WELCOME TO YOUR DISCIPLESHIP JOURNEY
CONGRATULATIONS ON TAKING THE FIRST STEP IN YOUR DISCIPLESHIP JOURNEY.
THIS GUIDE WILL HELP YOU GET STARTED AND MAKE THE MOST OUT OF YOUR EXPERIENCE.

Step: Process: NEW USER REGISTER AND/OR LOGIN
NEW VISITOR LANDS AT THE SITE
1
FORGE TECHNOLOGY PLATFORM www.mensforge.net/ftp/
Disciple Tools Login
USER CHOSES AND CLICKS OVER Saddleback
FORGE DEMO)
[Forge New York Chapter] Login Details Recibidos x
Disciple.Tools discipletosts Gnemyork sad 16 ene, 15
B Traducir al espafiol x
DT NEW USER WILL RECEIVE AN
EMAIL FROM PROPER CHAPTER I
3 W|TH F|RST T|M E LOG'N MESSAG E’ You've been invited to join Forge New York Chapter at htips:/newyork.
AND PASSWORD CHANGE. : -
sarmam mail.com
(CHECK SPAM BOX) —

To sat your password, visit the following address:

hitps:inewyork ckforge. com/wp-login phpZaction=rmpékey=

bitesinewyork.saddlebackforog com/we-login.php

Username or Email Addre®s

@gmail.com

Password
EE R R R R R ER N R 2
NEW USER REGISTERS FOR THE
4 FIRST TIME AND/OR LOGINS femember e
SUBSEQUENT TIMES.
%

English (United St:
Espaiol de Costa Rica

Espaniol de México

Contact Workload

AFTER OPENING D.T. WEB PAGE,
5 TAP OVER YOUR USER NAME (TOP
RIGHT) AND CLICK OVERIT.

Your Profile

SET UP YOUR PROFILE. FIRST i - -
o TIMERS/NEW COMERS, "CLICK" e puva

OVER EDIT, AND CONTINUE TO - e

NEXT WINDOW DISPLAY. e

Hackrame (Gispiny Name)



http://www.mensforge.net/ftp/
http://www.mensforge.net/ftp/
http://www.mensforge.net/ftp/
http://www.mensforge.net/ftp/
http://www.mensforge.net/ftp/
http://www.mensforge.net/ftp/
http://www.mensforge.net/ftp/

Edit

Usarname

System Email

edit image on gravatar.com &

— 2o O

nt—— g oM

IN APPEARING WINDOW, Passward g0 o password change form &
7 POPULATE REQUIRED PERSONAL ] Chava
INFORMATION. Last Name -—
Nickname (Display
Name)
Persanal Phone
Personal Emall
Edit N Wark Email
e
o - Bogaphy
WHEN FINISHED SCROLL DOWN it
8 Gander —
AND "SAVE" INFORMATION o
[—— us English (Urited States) -
P Ernat- System Language:
Translate Disciple. Tooks into your languaga or help make a
e transtation beffor.

REMEMBER TO TAKE A MOMENT TO SET YOUR GOALS FOR YOUR GROWTH; WHETHER IT'S READING THE BIBLE, JOINING SMALL GROUP
STUDIES, LEARNING TO SERVE, WRITE DOWN YOUR PERSONAL GOALS. TALK ABOUT YOUR LIKES AND DISLIKES SO THAT YOUR MENTOR AND

BIOGRAPHY AND EXTENDED INFO. OTHER BROTHERS CAN KNOW A LITTLE BIT MORE ABOUT YOU. (IF FILLING FOR SOMEONE ELSE -MENTEE- BE SURE TO ASK HIM ALL INFO

THAT CAN HELP HAVE A FULLER PERSONAL PROFILE).

BACKIN YOUR MAIN PROFILE
PAGE, SCROLL DOWN AND
REVIEW YOUR OTHER USER

Muliplier Preferences

B Poople Broups you wioh 10 serve

9 -
PREFERENCES, AVAILABILITY,
NOTIFICATIONS AND CONTACT Avaiasiny
RECORD. T ——
SE ——— Contacts List smosng 18018 5o = Mow ~ ShowArthived
Profile Your Profile e m—
Multipliar Praferances Fame: Gontact Siahus il el Hasigned To Groups | Last Modified
o P e o oI
CLICK BACK OVER CONTACTS AND . it st o e ot
10 REVIEW YOUR USER IN THE s ST - -
CONTACT LIST BELOW. . o J—— o I
: oo e = e
— . e o
: TN - T

