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EXECUTIVE SUMMARY

Good Old Lower East Side (GOLES) is a tenant’s rights organization serving a
large swath of historic Manhattan. Our project created a tool to improve
information management at GOLES by bringing together the Content
Management System Drupal; the resources of Openflows, a web application
consultancy dedicated to the use of open source software; and the studious
efforts of our team of four information science Masters students.

Our team, with the assistance of Eric Goldhagen of Openflows, developed a
Drupal-based tool that will help GOLES to organize tenant complaints and
associated information by replacing their Microsoft Access database and paper
records and providing enhanced reporting functionality.

The site’s main functions in the current version are to:

e Make announcements to non-authenticated users, including a calendar
module for displaying events.

e Allow coordinators to add basic essential information, such as Landlord
details, building details, and tenants information.

¢ Allow coordinators to submit complains and reports to the site, such as
intake forms, heating and hot water issues, and court disputes

e Allow coordinators to create reports by a variety of search variables, such
issues by building, complaint intakes, and electricity issues.

¢ Allow coordinators to administer basic functions, such as adding a new
user accounts and new fields.

While the site is currently designed for the support of the work of Coordinators at
GOLES, the site is expandable to include the following levels of users:
e Anonymous User
Authorized User/Tenant
Tenant Association Coordinator
GOLES Coordinator
GOLES Administrator

We anticipate and recommend the following future scenario:

e The tool will be implemented first by the GOLES coordinators.

e Within a few months GOLES coordinators will begin use it as a platform
for communication with clients, replacing their current informational site.

e Improvements to CiviCRM will allow the tool to be expanded to include
service directly to tenants.

e Tenants and tenant association coordinators will eventually be able to add
new information to the system.
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PURPOSE

The GOLES Tenant Complaint System is a Drupal-based system that
incorporates all the current paper-based forms into an electronic, searchable
database that can be extended to include increased report functionality and
tenant-facing features so that eventually the system can support all of GOLES’
functions.

GOLES has handled all the requests for help, training, mediation and their
various services primarily through an outdated paper-based system, aided by a
Filemaker Pro database. They also use emails for long-term storage for internal
communication, but it is hard for them to track the documents using just an e-mail
client.

The system we developed greatly aids organization across and between the TAs
served by GOLES. It will do this by enhancing the ability to identify unifying
themes; such as shared issues between TAs and common property owners
which to organize around. This new system will provide GOLES with the ability to
see a larger snapshot of activities.

The system will also help GOLES in archiving the documents for ease of
retrieval. The features of the new system support most of the work that GOLES
performs, as the majority of tasks at GOLES are intended to assist tenants in
their relations with landlords, involving organization and delivery of important
information. In addition to providing all these efficiencies, the tool will provide
exponential improvements for reports to not only gage current progress, but also
to show funders and the agencies to which they are contracted a quantified
account of their contributions to the community.

While the initial categorization scheme may be fairly limited -- focusing on
landlord-tenant disputes and requests for services -- as the adoption of the site
grows, further categories may be deemed useful for reporting and service
purposes. When these are identified, they can be easily added to the existing
scheme.

The GOLES tenant complaint system additionally satisfies a years-long personal
goal for Eric Goldhagen of Openflows: to give something back to a community
organization that has helped him in the past. On a larger scale, the purpose of
the project is to provide a prototype for a process by which similar organizations
can create comparable tools that will greatly enhance their ability to serve their
populations, giving enhanced meaning to this project.
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OVERVIEW OF THE SITE

The GOLES Tenant Complaint System is a Drupal-based system that
incorporates all the current paper-based forms into an electronic, searchable
database that can be extended to include increased report functionality and,
pending CiviCRM developments, tenant-facing features so that eventually the
system can support all of GOLES’ functions.

The site’s main functions in the current version are to:

e Make announcements to non-authenticated users, including a calendar
module for displaying events.

¢ Allow coordinators to add basic essential information, such as Landlord
details, building details, and tenants information.

¢ Allow coordinators to submit complains and reports to the site, such as
intake forms, heating and hot water issues, and court disputes

¢ Allow coordinators to create reports by a variety of search variables, such
issues by building, complaint intakes, and electricity issues.

e Allow coordinators to administer basic functions, such as adding a new
user accounts and new fields.

The landing page of the site serves the purpose of making announcements to
non-authenticated users, essentially duplicating the publishing purpose of the
current GOLES website. If the coordinators so desire, our tool can now substitute
for this purpose.

From the landing page, GOLES coordinators (and, in the future, tenants and
tenant association coordinators) can log in to access the GOLES Complaint
System.

The five groups of information accessible from this page are as categorized as:

Add Basic Information
These areas are to enter all the basic details of Landlords, buildings, and
tenants.

= Add New Landlord

= Add New Building

= Add New Tenant

= Create a New User Account
Add Complaint
This page is for entering all complaint-related issues, after the basic information
has been added.

= Basic Intake form
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o This form is the intake form that GOLES coordinators
will fill out on a tenant's initial visit to their office.
» Heating Issues
o This form is for reporting heating issues to GOLES
= Hot Water Issues
o This form is for reporting hot water issues to GOLES.
= Electricity Issues
o This form is for reporting electricity issues to GOLES.
= Apartment Inspections
o This form is for entering information on any
inspections that have been done in your apartment or
building.
= Apartment Repair
o This is a form for submitting information about repair
requests to GOLES.
= Court Dispute
o This form is for reporting upcoming court hearings to
GOLES.

