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MyWave Administration Guide
*NOTE: If your agency utilizes BrokerageBuilder some of these functions will not work in MyWave, you will have to go to BrokerageBuilder.

MyWave Administration
To add users, links, and documents, edit info and much more, click on the green USE button to login to MyWave Administration.  
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To view what your clients see on their MyWave page:
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Click on Login to access your client’s site without needing to know their username and password.
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Steps to take when setting up a new client:

1) Set up the document center defaults

2) Add the client

Setting Document Center Defaults:

You have the ability to pre-select documents from Broker Briefcase that will automatically post to the Collaboration Center on any MyWave site you activate in the future.  This area will only show up if you own one or both Broker Briefcase versions.  To determine which documents will default to the site, select Postings > Default Documents on the toolbar. Highlight the document you wish to default and click the arrow button pointing to the right.  You can also double-click the document to select it.

Tips to remember:

· Only one document can be moved at a time.

· Clicking the reset button will un-highlight any documents on the left hand side.  

· [image: image7.jpg]Clients: Import Clients

Import Data | ISTEaERtE | I ere | e A | eseaiesieabiatiel | EZTe Az

The importad client lst will be appanded to the dient records currently in the databass,

STEP 10F5: oL, ek comply with format raquiraments, Plaaca zas Data Farmat Speciications.

Required Field

You have client data that has not completed the upload process. What would you like to do
with this data?

@ Work with existing incomplete data
€ Upload new file. (This option will delete existing incomplete data )

Browse.




To remove a document already added to the default list, select the document then click the left arrow button.  

· Select which Collaboration Center category you want this default document to display.

· Employee specific documents from the following categories in each Broker Briefcase are available as defaults.  Templates imported into the Broker Briefcase(s) by individual brokers must be marked “schedulable” in the upload process and be assigned to one of these categories to appear as a default.
· Broker Briefcase Benefits:  Legislative updates, Plan Designs, EE Communications, and Benchmark Surveys

· Broker Briefcase P&C:  Cost Containment, Studies & Surveys, Safety Compliance, Employee Communications
When adding a new client you will be able to select document(s) to post from the defaults you have chosen.

To Add a New Client: 

Note:  If you are using Brokerage Builder, all client data should be entered in BrokerageBuilder, not MyWave.  Any changes made to the client record in BrokerageBuilder will update their MyWave information; however, changes made in MyWave will not update BrokerageBuilder. 
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· To add a new client, click on add.  
· To view all users or add a new user to an existing client, click on Open.
· To edit any client agency information, click on Open.  
· To delete a client record, click on delete.   
MyWave Status allows you to see if the client is active or inactive.  If the client is inactive it may be because there are no contacts setup for that client or the client record has been de-activated.
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Fill in the client information, select any groups as appropriate.  The client’s MyWave site can be either activated or deactivated from this screen.  If this is a P&C client, you can give access to or restrict what P&C functions are available.  If the boxes for Access to are checked, the client will have the ability to complete those items online through MyWaveRM.  
Click Next.

Select Default Documents
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If your agency has preselected documents, this screen will appear and you can post all, selected or no documents to the client’s MyWave page.  

Check documents you would like posted on the client’s MyWave page.

The expiration date is automatically set based on what expiration time frame for that document was chosen when the document was first setup (ex: 1 week, 2 weeks, etc).

Click Next.

Once the client has been added, add contacts with the Add Contacts Button.  

Add a Client Contact
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Select Access Rights.  
Administrative: user can view all information on site and can assign/change access rights.  General: user can view non-sensitive info such as Legislative Guides.  
Note: if a user is granted Administrative rights, they have the ability to grant access to the other MyWave products.  If the client is a MyWaveHR user, they can also give themselves access to MyWaveOSHA and MyWaveRM.
Choose Yes or No to notify the contact of their username and password by e-mail.  If you select No, the client can use the “Forgot your login information?” feature on the MyWave login page to receive their username and password, or you can edit the contact record later and select Yes to Resend Notification E-mail.
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Click to Add Another Client, Add Contact to current client, or Done to proceed.  Clicking Done will take you to the MyWave Administration home page.

Send Email
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Emails can be sent to all clients or to a specific client.  
To send an e-mail to all clients, mouse over Clients on the toolbar and the click Send Email. 
Enter the subject and message to be sent. Click Next.  Select the Recipient Type.  
Note: If you are intending to e-mail a prospect, this can only be done through BrokerageBuilder.  
Select which client sites this e-mail should be sent to.  To post to All Clients or Client Groups, select the appropriate option.  Note that Post to all contacts listed above is only selectable when All Clients is selected above.  

If you do not want to post the e-mail to All Contacts at All Clients, click No at Post to all contacts selected above?  
Click Next.  
Select the clients you wish to post the document to and then click Next.  
The Send Email function does NOT support e-mail attachments. If you are trying to send an attachment to your client, you will need to post it to the client’s MyWave site.
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Post Documents and Links:
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Documents and links can be posted to all clients or to a specific client.  To post a document or link to all clients, click on Postings on the toolbar. Select Post Document or Post Link. 
Post Document
Click the Browse button to select a file from your hard drive or network drive.  
Title of Posting and Description are both required fields.  
Select the Category you would like the document to appear under.   
Can others collaborate on this document? determines whether or not the document will be available for editing in the Collaboration Center.  
Set an Expiration Date.  
Tip: If no expiration date is set, the document will automatically expire in 1 year.  
If you would like to send an e-mail notification to the client regarding the posting, enter a subject and message.  If no subject or message is entered, no e-mail notification will be sent.  
Click Next.

Tips:
· If a client posts a document to the broker, it does count towards the broker’s 100MB file limit.