apazm, 2025




Step: Process: MENTOR AND/OR LEADER PROCESSES.
@ Contscts  Groups  Metrics Ocraa O, + & ¥
Hurray! You ore cought up. -
GO TO DASHBOARD AND CHECK o e
1 FOR ANY PENDING ACTIONS OR e
NOTIFICATIONS. = 1havetoomany contacts
e ——
———
IF YOU ARE A MENTOR, BE SURE TO
AVAILABILITY TO RECEIVE JESSE
CONTACTS FROM THE Hurray! You are cought up Hrousr i "’”‘
2 DISPATCHER (CHECK "CONTACT ==
WORKLOAD" PANEL), AND ALSO R S
CHECK YOUR UPDATES AND P  novetoo many comtcts
PERSONAL NOTIFICATIONS (RED Py —
DOT).
= -
‘ Matea Sancher
Update Needed wpieeetes (D) (RS St b 21
WHEN CLICKING OVER RED
CIRCLE IN "UPDATE NEEDED" © s contact needs an uprit. Gommens and Acthity®
Plaase provids an updats by posting a commant:
3 PANEL, NEW WINDOW WILL Contacts List Showing10f1 Sort  Mors * Show Archived
DISPLAY, REVIEW ALL DATA AND
Requires Update Assigned loma x  Sub-assigned lome x  Sorting By Seckar Path
FILL IN OR MODIFY ANY NEEDED Stalus @
INFORMATION. Name Contct s ¢ Secke Path ‘ 'E“"""'_ P M e
1 Mateo Sanchez  Active Contact Attempt Needed T Fath Status ¥ Coached by R
St R N ¢ Update Neaded son 5, 2026 a 140 P
& @Chava This cortact i active but |
Status @ LU ~ |) FollowUpe -~ Comments and Activity @
B Faith Miksions. = Sowher Pain
WORK OVER ALL POSSIBLE et e s B [ e
OPTIONS ON MENTEE, STARTING == )
BY "CONTACT STATUS" (MARK AS S —" othero -
) [ 0 ———
. NEEDED), AND FOLLOW WITH ALL — o = —-— o onment)
THE "EXPAND/COLLAPSE" P oo omr e T
ARROWS. YOU CAN ALSO LEAVE A h =D 2 O
= =
COMMENT AND SUBMITIT, N B Mosting Schotulod (0) e but there is na record of anybedy conlacting
’ & leating Complete (0 fhem.
AND/OR CREATE A QUICK ACTION. | P el i)
@ av universidad [E) Mesting No-show (0)




IF UNCERTAIN ABOUT

5 POPULATING, PLEASE LEAVE IT ...AND CONTACT YOUR GROUP ADMIN OR LEADER.
EMPTY OR UNALTERED...
Step: Process: CREATE NEW GROUP AND/OR CONTACT

Groups  Metrics Ochava O

CREATING ANEW GROUP. 4 MNewContact
WHENEVER A MENTOR (OR ABOVE) NewiCup Add U Reo
NEEDS TO CREATE A GROUP (1.E. F—
SMALL GROUP); MUSTCLICK OVER| |
THE GREEN CIRCLE WITH THE "+" This s requred
1 SYMBOL, DISPLAYING OPTION 9 Locations or Address

WINDOW, CLICK OVER "NEW
GROUP", POPULATE INFO., FINISH * Group Type

BY CLICKING OVER "SAVE AND Pro-Growp N
CONTINUE EDITING" GREEN BAR Show all fields

AT THE BOTTOM.

Dashboard Contact _

Groups Filters A Groups List showing50f5 Sort ¥  More ¥ Show Inactive
ANOTHER OPTION TO CREATE NEW S S =
il 5 - oups b reation Date
GROUP (OR TO REVIEW EXISTING i Ty
GROUPS) ISTO CLICK OVER @ Al Groups 5
) "GROUPS" IN MAIN TOP BAR Favorite Groups Name Group Status Group Type Assigned To Memt
(BLUE). YOU CAN REVIEW My Recerty Viswsd 1. Test Group 3 (Created by DT Admin) > Active Team Felix
EXISTING GROUPS IN THE LIST Active s ) )
Requires Update 5 2. Test Group 2 (Created by Dispatcher) Active Church Dispatcher
BELOW, OR CREATE NEW GROUP Pre-Group 1
IN GREEN TOP BAR. Group 2 3. Test Group 1 (Created by DT Admin) Active Group Mentor 1 (Multiplier) 0
Cach 1 4. CDMX BETA SPANISH Active Pre-Group Garland Wong 2
Team 1
5. CDMX Alpha Chapter Active Group Garland Wong 2
Assignedtome (o) +
Custom Filters +
Groups List showing50f5 Sort ¥  More ¥ Show Inactive
All Groups  Sorting By: Creation Date
3 TO REVIEW GROUP, JUST CLICK
OVERTHE DESIRED ONE. Name Group Status Group Type
1. Test Group 3 (Created by DT Admin) Active Team
2. Test Group 2 (Created by Dispatcher) Active Church
= Dashboard  Contacts  Groups  Metrics Ocava O + A
Test Group 3 (Created by DT
update Needed: () (N Admin) 3 [ Foiow o ESEET
£ View Group History Crnatied on February 13, 2025 by Fele
3+ Merge with anather Group
s group needs an update. Comments and Activity@
Pleasa provida an updata by posting a commant
pu =
ONCE THE GHOSEN GROUP Status © @,
4 DISPLAYS, YOU CAN REVIEW AND © Group sttus B Assignad £ 6roup Coach Church Plantar howing: @ conmmrts @iy )
EDIT ANY INFORMATION DEEM _ Folix x| 8
NECESARY. & Update Needed warch 15, 2025 at 707 PM
(@Felix We haven't heard about this group in a while. Do you have an
updata?
Details @ v €