GOLES Coordinator Reports
This page aggregates all report types anticipated as useful for current GOLES
report needs. Report Types can be added by an administrator as needs change.

= View List of Landlords
o This page contains a list of all landlords in the
database.
= View List of Buildings
o This page contains a list of all buildings that can be
filtered by landlord.
= View List of Tenants
o This page contains a list of tenants that can be filtered
by landlord and/or building.
= View All Submissions
o View all types of submissions including complaints,
court hearings, and repair/inspection reports. The
result can filtered by either building and/or landlord.
= View All Complaints
o View all types of complaints/issues. The result can
filtered by either building and/or landlord.
= View Complaint Intakes
o This page lists all complaint intake form submitted.
The result can be filtered by submit date and building
and/or landlord.
»= View Building-wide Issues
o This is a page to view complaints intake form with
specific building-wide (public area) issues. Staff can
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Modify Site

filter complaint intake forms by specific public area
issue.
View Electricity Issues
o This page contains all electricity issue complaints.
Result can be filtered by submit date and building
and/or landlord.
View Heating Issues
o This page contains all heating issue complaints.
Result can be filtered by submit date and building
and/or landlord.
View Hot Water Issues
o This page contains all hot water issue complaints.
Result can be filtered by submit date and building
and/or landlord.
View all repair reports
o This page shows all inspection reports.
View of all inspection reports
o This page shows all inspection reports.
Calendar of Complaints
o A calendar view of all complaints submitted or
updated.
Court Hearings
o View all court hearings.
Calendar of court hearings

o This page shows calendar view of all court hearings.

This page contains the basic administrative functions available to coordinators.
For more in depth changes, a site administrator should be contacted
authenticated users can:

= Add a New Announcement

o Add new announcements to appear on the front page.
= Add a New Event

o Add new events to appear on the front page.
= Make Changes to Forms or Fields

o Modify the forms for intake or entering issues.

Log out

This link, as its title implies, logs users from the site.
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EXPLANATION OF THE SITE

SECTION 1: Homepage

While serving as a log in page, the home page doubles as a convenient spot for
announcements and events. In the pilot, coordinators-only version of the site, it
can be used for internal communications, like an intranet. But in the future this
page could act as the landing page for all visitors to the public-facing website,
including tenants and non-authenticated users, thereby substituting for all
functions of the current public website.

Add Basic Infn Add Complaint GOLES Coordinator Reports Modify Site Logout

Welcome to the GOLES Website and Complaint
Support System = About GOLES

B Campaigns and Services
9 Contact GOLES

Hello everyone, welcome to the new GOLES website! For more information o Help Us/ Donate Now

about GOLES and our campaigns, please use the links on the right.

If you need assistance, please call us at (212) 533-2541 to set up an
appointment.

GOLES coordinators will use the site for announcements and to publicize
events, so check it often!

Public Forum May 5th

@ submitte admin z 0 z 7
Start: 2007-05-05 11:00

End: 2007-05-05 12:00

Timezone: Etc/GMT-5

Publ|c Forum I"-'Ia\,-r Sth Public Forum to end rent destab|l|zat|on, reform DHCR,

i N R e T U S e e e gt S e
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SECTION 2: Add Basic Information

After logging in from the landing page, users will add basic information from this
page, which provides access to the following four forms:

-
a1+ g g
Serving Community, -
Add Complaint GOLES Coordinator Reports Modify Site Logout
Home
Add New Basic Information
Add New Landlord Add New Building Add New Tenant =
Information Information Information
Add New Landlord Information Add Mew Building Information Add New Tenant Information
Click to add new landlord Click to add new building Click to add new tenant
information. information. information.
Add a New User
Create a New User Account
Click here to create login information
for a new user.
Protect Affordable Housing! Join GOLES!
w

1. Landlord Submission
Submit Landlord Information

Contact Name: *

| |
Main Contact: *

| |
Organization:

| |
Street Address: *

| |
City:

| |

State: *

Alabama

Zip Code: *

L 1

Phone Number: *

E-Mail:
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2. Building Submission

Submit Building

Building Address: *

Street Address: *

Landlord: *

Caroline Shineider

Number of Apartment:

[ ]

Number of Resident:

[ ]

Year Built: *

2007

Year Last Remodeled:

[ ]

3. Tenant Submission
Submit Tenant Information

Tenant Full Name: *

First Name: *

Last Name: *

Building: *

1390 Desert Rd.

Apartment Number: *

Phone Number: *

\ | 1
E-Mail:

\ |

Current Monthly Rent: *

L 1

Date Moved In: *
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4. Add New Users

LB G e o b D s

= T E— .| 4
Add Basic Info Add Complaint GOLES Coordinator Reports Modify Site Logout

Home » administer

users

list | [ adduser | | search

This web page allows the administrators to register a new users by hand. Note that you cannot have a user where
either the e-mail address or the username match another user in the system.

Username: *

Your full name or your preferred username; only letters, numbers and spaces are allowed.

E-mail address: *

A password and instructions will be sent to this e-mail address, so make sure it is accurate.

