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HOW TO...

Logging In
GOAL.: Enter the Camarilla Resource Database and successfully engage the system.

PROCESS
A. While connected to the internet, connect to http://camarilla.white-wolf.com/ in your

browser.

B. Click “Login”

C. Enter individualized Camarilla Membership Number.

D. Pressthe”Tab” key so that the cursor is now in the text box to the right of
“Password”.

E. Enter password.

F. Click the“Log In” button.



Edit Profile
GOAL: Enable end-user to edit their information.
PROCESS.
A. Login to CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.

FY1: Information can also be edited by clicking on “My Profile” at the top
of the page.

C. Click “Profile”.

D. Click “Edit”.



E. Edit appropriate fields.

F. Click “Update Profile”.



Check Announcements
GOAL: Enable end-user to view complete listing of announcements within the organizational

unit.

PROCESS:
A. Loginto CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.
C. Click “Announcements’.

FYI: Alternatively, click “Home” to view all announcements for all
locations.

D. Sedlect announcement to view.



Enter a Character
GOAL: Enable end-user to enter information on player character.
PROCESS.

A. Loginto CamarillaWhite Wolf Site.

B. Click “My Camarilla Information”.

C. Click “Characters’.

D. Click “Add aCharacter”.

E. Enter information.

FY1: Before adding Merits or Powers, click “ Store Character”.

FYI: To modify Merit or Power Rating, click “-/+”.

FYI: Clicking “-* more times than there are currently dots will remove the
item from the sheet.

F. Click “Store_Character”






Enter Character XP Expenditures
GOAL: Allow end user to enter XP expenditures.

PROCESS.
A. Loginto CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.

C. Click “Characters’.

D. Click the name of character to be modified.

E. Click“XPLog".
FYI: Thisoption will not be present if the character information has not been
stored.
FYI: The error message that will be returned in this instance will be “ Database

Syntax Error”.

F. Click “Add Entry” to enter Character XP Expenditures.



View/Modify Locations
GOAL: Enable end-user to view/edit information about their location.

PROCESS.
A. Loginto CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.

C. Click “Locations’.

D. Review/modify Location information.
Click “Edit Location” to modify the Location information.
Click “Delete Location” to delete the Location and information.

Click “Add" to add Children Locations.






View, Modify & Search Members
GOAL: Enable end-user to view, modify, and search for member information.
PROCESS.

A. Loginto CamarillaWhite Wolf Site.

B. Click “My Camarilla Information”.

C. Click “Members’.

D. Search by Member Number, First name, Last name, or Nickname.

E. Click “Search”.

Click on member, if found.
Click “Edit” next to member name to edit Member Information.

Click “Dédlete’ next to member name to delete Member Information.



Enter New Prestige
GOAL: Enable end-user to enter accumulated Prestige.

PROCESS
A. Loginto CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.

C. Click “Prestige’.

D. Click “New".

E. Select the award date.

F. Enter award description.

G. Select award category.

H. Enter awarded amount(s).

|. Enter useable amount(s).

J. Enter Notes.
FYI —If Prestige awarded is for a position, or of the Regional- or
National-type, a validation URL should be placed in this section.

K. Click “Store Prestige”.






Post an Announcement
GOAL: Enable end-user to post announcements for the organization.

PROCESS.
A. Loginto CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.
C. Click “ Announcements”.

D. Click “Add Announcement”.

FYI: Fields will appear in the right side of the screen.

E. Enter titlein “Announcement Title’ box.
F. Enter contentsin “Announcement Content” box.

G. Choose Announcement Priority.

PRIORITIES
low - [To Be Entered]
Normal - [To Be Entered]
HIGH - [To Be Entered]

H. Enter expiration date and time in the “ Announcement Expiration Date and Time”
box.

. Click “Add Announcement” button.






Conduct a Prestige Review
GOAL: Enable Coordinator end-users to review another end-user’s entered Prestige.

PROCESS
A. Loginto CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.

C. Click “Locations’.

D. Click appropriate Child Unit.

E. Click on the Member to be audited.

F. Click “View Prestige’.

G. Select “Approved” or “Denied”.

H. Select approved MC.



. Enter comments.

J. Click “Store Review”.



Add a Chapter or Domain
GOAL: Enable end-user to create Chapter-, Domain-Child organizational units within a Region-

Parent unit.

PROCESS:
A. Loginto CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.
C. Click “Locations’.

D. Click “Browse".

E. Click the appropriate Region-Parent organizational unit.

F. Under “Children”, click “Add”.

G. Enter appropriate information.

H. Click “Add Location”.






Adding a Position
GOAL: Enable end-user to assign a Primary Officer for an organizational unit.

PROCESS:
A. Loginto CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.
C. Click on “Locations’.
D

. Click “Browse".

m

Click on appropriate organizational unit.
F. Click the appropriate supervising Officer.

G. Click “Add”.

H. Enter Position information.
POSITION NAME: Thisisthetitle of the Position.
POSITION HOLDER: Thisis the name of the person holding the position,
which should be vacant.
POSITION TY PE: This determines the chain of command for the position,

whether it is a Coordinator or a Storyteller.



. Enter

Rights

Information:

a



For an explanation of rights, see APPENDIX 1.

J. Click “Add Position”.



Assigning a Position
GOAL: Enable end-user to assign positions to members within organizational unit.
PROCESS.

A. Loginto CamarillaWhite Wolf Site.

B. Click “My Camarilla Information”.

C. Click on “Locations’.
D

. Click “Browse".

m

Click on appropriate organizational unit.
F. Click the appropriate supervising Officer.

G. Click “Hire” next to vacant position.

H. Search for Member.

[. Click “Hire’ next to the member.