& Test Group 3 (Created by DT Admin)
8 February 13, 2025

€ D.T 8ystem Warch 15, 2025 at 7-07 PM

Edit all details fields.
3 (Created by DT Admin)

Member List @ ~ Church Health @ ~ Group Type




CREATING ANEW CONTACT.

WHENEVER A MENTOR (OR ABOVE)
NEED TO CREATE ANEW CONTACT
(MENTEE), CLICK OVER THE GREEN

Contacts

Groups

Tivs i roquiroed

New Contact

Metrics

@ Locations or Address.

5
CIRCLE THE "+" SYMBOL, AND * Phone +
WINDOW WILL DISPLAY,
POPULATE AND "SAVE AND Bt
CONTINUE EDITING" P
it status
Groups  Metrics g Chava Q +
P =
ANOTHER WAY TO CREATE ANE g C St
CONTACT OR TO REVIEW THE LIST
OF CONTACTS, IS BY CLICKING .
OVER "CONTACTS" AT THE TOP A Contacts List showing10f1 Sort ¥  More ¥ Show Archived
6 BLUE BAR, IF YOU WANTTO
CREATE NEW CONTACT, CLICK Requires Update Assignedtome x Sub-assignedtome x Sorting By: Seeker Path
OVER GREEN BAR, OR IF YOU
WANTTO REVIEW ANY CONTACT, Name Contact Status Seeker Path * Faith Milestones Assigned To Groups Last Mo
CLICK OVER HIS NAME.
1. Mateo Sanchez )  Active Contact Attempt Needed Chava CDMX BETA SPANISH May 15,
Step: Process: ADMINISTRATORS RESPONSIBILITIES
1 A FORGE LEADER WILL HAVE TO DEFINE HIS CHAPTER'S LEADERS AND MENTORS ROLES, AND HE WILL DO
SO BY MODIFING THESE NEXT DATA, AND GOING THROUGH THE NEXT STEPS.
O + A
g Settings
TO ENTER THE ADMIN TOOLS,
FIRST GO TO TOOLS ICON, CLICK Users
2 OVER IT, LET WINDOW DISPLAY
AND SCROLL DOWN ANC CLICK Help
OVER "ADMIN"
D.T Forum
Log Out
@ Dashboard Dashboard et :
fome Disciple Tools Setup Tasks v 4 DiscipleTools News Feed PRRVEN
AS YOU GO TO THE NEXT WINDOW, Completed 3 of 11 tasks Mew Magic Links Feature: Connections Templatel @
DT'S GENERAL IMAGE WILL e R T e Pt Conmecions emplr o e g ks
CHANGE TO ADMIN WEB PAGE. — w © . i
s YOU WILL GO DIRECTLY TO THE o e | Pttt sarciidibtbis
DASHBOARD PAGE. SCROLL e s @ | [[| T saen e
DOWN AND CLIC OVER "USERS" P .o R
(DO NOT MODIFY ANY OTHER A Eapiore Uses Nt e .
OPTION, ONLY "USERS") T) BETA
PRy 5 ExplorsRecommended Plogins  See [ by .
Exiors Omtom The s Plia) Se¢ [ o0 .
0 B Explore Site Links See. i "
FORGE AND CHAPTER WILL ONLY
4 NEED TO USE "ALL USERS" OR

"ADD NEW USER".