Password: *

Provide a password for the new account.

[ notify user of new account

_ _

Protect Affordable Housing! Join GOLES!!
admin T
content
recent posts

my account

4 00 w

administer
3

-
el
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SECTION 3: Submit Complaints

Once all information for buildings, Landlords, and tenants has been entered in to the
database into the system, the “submit complaint™ area leads users to forms for general
intake and the submission of six specific complaints or reporting areas:

r
Submit Complaints/Reports to GOLES
Basic Intake Form @ Heating Issues partment Inspections
Complaint Intake Form Submit a Heating Issue Report Submit an Inspection Report
This form is the intake form This form is for reporting heating This form is for entering
that GOLES coordinators will fill issues to GOLES information on any inspections
out on a tenant's initial visit to that have been done in your
their office. apartment or building.
Hot Water Issues
Apartment Repairs
Submit a Hot Water Issue
Report
. . . Submit a Repair Report
This form is for reporting hot This is a form for submitting
DUR\EET [EELEE D (EELES information about repair
requests to GOLES.
Electricity Issues E
Court Disputes
Submit a Electricity Issue Report
Tlh's fpr_m 15 T I Submit a Court Hearing Report
electricity issues to GOLES. This form is for reporting
upcoming court hearings to
GOLES.
Protect Affordable Housing! Join GOLES!
-

1. Submit Intake (replaces current paper intake form)

e
Submit Complaint Intake Form

CTRC Fact Sheets

CTRC Fact Sheets -- reproduced with permission.
The Community Training
Resource Center (CTRC) is a city-wide not- for-profit organization that champions the rights of modest and low-
income tenants and promotes the preservation, improvement, and expansion of affordable housing. CTRC provides
training and technical assistance for neighborhood housing groups, community based organizations, legislative staffs
and social service providers. CTRC produces fact sheets on tenants' rights, develops and publishes research reports, 3
and provides a written guide to New York City government processes. CTRC advocates on budget policies that affect 3
housing and related services in low-income neighborhoods. CTRC has led the campaign for the improvement and
expansion of the city's Housing Maintenance Code inspection and enforcement services.
CTRC Fact Sheet #200

GEMNERAL COMPLAINT FORM INSTRUCTIONS: Place an "x" by the condition in your apartment or building you wish to
identify, and also check off any specifics relating to the condition following it, if applicable. Identify specific room
where condition exists. Use blank lines for items not on the list.

Basic Information
Tenant Name: *

Bette Midler

¥ Kitchen

» Bedroom

P Living Room

» Bathroom

» Entire Apartment -
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2. Submit Heating Issues

-
Submit Heating Issue
Tenant Name: *
Bette Midler
311 Complaint Number: *
Please enter the tracking number provided to you by the agency.
311 Complaint Agency: 3
® n/A
O HPD
O DHCR
O other
Please select the name of the agency that your complaint was forwarded to.
Was this complaint reported to the Super?: *
O Yes
O No
Was this complaint reported to the Landlord?: *
O Yes
O No
What is the outside temperature (F)?: * -

3. Submit Hot Water Issues

Submit Hot Water Issue
Tenant Name: *

Bette Midler
311 Complaint Agency:
® N/A

O HPD

m

© DHCR

© other
Please selact the name of the agency that your complaint was forwarded to.

311 Complaint Number: *

Blease enter the tracking number provided to you by the agency.
Was this complaint reported to the Super?: *

O Yes

O No

Was the complaint reported to the Landlord?: *

O Yes

O no

Other Comments:
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4. Submit Electricity Issues

Submit Electricity Issue
Tenant Name: *

Bette Midler
Enter the name of the tenant in the apartment with electricity issues.

311 Complaint Number: *

Please enter the tracking number provided to you by the agency.

311 Complaint Agency:

m

@ n/A
O HPD
© DHCR
O other

Please select the name of the agency that your complaint was forwardsd to.

Was this complaint reported to the Landlord?: *
O ves

O No

Was this complaint reported to the Super?: *

O Yes

5. Submit Inspection Report

Submit Inspection Report
Tenant Name: *
Bette Midler

Enter the name of the tenant whose apartment was inspected.

Date of Inspection:

I

Enter the date that the inspection will
or did take place.

Inspector ID: *

Enter the 1D number of the inspector.

Details of Inspection: *

m

* Menu settings
} File attachments
* URL path settings

¥ Comment settings

MIIA | Nr
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6. Submit Repair Report

Submit Repair Report
Tenant Name: *

Bette Midler

Date Reported to Landlord: *

2007-04-16

Enter the date that the Landlord was
notified of the need for repair.

mn

Was this a HPD validated violation?: *
O Yes
© No

Details of Repair Needed: *

Date Completed:

Enter the date that the repairs were
completed.

Repair Performed by:

7. Submit Court Record

Submit Court Hearing

Start Date:

2007-04-18 10.20

YYYY-MM-DD HH:MM

End Date:

2007-04-16 10:20

YYYY-MM-DD HH:MM

Tenant Name: *

Bette Midler

court case number:

Enter the case number.

Name of Court:

Enter the name of the Court whers the hearing will take place

Lawyer: ¥

Please enter the name of the lawyer that will represent you. If you do not have a lawyer, please enter the word NONE.

