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Welcome to the Community Engagement Support

Welcome to the Community Engagement Support Gateway

Gateway, or as we like to call it “The Gateway”!

For Assistance, please Login or Create an Account

New Users:
1. Please click the Login button and use the Guest Account.

The California Tobacco Endgame Center for Organizing and

Engagement provides support, training and resources to local

Username: GatewayGuest
Password: GatewayGuest

agencies and projects throughout the state that are funded

3.0nce you provide ail your information, an
e created for you and the username and

by the California Tobacco Control Program (CTCP) for their

b2 emailed to you within one business day.

Returning Users:
Please click the Login button and use the username and password provided to you.
Forgot Password? Please contact organizingtoendtobacco@heart.org for assistance. Login

The Caidorria Tobaccs Endgame Centerfor Organizing and En

work in community organizing and engagement.

The Center’s Gateway support services are provided to CTCP-
funded projects, including Competitive Grantees, Local Lead

ject of the Amanican Heart Associstion,

Agencies and coalitions working with competitive grantees

and local lead agencies. A CTCP contract number is required
to submit a Gateway support request.

You can easily submit Gateway support requests for help with community organizing and engagement, campaign
planning strategy and organizing resources and tools, just to name a few services.

The Gateway will allow you to:

e Submit requests for community organizing and engagement support and resources
e Track the status of your requests

e Communicate with our team directly

e Maintain a log of your correspondence with our team all in one place!

This document provides instructions for:
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How to Submit a Request .4
RV AT T Y= o YU Tl =T 1 T N 6
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What if My ACCOUNT REQUEST IS DENMIEA? .....eiiieiiieeciiieeecteeeeetee et e ettt e e e et e e e s teeeeessteeeeaasteeessnsaeeasstseeeansseeeansaeeesnsseesansseeesnsseeeesnsseaean 7
What if | forget my Username and/or PASSWOIA? ... ....oii oottt ettt ettt et st tesbeeat et et e besbe st e saeeaeeneensanbeseeebesaeeneentaneesessensas 7
How quickly will | receive a response to my support request? .......ccccceevcvveeeecveeesnnnen. 7
What if the support | need is not listed in the categories of SErVICES OF FESOUITES? .....ccivciiiiiiiiieeeiiieeeeriee et e e e e e eseeee e saeeees 7
Can | call or email Center staff directly with my request for SUPPOIT? ....c.eeii i e et e e e s aae e e e s ataeeeeaes 7
Can | send and respond to emails from Within the GatEWAY? ........coiiiiiiiiii bbb s e 7

Please email organizingtoendtobacco@heart.org with any questions.
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How to Create an Account
1. Go to the Gateway

organizingtoendtobacco.org/SupportGateway.

2. Click Login (username and password
provided in next step).

A new tab will open in your browsers
with a login box titled “Cherwell Web
Portal”.

3. Enter the Username and Password
provided below to start the Gateway
Portal process.

Username: GatewayGuest
Password: GatewayGuest

o, ] . . P
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Community Engagement Support Gateway
Technical Assistance Requests

Quick Search ~

Welcome to the Community Engagement Support Gateway

For Assistance, please Login or Create an Account

New Users:

1. Please click the Login button and use the Guest Account
credentials shown below. A new tab will open in your
browser with a Login box titled "Cherwell Web Portal*

2. Please enter the Username and Password provided
below to start the Gateway Portal process.
Username: GatewayGuest
Password: GatewayGuest

3. Once you provide all your information, an
account will be created for you and the username and
password will be emailed to you within one business day.

Returning Users:

Please ciick the Login button and use the sername and password provided to you. m

Forgot Password? Please contact organizingtoendtobacco@heart.org for assistance.

L

Cherwell Web Portal

If you need to reset your password, please refer to the
original email sent to you with your credentials. Or,
email organizingtoendtobacco@heart.org and ask for
it to be re-approved.

UserID

‘ GatewayGuest ‘

Password

Cancel
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4. Click Create a New Gateway Account.

Community Engagement Support Gateway

Left’s get started:-

Create a New Gateway Account

5. Enter your information.
6. Click Save and Email for Approval.

Home My Requests

Community Engagement Support Gateway New Portal Account

Organization or Project: Select from dropdown * All Fields are Required

CTCP-funded Organization or Project or Affiliated
with a CTCP-funded Organization or Project.

Organization or Project: *

[ v]

Contract #: CTCP contract number.
Full Name: = * Contract # =

Project: the project name corresponding with the | _ | | : |
CTCP-funded agency/organization. Uiz Project:

Email: (example@example.com)*  Agency: *

Agency: enter the name of your | | | |
agency/organization.

Phaone: [xoo-ooexoot) ™

O - = | .
Save and Email for Approval
6
NV
Once you provide all your information, an
. h i = 7
account will be created for you and your Your Cor?nmumty Engagement Support Gateway Login a8
) . Credentials Inbox x
Username and Password will be emailed to
Technical Assi e Log In Cred Is <TALogininfo@heartorg>  11:30 AM (5 hours ego) Yy

you within one (1) business day.

tome -

. . Welcome! Your account has been approved and your login credentials are below.
Please do not reply to this email. Forward any

questions to organ izinqto endtobacco @heart org You can now submit and track all your support requests. We look forward to working with you to address your needs.
Please do not respond to this email; the email box is not monitored. I you need assistance please email

organizingtoendtobacco@heart org

You are now ready to begin submitting your
support requests!

