PW ONLINE AGENCY ADMIN INSTRUCTIONS

Greetings from Family Works, Inc. and thank you for your interest in our online parenting pro-
gram. [ have created your account and set your login and password (these appear on your confir-
mation email). If you have misplaced this information, please contact me at the email or phone
number at the bottom of this document.

LOGGING ON

To manage your account, you can now go to http://familyworksinc.com/parentingwisely/ad-
min/login.php (If you downloaded these instructions from the website, then you are already on
the login page). Next, enter your email and password in the space provided, and hit the “Login
Now” button.

CREATING USERS

Once logged in, you can create new users by clicking the “Manage Users” button on the left-
hand side. You then click the “add a new user” button on the upper right corner. You can then
enter as much info as you want about your clients. Make sure to click the “Active user” box at
the top, and to fill in the user’s email and password (you can create whatever password you wish
for each user). If the clients don’t have email addresses, you can encourage them to get them

or just make up any login you choose (If they don’t have email, however, we will be unable to
send them user instructions and you will have to print out a copy from the login page or have
them contact us at 740-594-2502 or info@familyworksinc.com) .

Once you’ve entered all of their data, click the “Teenagers Edition” under “Available Programs”
in the bottom right corner to activate the program for them (Eventually all of the programs will
be available in the online format). Now, click “create user” to finalize the process. Emails will
automatically be sent to the clients’ email addresses informing them of their login and password
and directing them to the website.

TRACKING RESULTS

Each time clients come in, you can create a unique login and password for them. You can then
keep track of how they are doing by clicking the “View Reports” button on the left side of the
post-login page. This tells you what sections they have completed, how they did on the tests,
and how long they used the program.

CHANGING YOUR PASSWORD, LOGIN, OR CONTACT INFO

Select “Edit my info” from the options along the upper left of the post login screen. Simply
modify any field that you wish to change (make sure to keep track of your new password if you
change it). Click “save changes” to finalize the process. Please, explore the webpage and dis-
cover the various features.




Thank you for your business. We look forward to helping you better serve your clients.
Sincerely,

The Family Works Staff

1005 East State St, Suite G

Athens, Ohio 45701-3751

email: info@familyworksinc.com

740-594-2502