Details of Complaint/Hearing:

[ - -
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SECTION 4: Reports

The Coordinator Reports sections contains links to a variety of reporting options,

searchable by field.
GOLES Coordinator Reports

View List of Landlords

{ the list of landlords
age contains a list of all
'ords in the database.

View List of Buildings

View All Complaints

w All Complaints
w all types of complaints/issues
he result can filtered by either
building and/or landlord.

_ _ o View Complaint Intakes
View the list of buildings
page contains a list of all
ings that can be filtered by
ord.

w Complaint Intakes
is page lists all compaint intake
mf submitted. The result can be
ered by submit date and building
and/or landlord.

View Building-Wide
Issues

View List of Tenants

y the list of tenants
age contains a list of tenants
an be filtered by landlord

or building.

w Building-wide Issues
is is a page to view complaints
ake form with specific building-
de (public area) issues. Staff can
filter complaint intake forms by
specific public area issue.

View All Submissions

¢ All Submissions

all types of submissions

ing complaints,court hearings,

epair/inspection reports. The
At can filtered by either building

and/or landlord.

View Electricity Issues

w Electricity Issues

his page contains all electricity
sue complaints. Result can be
tered by submit date and buildin
and/or landlord.

View Heatina Issues

1. List of Landlords

DFOIOMONC)

View Repair Reports

ports.

w all repair reports
s page shows all inspection

View Inspection

Reports

orts.

Calendar of Complaints

Submitted

Court Hearings

endar of Complaints
alendar view of all complaints
mitted or updated.

urt Hearings
w all court hearings.

Hearings

List of Landlords
Landlord List
<All= -
<empty>=
Caroline Shineider
Jessica Simpson =
Joe Smith w
Kate Winston
Sarah Chen
Sherry Kim -
Contact e Phone e Address # of
Name Hgdnabon s niber - LEL Apartments
Jessica +1 667- e
Simpson 325-8784
~ .. Silver +1 665- .
Joe Smith Management 840 4521 Joe.sm\th@sﬂvermanagement.coml . 30
s Sillver +1 665- .

Joe Smith Marsgement  B40 4521 joe.smith@silvermanagement.com 350
Kate +1. 292 23
Winston 341-8735
S b 1432 B
Sarah + = 0
Chen 532-6683 2 e

Blvd.
Sherry +1 6843- 636 Lydia 33
Kim 342-8656 Ave.
Sherry +1 643- 1390 10
Kim 342-8656 Desert Rd.
Sherry +1 643~ 876 45
Kim 342-8656 Burton St.
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# of
Residents

24

100

1500

77

109

104

25

142

w of all inspection reports
s page shows all inspection

m

alendar of Court

endar view of all court hearings
s page shows calendar view of
court hearings.

Last
Remod

Year
Built

1 Jan
1979 1 Jan 1

1 Jan
1053 1 Jan 1

1330 4 gan1l

1966

1 Jan
1984

1 Jan
2004
i;f? 17Jan 1
1Jan
1998
1Jan

1966 1 Jan 1'v

4
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2. List of Buildings

k- N1 - - s
GobdOld
Side, Inc: |
N . Risa & it 41 rq ol
“GOLES. v Ser__trmgll:u‘mmll
Add Basic Info
Home
List of Buildings
Landlord Lsit
<All= -
<empty=
Caroline Shineider
Jessica Simpson = =
Joe Smith e 3
Kate Winston
Sarah Chen
Sherry Kim -
Address # of Apartments # of Residents Year Built Last Remodeled Landlord
1390 Desert Rd. 10 25 1 Jan 1998 Sherry Kim
2354 Beal Ave. 23 77 1 Jan 1984 Kate Winston
3542 Stanton St 350 1500 1 Jan 1966 1 Jan 1982 Joe Smith
593 Hollywood Blvd. 30 109 1 Jan 2004 Sarah Chen
620 Schwab Ave. 30 100 1 Jan 1953 1 Jan 1987 Joe Smith
636 Lydia Ave. 33 104 1 Jan 1977 1 Jan 1983 Sherry Kim
872 S5tate SL. 12 34 1 Jan 1979 1 Jan 1990 Jessica Simpson
876 Burton St. 45 i35 1Jan 1966 1 Jan 1998 Sherry Kim
Protect Affordable Housing! Join GOLES!! L
-
3. List of Tenants
= T A
5eruin§"iiﬁ'n"17nu
- N . gggnu‘l-‘ll-“ \ < i gy,
Add Basic Info Add nplaint GOLES i ports Modify Site Logout
Home
List of Tenants
Building List Landlord List
<All=> - <Al -
<empty= <empty>=
1390 Desert Rd. Caroline Shineider E
2354 Beal Ave. £ Jessica Simpson = r 3
3642 Stanton St. Joe Smith (et
593 Hollywood Blvd. |  Kate Winston
620 Schwab Ave. Sarah Chen
636 Lydia Ave. w Sherry Kim hd
Details Last Name First Name Apartment # Phone # Building Landlord
view Foxx Jami 3258 +1 652-352-2154 3542 Stanton St. Joe Smith
view Kaity Jesmine 23A +1 454-323-2857 3542 Stanton St. Joe Smith
view Jesbery Michael 48 +1 393-958-4938620 Schwab Ave.Joe Smith
view Nicolson Jack 14B +1 293-968-3858620 Schwab Ave.Joe Smith
view Akman Mark 11 +1 394-295-10392354 Beal Ave. Kate Winston
view Resik Paul 426 +1 394-903-4938 1390 Desert Rd. Sherry Kim
view Midler Bette 102 +1 212-555-68963542 Stanton St. Joe Smith
Protect Affordable Housing! Join GOLES!!
-
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4. All Listings (searchable)