-The Califomia Tobacco Endgame Center for Organizing & Engagement Team

Login ID: Sarah1
Password: Pnfinylf

& Reply ™ Forward

o, @ . . .o .
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How to Submit a Request

1. Go to the Gateway here.
2. Click Login

A new tab will open in your
browsers with a login box titled
“Cherwell Web Portal”.

3. Enter your Username and
Password and click Login

If you forgot your username and/or
password contact us at
organizingtoendtobacco@heart.orqg.

‘‘‘‘

Community Engagement Support Gateway
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Quick Search v

Welcome to the Community Engagement Support Gateway

For Assistance, please Login or Create an Account

New Users:

1. Please click the Login button and use the Guest Account
credentials shown below. A new tab will open in your
browser with a Login box titled "Cherwell Web Portal”

2. Please enter the Username and Password provided
below to start the Gateway Portal process.

Username: GatewayGuest
Password: GatewayGuest

3. Once you provide all your information, an
account will be created for you and the username and

passworgsill be emailed to you within one business day.
Returning Users:
Please click the Login button and use the username and password provided b

Forgot Password? Please contact organizingtoendtobacco@heart.org for assistahce. Logi n

\
[ 4

Cherwell Web Portal

If you need to reset your password, please refer to the
original email sent to you with your credentials. Or,
email organizingtoendtobacco@heart.org and ask for
it to be re-approved.

User ID

Example[t

Password

EEEEEREE

Cancel
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4. Select anissue (Consultation,
Education/ Training, Materials/
Resources, or Other).

Select an Issue

onsultation Education/Training
Materials/Resources Other
5. Select a sub-Issue (Community

Organizing & Engagement,

Media Advocacy, Other, etc.) Consultation
Community Organizing & Engage... Campaign Planning Midwest Academy Strategy Chart
Learn the basics of building support Get help developing your campaign The strategy chart is your blueprint for
and winning policy campaigns plan developing a campaign plan and

knowing what you need to win

Coalition Building New Stakeholders Volunteer Leadership
Let us help you build and maintain a Let’s talk about who else you need Learn how to recruit and grow the
strong, effective and functional around the table to grow your base of leadership of volunteers
coalition support

6. Provide preferred method of

contact. ® '® | CALIFORNIA TOBACCO
. . ENDGAME CENTER FOR
7. Provide details of your request ~ ® | CRCANIZING AND ENGAGEMENT
A project of the American Heart Association.

and any timelines.
8. Select from the drop-down the
specific tobacco-related issue if

Home  MyRequests

desired (E-Cigarettes, etc.) TA Request 970 Additional Information e
. P > m; ation How should we contact you to follow up?*
9. Click Submit. i ! g
Requestor Please provide a brief summary of your TA needs and any applicable timelines*

Maja Winton

You will receive a confirmation email Phone: 41214 1061781

Email: MajaWinton@heart.org

and be contacted by a team member | ceieston

within one (1) business day. e —

All done!

=
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Viewing Your Requests

1. Login to the Gateway.
Click My Requests.

PwN

Community Engagement Support Gateway

Technical Assistance Requests

Select the request you want to check on.
To view the current status, journal notes, and email history pull up the

TARequest 769 Status

Submitted| InReview | Assigned n Progress

8 Jessica Meadows ¥

@ a CALIFORNIA TOBACCO
ENDGAME CENTER FOR
® ® ORGANIZING AND ENGAGEMENT

A project of the American Heart Association

ST

Additional Information “=-reur=

How should we contact you to follow up?*

Gateway
= Consultation
=» New Stakeholders

Requestor

Jessica Meadows

Phone: +1(206) 952-1896

Email: jessica.meadows@heart.org
Organization:

TA Request Notes

|Taxt Massage please |

Please provide a brief summary of your TA needs and any applicable timelines™

This is = test.

Issues:™

[ Tobacco Product Waste

Pull this bar upwards to view below. | - +

yrag a column header and drop it here to group by that column

Journal - Nota 10/7/2020 1:17 PM

©3 Journal - Mail History 10/7/2020 1:17 PM

Journal Notes and Email Log

Mail History

Created by cherwellzarvice

- |T Subject: Assistance Request 769 Received!
From: organizingtoendtobacco@heart.org
To: jessica. meadows@heart.org

Date: 10/7/2020 3:17:25 PM

Jeszica Meadows

charwellzzrvices

Hi, Jessica Meadows!

Thank you for submitting your assistance request.

‘We look forward to connecting with you soon.

One of our friendly team members will be in touch soon to help you.

o, @ . . .o .
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Frequently Asked Questions
How quickly will my user account be approved?

New user accounts are reviewed and approved within one (1) business day.
What if My Account Request is Denied?

The Center’s team reviews account requests to ensure the eligibility of users. If you receive an email denying your
request and you believe you are eligible, please follow the instructions in the email.
What if | forget my Username and/or Password?

If you have forgotten your login credentials, please email organizingtoendtobacco@heart.org. Please allow one (1)

business day for a response.

How quickly will | receive a response to my support request?

You will receive a response from a team member within one (1) business day to begin discussing your request.

What if the support | need is not listed in the categories of services or resources?

Select “Other” and provide details around your request in the form provided.

Can | call or email Center staff directly with my request for support?

Yes, in some circumstances this may be OK. However, we prefer that you first submit your request through the
Gateway.

Can | send and respond to emails from within the Gateway?

You are only able to view emails within the Gateway. To respond, use your regular email account that is associated
with your portal user account.

o Qe . . ..
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