· To save on document space, you are able to post a .zip file to the client’s MyWave portal.

· If a document has been posted to a client’s site and then the category of the document is changed, it will also change the location of the document that was previously posted.
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Note: If you are intending to post a document to a prospect, this can only be done through BrokerageBuilder.  
Select which client sites this document should be posted to.  
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To post to All Clients or Client Groups, select the appropriate option.  Note that Post to all contacts listed above is only selectable when All Clients is selected above.  
If you do not want to post the document to All Contacts at All Clients, click No at Post to all contacts selected above?  
Click Next.  
Select the clients you wish to post the document to and then click Next.
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Select the Contacts at the Client that should receive the posting and then click Next.
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Confirm the posting by clicking Post.  
This will generate the e-mail notification to the client and physically post the document to the Client Contact’s MyWave Portal Collaboration Center.
Post Link
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To post a link, select Postings from the Toolbar and then select Post Link.

Enter the URL information.  Be sure to include the http:// in the URL.  
Title of posting, Description and Category are required fields.  
Tip: If no expiration date is entered, the link will expire in 1 year.  
If you would like to send an e-mail notification to the contact regarding the posted link, enter a Subject and Message.  If no subject or message is entered, no notification will be sent to the client.  
Click Next.

Note: If you are intending to post a link to a prospect, this can only be done through Brokerage Builder.  
Select which client site(s) this link should be posted to.  To post to All Clients or Client Groups, select the appropriate option.  Note that Post to all contacts listed above is only selectable when All Clients is selected above.  
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If you do not want to post the document to All Contacts at All 
Clients, click No at Post to all contacts selected above?  
Click Next.  
Select the client(s) you wish to post the document to and then click Next.  
Select the Contact(s) at the Client that should receive the posting and then click Next.  
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Confirm the posting by clicking Post.  
Once you click post, you will receive a message that states “Your link was posted successfully!”.
Managing Postings
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Select Postings from the menu bar and then select Manage Postings.  
This screen lists all of the documents posted to MyWave clients from your agency. From this list you can view previously posted documents and when they were posted. You may also view just the postings you have made, by clicking "My Postings" or view all postings made from your agency by clicking "All Postings". 
By default, you will only view documents posted in the last 30 days, under the “My Postings” view.  

You can remove old postings by clicking Open next to a document then clicking on Delete.  

Press Add to send a new posting to one or multiple clients.  
By design, only the person who posted a document can delete the document from this screen.  This functionality can, however, be overridden by clicking on the Open button next to the document.  Once the document has been opened, the Delete button will appear.

Setup Categories
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Select Postings from the menu bar and then select Setup Categories.
This screen lists all of the categories to which documents and links can be posted.  You can customize your client’s MyWave portal to include several categories or you can remove categories.  
The following categories are set by default and can not be deleted:  Benefit Plan Design, Employee Communications, Legislative news, Links, Miscellaneous, News from Your Broker and Property & Casualty.
View MyWave Portal Statistics
There are several reports available in MyWave, which can be accessed by mousing over Reports from the menu bar. The first report is the Client Extract.  This report contains client specific information, including Client and Contact Names, Addresses, Phone Numbers, etc.  It can be run to include individual clients or all clients.  Select the fields to include and then click Build Report.  Once the report has completed the build process, click the ‘Click here’ to download the Excel file that is created.
You may also build a report to view Document Usage.  Again, this report can be built to include All Clients or a single client.  
Enter a Start Date, End Date, and mark to include Active, Expired, or Deleted documents.  
Click Create Report.  
A data cube will be built.  
Note: If the report doesn’t open, go to www.java.com and download the latest JAVA software, then try the report again.  
The report defaults to show the Document Name, but you are able to drill down into further detail.  If you want to view the client / user information, click on Clients/Users at the top and drag-n-drop it under Measures.  This will allow you to see that information in detail.  
To save this report, click on the disk on the menu bar and select Save As. You are able to save the file in Microsoft Excel, Microsoft Word, Adobe PDF, Tab Separated Value (.tsv), or Comma-Separated value (.csv) formats.
The final report available is the Portal Usage report.  This report functions the same way the Document Usage report does. 
Select All Clients or choose a specific client.  Enter a Start Date and an End Date.  
Click Create Report.

Importing Client Data
To Import client data, select Clients and then select Import Clients from the menu bar.  Follow the directions for the 5 steps in the wizard to import your client data. 

TIPS:

· Make sure your file is in .XLS format.

· The first row of the excel document must be field names

· The fields in your file must be in the correct order, specified in the “Data Format Specifications” section of step 1 in the client import wizard.

· ALL fields are required to be filled in except the Address 2, Fax, URL and Title fields.

· E-mail addresses must be valid and unique.

Errors you may encounter:

· The first set of errors you may encounter are errors within your file you are uploading.  Duplicate entries in the file, incorrect formats, etc.

· The second set of errors you may encounter are errors between your file and the current database.  This error screen tells you if you have duplicate companies, or contacts, etc

Client Groups:

To add or edit client groups.  Select Clients then Client Groups on the toolbar.   

Note: If you have BrokerageBuilder be sure to setup your benefit groups as advanced searches, do not use the group option for benefit clients.
To add a new group, click on the green Add button.


Enter a group Name.  Select clients by highlighting the client name from the Available Clients list and clicking the arrow button pointing to the right.

Click Save Group.  This will select all Users set up for a client.

Saved groups will be displayed at the bottom of the client list.

To edit a group click on the edit button.

To remove a client from the group, highlight the name in the Clients in Group list and click the arrow button pointing to the left.  

To add additional clients, highlight the client name from the Available Clients list and click the arrow button pointing to the right.  Click Save Group. 
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