Submitted/Updated Between Select Building

Custom date range

Complaint
Status

Repair
MNeeded

Unresolved

Unresolved

Unresolved

Unresolved

Unresolved

Unresolved

5. All Complaints

Updated Between

View

Complaints

view

view

view

Complaint View
Status Complaint
Unresolved  view
Unresolved  view
Unresolved  view
Unresolved view
Unresolved  view
Unresolved  view
Unresolved  view
Unresolved  view

<All>
<empty=

1390 Desert Rd.

2354 Beal Ave.

3542 Stanton St.
593 Hollywood Bhvd. ||
620 Schwab Ave.

636 Lydia Awve.

Submitted /Updated

Time

2007-04-15 02:35

2007-04-15 02:16

2007-04-15 00:44

2007-04-15 00:44

2007-04-15 00:41

2007-04-15 00:41

2007-04-15 00:40

2007-04-15 00:39

Select Building

<All=

<empty=

1390 Desert Rd.
2354 Beal Ave.
3542 Stanton St.

593 Hollywood Blvd. .|

620 Schwab Ave.
636 Lydia Ave.

Submitted /Updated

Time

2007-04-15 00:44

2007-04-15 00:44

2007-04-15 00:41

2007-04-15 00:41

2007-04-15 00:40

2007-04-15 00:39

2007-04-15 00:38

2007-04-15 00:38

All Submissions

Select Landlord

4 <empty=

Fs

Caroline Shineider

Jessica Simpson

5% Joe Smith

Building Apartment

Kate Winston =l
Sarah Chen ‘
Sherry Kim |
* Tom Cruise -
Complaint
Type
Inspection L
Re port Stanton
P St.
3542
Repair ReportStanton
St.
: 3542
'I_'Sesizng Stanton
St.
Hot Water 6,‘0 ]
Schwab
Issue
Ave.
Electricity 1390
Issue Desert Rd.
.. 3542
IE;ES;”CIW Stanton
St.
Electricity = 2354 Beal
Issue Ave,
Electricity = 2354 Beal
Issue Ave,
All Complaints
Select Landlord
A <Al -
| <empty=

Caroline Shineider ‘

=| Jessica Simpson =

Joe Smith |
Kate Winston |
Sarah Chen |
* Sherry Kim -
Complaint e
Type Building
3542
Heating Issue Stanton
St.
620
Hot Water
Schwab
Issue i
Ave,
Electricity 1390
Issue Desert Rd.
s 3542
IE;EE;”CIW Stanton
St.
Electricity 2354 Beal
Issue Ave,
Electricity 2354 Beal
Issue Ave
e 620
Electricity Sibiah
Issue
Ave,
3542
l{isn?ji;:\n’ater Stanton
St.
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23A

102

23A

14B

426

102

Apartment

23A

14B

426

102

48

102

Last First
Name Name
Kaity  Jesmine
Midler Bette
Kaity  Jesmine
Nicolson Jack
Resik Paul
Midler Bette
Akman Mark
Akman Mark
Last First
Name Name
Kaity Jesmine
Nicolson Jack
Resik Paul
Midler  Bette
Akman Mark
Akman Mark
Jesbery Michael
Midler Bette

Landlord

Joe Smith

Joe Smith

Joe Smith

Joe Smith

Sherry Kim

Joe Smith
Kate
Winston

Kate
Winston i

Landlord

Joe Smith

Joe Smith

Sherry Kim

Joe Smith

Kate
Winston
Kate
Winston

Joe Smith

Joe Smith
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6. List of Complaint Intakes

Fs
ottt il 3
Ser_umgll:u‘mmumw. Since 19
Modify Site Logout
View Complaint Intakes
Updated Between Select Building Select Landlord
<All> A <Al -
<empty= | <empty= =
Custom date range 1390 Desert Rd. Caroline Shineider
2354 Beal Ave. £| Jessica Simpson = z
3642 Stanton St. Joe Smith F
593 Hollywood Blvd. .|  Kate Winston
620 Schwab Ave. Sarah Chen
636 Lydia Ave. ¥ Sherry Kim hd
Complaint View Submitted /Updated i Last First
Status Details Time S Apartment Name Name § B ol
Resolved view 2007-04-09 17:31 E‘f,g SUED o Jesbery  Michael  Joe Smith
Unresolved view 2007-03-25 02:32 gi“z SO oen Foxx Jami Jos Smith
Unresolved view 2007-03-25 02:32 gi“z SAUEL 23A Kaity Jesmine Joe Smith
Protect Affordable Housing! Join GOLES! :
-
7. List of Complaint by Building-wide Issues
= - I
5 A < . i = :
GoodOld < =
Side, Inc:
Complaint Filtered by Building-Wide Issues
Updated Between Building-wide Issue Select Building Select Landlord
<All= a <Al -
<empty> | | <empty>=
Custom date range 1390 Desert Rd. ‘ Caroline Shineider =
2354 Beal Ave. =| Jessica Simpson =/
Sl 3542 Stanton St. ‘ Joe Smith W
593 Hollywood Blwvd. | Kate Winston
620 Schwab Ave. Sarah Chen F
636 Lydia Ave. *  Shemy Kim -
Complaint View Submitted fUpdated e Last First
Status Details Time b Apariaent Name Name E e
Unresolved view 2007-03-25 02:32 gi“z SEAS T s Foxx Jami Joe Smith
Unresolved view 2007-03-25 02:32 ii“z SIEET 23A Kaity Jesmine Joe Smith
Resolved view 2007-04-09 17:31 iig SEFEE 4A Jesbery Michael Joe Smith
Protect Affordable Housing! Join GOLES! B
-
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8. List of Electricity Issues