Removing a Position
GOAL: Enable supervisory end-users to remove subordinate end-users from positions within

organizational unit.
PROCESS.
A. Login to CamarillaWhite Wolf Site.
B. Click “My Camarilla Information”.
C. Click on“Locations’.
D. Click “Browse”.
E. Click on appropriate organizational unit.
F. Browseto the position to be deleted.

G. Click “Delete” next to the appropriate position.



Exporting a Prestige Log from Excel

GOAL: Enable end-user to transfer National-format Prestige logs from Microsoft Excel to the
Coordinator Resource Database.
PROCESS:

A. Load Microsoft Excel program.

B. Load file containing Prestige log.

C. Select all Prestige line-item entries.



D. Press“CTRL” +“C”.

E. Click “Insert”.

F. Click “Worksheet”.



G. Atcdl A1, press“CTRL” +“V”.

H. Click “File".

|. Click “Save-As’.

J. Change“Save astype:” to “Text (tab delimited) (*.txt).

K. Click “Okay” to savefile. [IMG: HT_13i]



L. Click “Okay” to savethe Active Sheet. [IMG: HT_13j]

M. Click “Yes’.

N. Select and removethe “Itemized Total: G, R, N” columns and contents.
O. Select and remove the “Grand Total” column and contents. [IMG: HT_13m)]
RECOMMENDATION: It is recommended that the end user remove

the “Date” column, in the “Month” column arrange each entry in the
MMM-YY (Mar-01) format.



P. Select and remove Rows1 & 2.

Q. Savethefile.

R. Closethefile.



Exporting Prestige Log from OpenOffice
GOAL: Enable end-user to transfer National-format Prestige logs from OpenOffice to the
Coordinator Resource Database.
PROCESS:
A. Load OpenOffice program.
B. Load file containing Prestige log.

C. Select all Prestige line-item entries.

D. Press“CTRL” +“C".
E. Click “Insert”.

F. Click “Sheet”.



G. Click “Okay”.

H. Atcell AL, press“CTRL” +“V”.



I. Click “File".

J. Click “Save-As’.

K. Change*“Save astype:” to “Text CSV (.csv; .txt)".



L. Click “Save”.
M. Change the “Field delimiter” to “{ Tab}”.

N. Changethe “Text delimiter” to a single quotation.

L. Click “Okay.
WARNING: Error message will be displayed stating that only the active sheet
was saved.

M. Click “Okay”.



N. Select and remove the “Itemized Total: G, R, N” columns and contents.

O. Select and remove the “Grand Total” column and contents.
RECOMMENDATION: It isrecommended that the end user remove the “Date”
column, in the “Month” column arrange each entry in the MMM-YY (Mar-01)

format.

P. Select and remove Rows1 & 2.

Q. Savethefile.

R. Closethefile.



Importing Prestige Log
GOAL: Enable end user to successfully import a Prestige log into the Coordinator Resource

Database.
PROCESS:
A. Load NotePad
B. Open converted Prestige log text file in NotePad.
FY1: If conversion was done using the OpenOffice Program, the single quotation
mark will need to be removed.
PROCESS: Click “Edit”. Click “Replace’. In the “Find what” field, insert asingle
guotation mark. Leave the “Replace with” field empty. Click “Replace all”.
C. Click “Edit”.
D. Click “Select All”.
E. Click “Edit”
F. Click “Copy”.
G. Loginto Camarilla Resource Database.

H. Click “Prestige’.

I. Click “Import” tab.

J. Intextfield, press“CTRL” +“V", pasting the copied contents.

K. In Camarilla Resource Database, click “Import Prestige”.



APPENDIX
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Position Rights Explanation

ADD AND EDIT ANNOUNCEMENTS:

Allows end-user to add announcements and edit those within their organizational unit.
APPROVALS COMMENT:

Enables end-user to comment on any approval applications within their organizational
unit.
APPROVALS EDIT:

Allows end-user to edit any approval applications within their organizational unit.
APPROVALS VIEW:

Enables end-user to view any approval applications within their organizational unit.
EDIT LOCATIONS:

Allows end-user to add/edit location information within their organizational unit.
VIEW LOCATIONS:

Enables end-user to view location information within their organizational unit.
VIEW MEMBERS:

Allows end-user to view members within their organizational unit.
ADD POSITIONS:

Enables end-user to add positions within organizational unit.
EDIT POSITIONS:

Allows end-user to edit positions within organizationa unit.
HIRE ASSISTANTS:

Enables end-user to hire assistants within organizational unit.
EDIT MEMBER PRESTIGE:

Allows end-user to modify member Prestige.
REVIEW PRESTIGE TO CHAPTER (MC 1-5):

Enables end-user to review a member’ s Prestige and award Membership Class levels 1-5
(Associate-Sponsor).
REVIEW PRESTIGE TO DOMAIN (MC 6-8):

Allows end-user to review a member’s Prestige and award Membership Class levels 6-8
(Steward — Advocate).
REVIEW PRESTIGE TO REGIONAL (MC 9-11):

Enables end-user to review a member’ s Prestige and award Membership Class levels 9-
11 (Advisor — Mentor).
REVIEW PRESTIGE TO NATIONAL (MC 12-14):

Allows end-user to review a member’s Prestige and award Membership Class levels 12-
14 (Luminary — Fellow).
DIRECTOR LEVEL GRANT (MC 15):

Enables end-user to award Membership Class 15 (Trustee) to another member.
VIEW REPORTS AND STATISTICS:

Allows end-user to view reports and statistics for a Venue or organizational unit.
ADD, EDIT, DELETE A VENUE:

Enables end-user to add, edit, or delete a venue within an organizational unit.