Users | add new

0 Username * Mame Display Name mail Roles
arvor AR e Pusddiebeckvohint MuRiper, Dispatcher
ADMIN LEADER CAN SEE EVERY e
ROLE HIS PEOPLE HAVE WITHIN -
THE GROUP AND THE PLATFORM. -—
A\ Reports (DT *
& Users A ok o ) ,P [ e MultipBer
- _\qrﬂ.‘ulcum - —-- grmail com o trat
7 i . .
L Usemame Name Disply Neme Emal Rols
- oD Arturo ‘lsaddlebath‘olun:eer.cc Mulplier, Dispatcher
WHEN NEEDED, ADMINISTRATOR - P KD
OR LEADER CAN DO A SETTINGS m
CHANGE TO ANY PROFILE THAT wsadd\ebackvolumeer.c
HAS TO UNDERGO A "
MODIFICATION. JUST CHECK THE
BOX AND CLICK OVER THE NAME,
ORCLIC OVER "EDIT".
i om (heva Chaa ‘gmai.ccm Discple Tools Admin
Eat | View contact record
Roles

ONCE INSIDE USER'S PROFILE,
SCROLLDOWNTO "ROLES", AND
CHECK/UNCHECK THE BOX
NEEDED TO APPLY TO USER'S
CAPABILITIES. (THE ONLY ROLES
FOR PEOPLE ARE: MULTIPLIER,
DISPATCHER, USER MANAGER,
DIGITAL RESPONDER). AT THE END
DON'T FORGET TO "UPDATE
PROFILE" CLICKING OVER BOTTOM
LEFT RED BAR.

For a description of each of the roles, please see the Roles Documentation

User Roles

K UOOUO O OU

Registered “ Has no permissions

Multiplier - Interacts with Contacts and Groups

Dispatcher - Mbnitor new D.T contacts and assign them to waiting Multipliers

Partner - Allow access to a specific contact source so a partner can see progress

Strategist - Vievs project metrics

Digital Responder - Talk to leads online and report in D.T when Contacts are ready for follow-up

User Manager - List, invite, promote and demote users

Disciple.Tools Admin - All D.T permissions

Administrator - All D.T permissions plus the ability to manage plugins.

PP S
Update Profile
b Z

ROLES CAN ALSO BE MODIFIED
DIRECTLY FROM DISCIPLE TOOLS
(ADMIN PAGE), GO TO SETTINGS
AND CLICK OVER

¢ D.TForum

(> vLogout




Dashboard  Contacts  Groups  Metrics

Users
Users showing 13 of 13
Add User
Hover Map
IF CREATING ANEW USER FOR A ey V] | v | ¥ | ~] ~
9 FORGE CHAPTER, YOU CAN —
CREATE IT BY CLICKING "ADD D Nar::v Roles Languages  Locations Status Workload Status
USER"
1 Felix Administrator
Garland Disciple.Tools N ~ Accepting new
2 - Admin México Active contacs
4 Chava Discilp\e.TDa\s Active Accepting new
Admin contacts
Dashboard Contacts Groups Metrics
Users Add New User
Add User Contact w iiake a user (optional) First Name (optional)
Hover Map
Coverage Map Display Name Last Name (optional)
FILL IN NEW USER'S DATA, SCROLL Rellene este campo.|
Email Gender (optional)
AROUND TO POPULATE ALL Male -
10 POSSIBLE OPTIONS, AND SCROLL
See Mare Options Personal Phone (optional)
DOWN TO FILL IN USER'S ROLES Language
WITHIN THE FORGE CHAPTER. B Englsh (United States) . T "
Role.
Registerad - Has no permissions
Personal Address (optional)
€ Multiplier . Interacts with Contacts and Groups:
Dispatche - - Monitor new D.T contacts and assign them to waiting Multipliers
Partner - Allow access to a specific contact source so a partner can see progress Work Phone (optional)
Strategist - View project metrics
Dashboard  Contacts Groups Metrics
Users
Users showing 13 of 13
Add User
Hover Map
IF MODIFYING AN ALREADY Sl o | a2 2y 7 | -
1 EXISTING USER, CLICK OVER HIS 1D ST Roles Languages  Locations Status  Workload Status
NAME. Name
1 Felix Administrator
Garland Disciple.Tools N ~ Accepting new
2 - Admin México Active contacs
4 Chava Discilp\e.TDa\s Active Accepting new
Admin contacts
Chava (#4) Ll
12 ONCE IN THE USER'S PROFILE, ,
SCROLL DOWN TO "ROLES" Daily Activity User Status User Profile
Active v View contact record

Workload Status

~

Email Password Reset




13

CHECK THE CORRECT BOXES TO
DEFINE USER'S ROLES, AND
FINALIZE BY LICKING OVER "SAVE
ROLES" CLICK BLUE BAR

Roles

Click hare 1o see roles documentation
Registered - Has no permissions
Multiplier - Interacts with Contacts and Groups
Dispatcher - Monitor new D.T contacis and assign them to

walling Multipliers
Partner - Allow ACCess 10 3 Specilic CONtact SOUrce 5 a

partner can see progress
Strategist - View project metrics

Digital Responder - Talk to leads online and report in D.T

when Contacts are ready for follow-up
User Manager - List, invite, promote and demote users

Disciple.Tools Admin - All D.T permissions

Administrator - All D.T permissions plus the ability 1o