ol

LI oak dat pae oo i

i e Bl

ey

-
Add Basic Info Add Complaint GOLES Coordinator Reports M
Home
Electricity Issue
Reported to Reported to o 2 i
Updated Between iaidlocd? Super? Building List Landlord List
<All= - | <All= -
<empty= <empty=
Custom date range 1390 Desert Rd. Caroline Shineider
2354 Beal Ave. =| Jessica Simpson = >
& [=All>| | Al 3542 Stanton St. Joe Smith ( Suoms |
[&] £93 Hollywood Bivd. |  Kate Winston
620 Schwab Ave. Sarah Chen
636 Lydia Ave. w  Sherry Kim -
= = . 3211 Reported
Sompiunt Vlew_ SHLEE e L LR Tenant Complaint to Sepasted Building Landlord
Status Details Between to Super
& Landlord
Unresolved  view 2007-04-15 00:41 Paul Resik 348FB0O09 No MNo Sl Sherry Kim =
Desert Rd.
Bette S
Unresolved  view 2007-04-15 00:41 Midler 984BND49 Yes Yes Stanton  Joe Smith
SE.
Unresolved  view 2007-04-15 00:40 sl 454G34FD4  No Yes gl (e
Akman Ave. winston
Unresolved  view 2007-04-15 00:39 fhark 354GHO51S  Yes No Szl lats
Akman Ave. Winston
Michael il
Unresolved  view 2007-04-15 00:38 541DFD41 No No Schwab  Joe Smith
Jesbery ;
Ave.
Protect Affordable Housing! Join GOLES!! L
e
9. List of Heating Issues
-
Home
Heating Issues
Reported to Reported to s - 2 =
Updated Between Landlord> Super? Building List Landlord List
<All= -~ <Al -
<empty> <empty>
Custom date range 1390 Desert Rd. Caroline Shineider
2354 Beal Ave. Z| |Jessica Simpson |= =
[=Aka| | Al | 3642 Stanton St. Joe Smith | ot
593 Hollywood Blwd. Kate Winston
620 Schwab Ave. Sarah Chen 1
636 Lydia Ave. * Sherry Kim ol
- - . 311 Reported
Complaint View Submited /Updated Yemant BCompiant 1o Reported Building Landlord
Status Details Between to Super
# Landlord
Jesmine e
Unresolved  view 2007-04-15 00:44 Kaity 857CN391G No No Stanton Joe Smith
Sk —
e e ; Paul 1390 }
Unresolved view 2007-04-15 00:38 Bk 332A35X5 Yes No Desert Rd. Sherry Kim
-
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10. List of Hot Water

Issues
Good Old b
i .1"‘-“ —- M
GES. Ser_lrmglﬂu‘mmum y, Since 1977
Add Basic Info Add mpl inator Reports Modify Site Logout
Home
Hot Water Issue Modifications by GOLES Coordinators
Reported to Reported to s 2 =
Updated Between Landlord? Super? Building List Landlord List
<All> -~ | <All= -
<empty>= <empty=
Custom date range 1390 Desert Rd. Caroline Shineider
2354 Beal Ave. £| Jessica Simpson = 2 3
ELE <All>| | 3542 Stanton St. Joe Smith Y 5
593 Hollywood Blvd. | Kate Winston
620 Schwab Ave. Sarah Chen M
636 Lydia Ave. w  Shery Kim hd
- - s 311 Reported
Sl AT \flew_ SRS LR Tenant Complaint fto M ourfe Building Landlord
Status Details Between to Super
# Landlord
Jack 920
Unresolved view 2007-04-15 00:44 2 958WQ132 Yes Yeas Schwab Joe Smith
Nicolson
Ave.
Bette ey
Unresolved  view 2007-04-15 00:38 Midler 122X12F35 Yes Yes Stanton Joe Smith
= St.
Protect Affordable Housing! Join GOLES!! E |
E
11. List of Repair Reports
s
Home
Repair Reports
Updated Between HPD Violation? Select Building Select Landlord
<Al A <All= -
<empty> | <empty= |
Custom date range 1390 Desert Rd. Caroline Shineider
2354 Beal Ave. £| Jessica Simpson = =
Al | | 3542 Stanton St. Joe Smith Y
593 Hollywood Blwd. | Kate Winston
620 Schwab Ave. Sarah Chen b
636 Lydia Ave. ¥ Sherry Kim -
Repair View Submitted /Updated HPD . Last First
Status Details Time fenant Violation? BiniBng A past ment Name Name Landioe:y
: 3542
Repair  \iew 2007-04-15 02:16 Bette  yoq Stanton 102 Midler Bette Jos Smith
MNeeded Midler St
Protect Affordable Housing! Join GOLES!!
-
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12. List of Inspection Reports

