Association Manager User Guide

Nordic-Hong Kong Business Matchmaking Platform

Welcome!

As an Association Manager, you have special privileges to manage your member companies on the
platform. This guide will show you everything you can do and how to do it.

You have access to two different areas:

1. Frontend - The public website (what your members see)

2. Backend - The administration area (your special management tools)

Part 1: Getting Started

Your Login Credentials

When your association account was created, you received:

¢ Email address - Use this to log in

e Password - Your secure password

e Website URL - https://fhba.fi

How to Log In
Option 1: From the Main Website

1. Go to the main website

2. Click "Log In" (usually in the top menu)
3. Enter your email address

4. Enter your password

5. Click "Log In"

Option 2: Direct Admin Access

1. Go to: [https://fhba.ﬁ/wp—admin]

2. Enter your email address
3. Enter your password

4. Click "Log In"


https://fhba.fi/

After Logging In

¢ If you used Option 1: You'll see the main website with an admin toolbar at the top

¢ If you used Option 2: You'll go directly to your admin dashboard

Part 2: Your Admin Dashboard (Backend)

When you log into the backend, you'll see your Dashboard - this is your control center.

Dashboard Overview
Your dashboard shows four main boxes:
1. Member Statistics
e Total Members: How many companies belong to your association
e Approved: Companies you've approved
e Pending: Companies waiting for your approval

e Approval Rate: Percentage of applications you've approved

2. Pending Applications

¢ Shows new companies waiting for approval
e Quick approve/reject buttons for each

e Click "Review" to see full details

3. Recent Member Activity

e Latest companies that registered
e Their current status (approved/pending)

e When they joined

4. Quick Actions

e Add New Company: Register existing members
* Manage Members: View all your companies
e Edit Association Profile: Update your details

e Browse Companies: Go to the main website

Understanding the Admin Menu

On the left side, you'll see a black menu. Here's what you need:

e Dashboard - Your home base (you are here)
e Users - Manage your member companies

e Profile - Edit your association details



You can ignore other menu items - they're for system administrators.

Part 3: Managing Member Applications

Viewing Pending Applications

From the Dashboard:

1. Look at the "Pending Applications" box
2. You'll see a list with company name, contact person, sector, and when they applied

3. For each application, you have three buttons:

e Approve (green) - Accept the company
¢ Reject (gray) - Decline the application

¢ Review - See full details

Quick Approval Process:

1. Click the Approve button
2. Wait for "Processing..." to finish
3. The company disappears from the list (they're now approved!)

4. The company receives a welcome email automatically
Detailed Review Process:

1. Click Review or View

2. You'll see their complete profile:

e Company name and description
e Contact person details

e Business sector and size

e What they're looking for

e What they're offering

3. Scroll down to find the Approve or Reject buttons

Important Notes:
e When you approve: Company gets full access and receives your welcome message
e When you reject: Company stays pending, no email is sent

e You can always change your mind later




Part 4: Managing Your Members

Viewing All Members
1. In the left menu, click Users
2. You'll see a list of all your member companies

3. At the top, you can filter by:

e All Members - Everyone in your association
e Approved - Active companies

¢ Pending - Waiting for approval

Understanding the Member List

For each company, you'll see:

e Company name and email

Contact person

Sector and country

Status (Approved/Pending)

When they joined

Editing a Member
1. Find the company in the list
2. Hover over their name
3. Click Edit

4. You can update:

e Company information
e (Contact details
e Business sector and size

e What they're looking for/offering

5. Scroll down and click Update User

Part 5: Adding Companies Directly

Sometimes you need to add existing members who haven't registered yet.

How to Add a New Company

1. From Dashboard, click Add New Company in Quick Actions



2. Or go to Users — Add New (at the top)

3. Fill in the form:

e Company Name (required)

e Email (required - they'll use this to log in)

e Contact First Name (required)

e Contact Last Name (required)

e Password - You can set one or let them reset it later
e Company details (sector, size, country)

e What they're looking for/offering

4. Click Add New Company Member

Note: Companies you add directly are automatically approved and can access the platform immediately.

Part 6: Using the Frontend Website

As an association manager, you can also use all the features your member companies use.

Accessing the Frontend
1. Click your website name in the top-left admin bar

2. Or click "Browse Companies (Frontend)" from your dashboard

What You Can Do on the Frontend
¢ Browse Companies - Search and filter all approved companies
e Express Interest - Connect with companies for your association
¢ View Matches - See your association's connections
¢ Edit Profile - Update your association's public profile

¢ See Recommendations - Get matching suggestions

Switching Between Frontend and Backend
e Admin Bar: When on the frontend, you'll see a black bar at the top
e Click Dashboard to return to admin area

e Click your website name to go back to frontend




Part 7: Association Settings

Accessing Your Settings
1. In the admin menu, click Profile
2. Scroll down past the password section

3. Find "Association Settings"

What You Can Configure
1. Association Name - Your organization's display name
2. Contact Email - Where you receive notifications

3. Welcome Message - Custom message included in approval emails

e Make it personal and welcoming
¢ Include any special instructions

e Mention benefits of membership

Saving Changes

1. After making changes, scroll down
2. Click Update Profile

3. You'll see "Profile updated"” at the top

Part 8: Common Tasks

Daily Tasks
e (] Check pending applications (Dashboard)
e 1 Approve or review new companies

e [ Respond to member questions

Weekly Tasks
e (] Review member activity
e [ Check for inactive members

e 1 Browse new companies on the platform

Monthly Tasks
e [] Review your association statistics
e [ Update your welcome message if needed

e [ Add any offline members to the platform



Part 9: Tips and Best Practices

For Faster Approvals
¢ Use the quick approve buttons on the dashboard
e Set up a regular schedule to check applications

e Keep your welcome message updated and friendly

For Better Member Management
e Encourage members to complete their profiles
e Help members understand the matching process

e Add existing members to increase your network

For Your Own Networking
e Use your association account to browse companies
e Express interest in potential partners for your members

e Check recommendations regularly

Part 10: Troubleshooting

Can't Log In?
1. Make sure you're using your email address (not a username)
2. Check caps lock isn't on

3. Try resetting your password via "Lost your password?" link

Can't Find a Feature?
e Member management: Look under Users in the menu
¢ Pending applications: Check your Dashboard

e Association settings: Go to Profile

Application Approved but Company Can't Access?

e They need to log out and log back in
e Make sure they're using their email to log in

e Check their status shows as "Approved" in your member list

Need to Change Your Email or Password?



1. Go to Profile in the admin menu
2. Update your email or enter new password

3. Click Update Profile

Part 11: Getting Help

For Technical Issues
e Contact the platform administrator
¢ Provide specific details about the problem

¢ Include screenshots if possible

For Platform Questions
e Check this guide first
e Ask other association managers

e Contact support with specific questions

Quick Reference

Key URLs

e Main website: | https://fhba.fi

e Admin login: [https://fhba.fi/wp—adminj

e Your members: [https://fhba.fi/wp—ad min/users.php]

Your Main Tasks
1. Approve new member applications
2. Manage existing members
3. Keep association info updated

4. Help members succeed on the platform

Remember
e You only see your own association's members
e Approved companies get automatic welcome emails
e You can use the platform like any member company

e The dashboard is your home base for everything




Welcome to your role as Association Manager! Your work helps connect Nordic and Asian businesses for

mutual success.



