]welcome. browse search directory map





The main Edit an Organization page allows you to update your organization name, site information, or program information.
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Select the Add a new site, Edit this site, or Remove this site icon to manage your sites.
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Add/edit a site: Add or edit the site contact and facility information, check the box next to any programs that are associated with the site (see Add/edit a program section below), and select Save when finished.  The information associated with your site(s) will be available for the public to view on the BOSTONavigator website.
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Select the Add a new program, Edit this program, or Remove this program icon to manage your programs.
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Add/edit a program: Add or edit the program information and select Save when finished.  Please add as much information as possible to make your program(s) more visible in searches.  The information associated with your program(s) will be available for the public to view on the BOSTONavigator website.
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Assign program categories: Select the Assign program categories icon to categorize where your program will be listed.
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Check any boxes of the categories that correspond to the type(s) of program activities you provide and select Save when finished.
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Remember to select the Save link from the Edit an Organization page when you are finished making changes or additions.
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4. Make and Receive Referrals

The new BOSTONavigator allows for direct referral of potential program participants. You can refer participants to other programs you identify using the search functions of BOSTONavigator. You will also be able to track and manage any referrals made to your program through the site.
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You will receive information that will help you contact prospective participants and then process the referral made through BOSTONavigator. By managing referrals in BOSTONavigator, Community Administrators will be able to identify gaps in services or open slots. You will have the capacity to export any information received through referral to your own records.
5. Monitor your Program Ratings and Reviews

Participants and their parents will have the opportunity to sign up as a registered user and rate/review programs in which they have participated. When you login to BOSTONavigator, you will have the opportunity to review and respond to any ratings of your programs by clicking the reviews icon. 
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Community Administrators will be monitoring reviews for abuse, but if you can flag any review you feel deserves further attention. Reviews that contain inappropriate language, contain personal or identifying information, seem unrelated to the program, or are written by chronic abusers will be removed. 
6. Browse the BOSTONavigator Website

Welcome Menu

The Welcome page is the face of BOSTONavigator.  The standard Welcome page consists of a Menu bar, Login link, Banner, Navigation Panel, and Content Area.
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Browse Menu

You can browse through a list of all other service providers by Category, Program Type, and Program Group to find programs that meet your criteria.
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Search Menu

The search functionality allows BOSTONavigator to help users match service to need based on a set of search criteria.
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Directory Menu

The directory menu is helpful to find and view information of other service providers when the organization name is known.
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A-Z Directory

Below is a list of organizations. Click on a name for more information. Click on a letter to change the st of organizations.
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Map Menu

The map allows users to search the city area for organizations which may be near an area of interest.  The red “push-pins” indicate an organization which has been entered as an organization providing services and geo-located within the city.
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