SE[uing‘l'liﬁ‘n"?i‘nu

Add Basic Info Add i

Home
Inspection Reports
Up Building List Landlord List
<All= - <Al -
<empty= | <empty= |
Custom date range 1390 Desert Rd. Caroline Shineider
2354 Beal Ave. £| Jessica Simpson = z
3542 Stanton St. Joe Smith H
593 Hollywood Blvd. . |  Kate Winston
620 Schwab Ave. Sarah Chen b
636 Lydia Ave. * Sherry Kim -
- . Date Details of
Submitted /Updated Time Inspector ID Completed Inspection
2007-04-15 02:35 348473 2007-04-12 00:00 Good job...

Building Landlord

3542 Stanton

St Joe Smith

Protect Affordable Housing! Join GOLES!!

13. Complains Calendar
Month

Year | Month | Week | Day

1s ] 9 10 11 12
(Updated)
12:31
Complaint
Intake Form
IMichael
Desbery
Resolved

OVERVIEW REPORT — GOLES Tenant Complaint System

l13 14
(Updated)

19:38

Heating Issue
Paul Resik
Unresolved

(Updated)
19:38

Hot Water

Issue

ette Midler
Unresolved
(Updated)
19:38
Electricity
Issue
IMichael
Desbery
Unresolved

(Updated)
159:39
Electricity

Tocuia
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14. List of Court Hearings

| I_‘- )
5er_uing‘1[:u‘n"'ii"nu

Modify Site Logout

Court Hearing
Court Hearing Date Select Building Select Landlord
<All> ~ <Al -
<empty= | <empty>=
1390 Desert Rd. Caroline Shineider
Is Greater Than Or Equals 2354 Beal Ave. | |Jessica Simpson |=

3542 Stanton St. Joe Smith |usnt

593 Hollywood Blvd. |  Kate Winston

620 Schwab Ave. Sarah Chen il

636 Lydia Ave. * Sherry Kim -
Start Time Lawyer Building Apartment Last Name First Name Landlord
Fri, 2007-04-20 15:27 Sammi Cruck620 Schwab Ave. 4A Jesbery Michael Joe Smith

Protect Affordable Housing! Join GOLES!!

Court Hearing Calendar » Year

Year | Month | Week | Day

i o B 10 [ 12 1 12

1 15 16 2z, l18 19 20 121
(Start Time)
Start: 10:27
End: 12:27
IMichael
Pesbery

v 122 EX] 22 25 26 27 28

18 129 30!

Protect Affordable Housing! Join GOLES!!

4]
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Section 5: Modifications

The Modifications page is a page intended for GOLES Coordinators to make basic
modifications to the site. For more in depth modification, a systems administrator would
be needed.

-
GobdOld
‘Lower East
Side, Inc; >
“GOLES. RO 000 Serumg l:ummunny Since 1911 j
Add Basic Info Add Compiamt GOLES Coordsnator Reports m
Home
Modify Site
This page has the basic administrative functions that GOLES coordinators can perform. If other changes are needed,
please contact the site administrator.
Add a New Announcement Make Changes to Forms or Fields
new front page announcement ke changes to forms or fields
ere to add an announcement to the front page ick here to modify the forms for intake or entering
sues.
d a New Event
ere to add a new event
Protect Affordable Housing! Join GOLES!
5

1. Add a New Announcement
Submit story

Title: *

Body: *

» Input format

» Comment setting,

7]

» Menu settings

} File attachments
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2. Add a New Event
Submit event

Start Date:

2007-04-16 10:28

YYYY-MM-DD HH:MM

End Date:

2007-04-16 10:28

YYYY-MM-DD HH:MM

Title: *

Body: *

» Input format

¥ URL path settings
} File attachments

¥ Comment settings

3. Make Changes to Forms and Flelds
Good Old [E-" < Ul A 1

Add Basic Info Add Complaint

Home » administer » content

content types
list add content type fields
Label Name Description Operations
Building content_building Information regarding a particular building. editduplicate delete
Complaint

content_complaint_intake_formMain complaint form for tenants to fill out and submit editduplicate delete

Intake Form
Information regarding court hearings in

Court Hearing content_court_hearing s e o e e

editduplicate delete
Electricity

T content_electricity_issue Submit issues regarding electricity in the apartment. editduplicate delete
Heating Issue content_heating_issue Submit issues regarding heating in the apartment. editduplicate delete
Af -
'{';;E;'atel content_hot_water_issue Submit issues regarding hot water in the apartment. editduplicate delete
Inspe_ctmn e T This is for entering |r|for|_'na_t|cr| regarding inspections S e e
Report of your apartment or building.
Land_lord_ content_landlord_information s C‘.mtaCt |nf_orm_at|on TELLEEE S editduplicate delete
Information controlling organization.
Please post any issue that relates to repairs. Be as
Repair Report content_repair_report specific and detailed as possible so we can have a  editduplicate delete A
better idea about the situation.
e content_tenant_information Information about individual tenant. editduplicate delete

Information
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3. Make Changes to Forms and Fields (continued)

d‘ﬂ:qll“nu.-‘ it o 4
Ser_umgll:u‘mmumw. Since 1977
rdinator Modify Site
Home » administer
panels
list add
You may peruse a list of your current panels layouts and edit them, or click add to create a new page.
The panels has been saved.
Panel title URL Operations
Add New Basic Information Add_Basic_Info edit | delete
GOLES Coordinator Reports GOLES_Reports edit | delete
Maodify Site coordinator_modify edit | delete
Submit Complaints/Reports to GOLES Submit_Complaints edit | delete
Welcome to GOLES Information Systemlogin edit | delete
Protect Affordable Housing! Join GOLES!
admin 14
-

OVERVIEW REPORT — GOLES Tenant Complaint System Page 24 of 61



OVERVIEW OF WORKFLOW PROCESS

This section outlines the basic levels of user access to site materials and
functions based on their assigned role for the GOLES Tenant Complaint System.
A more complete listing of permissions follows in Table 1. The different roles are
as follows:

e Anonymous User
Authorized User/Tenant
Tenant Association Coordinator
GOLES Coordinator
GOLES Administrator

Anonymous User

Initially, the site will be controlled access, meaning that only users that have been
authorized by GOLES will be given access. During this initial phase, GOLES
coordinators will refer users to the site once they have completed an in-person
intake. Also, it is important that all users contributing content to the site register,
so that GOLES can appropriately follow up with them as necessary. Eventually,
once the site has been fully integrated, anonymous users will be able to create
their own accounts and complete the basic intake themselves. Notification would
then be sent to GOLES for follow up.

Anonymous Users will initially have:
e Read Access to any GOLES posted materials
e The ability to send a note to GOLES staff through the contact form

Anonymous User will not have:
e Access to submitting complaints
e Access to Complaint Records
e Access to any of the administrative controls.

Authorized User/ Tenant

Authorized users will have access to all of the features that Anonymous Users
have access to. In addition, they will be able to submit complaints to their own
individual complaint records. These users will have the ability to post building-
wide information to the other tenants in their building as well.

Authorized Users/Tenants will have:
e Read Access to any GOLES posted materials
e Read Access to “From Your TA” postings
e Access to submitting complaints
e Access to their Personal Complaint Record
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e Access to any publicly shared “Building-wide issues”

Authorized Users/Tenants will not have:
e Access to any records other than their own.
e Access to any of the administrative controls

Tenant Association Coordinator:

In addition to all of the access available to Authorized Users/Tenants, Tenant
Association Coordinators will have more administrative-level access to building-
specific postings and sections of the site, in order to make this section of the site
more tailored to the building in question. Tenant Association Coordinators will
also have access to enter complaints and intake forms on behalf of their tenants.
This will create a record of the complaint under the Tenant’s name. At the same
time, they will not have administrative access to all of the features of the site.

Tenant Association Coordinators will have:

Read Access to any GOLES posted materials
Access to submit initial intake form

Access to submitting complaints to complaint record
Access to edit complaint record

Tenant Association Coordinators will not have:
e Write or edit access to GOLES content
e Access to editing forms or fields
e Access to any of the Administrative Controls for the site.

GOLES Volunteers/Coordinators

GOLES volunteers are the front-line for the organization, and will spend the most
time interacting with clients and taking complaints. Therefore, the GOLES
volunteers will have all of the access granted to Tenant Association coordinators,
as well as some of the administrative functions related directly to their work for
GOLES. It is currently unclear whether these volunteers will be addressing
complaints. They will be given access to related features accordingly. GOLES
volunteers will not have access to site administration features.

GOLES volunteers/coordinators will have:

Read Access to any GOLES posted materials
Read/Write/Edit Access to GOLES content

Access to initial intake form

Access to submitting complaints to complaint records
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e Read/Edit Access to tenant complaints
e Ability to track complaints across many categories.

GOLES volunteers/coordinators will not have:
e Access to administrative functions other than those listed above

GOLES Administrators

GOLES Administrators handle the site once it has transitioned to their ownership.
As a result, they will have access to all site features, including resolving
complaints.

Workflow Considerations

Initially, the workflow for site entry will be as follows. Tenants who visit GOLES
and perform the initial intake will be given a logon to the site. These tenants will
then be able to enter their landlord contact records directly into the site. GOLES
coordinators and administrators will then be able to use the CiviCRM
functionalities to see all new records and follow up with the tenant as necessary.
See Figure 1.1 for an example.

Once the site has become fully integrated and functional, the workflow will likely
change to a situation where the user can use the site to initiate their relationship
with GOLES. Under this assumption, registration will be open, and the user will
either be introduced to the site by a GOLES coordinator during an initial visit, or
find the site and perform their initial intake as a precursor to meeting with GOLES
staff. The rest of the process should function in the same manner.
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Figure 1.1 — Workflow for GOLES Complaints

Tenant comes to GOLES to
File a Complaint

GOLES Coordinators perform
initial intake using web form
and create User Logon

User is given logon information
and directions for using the site

User visits site to keep records
of heating, electricity, hot water,
natural gas, and court hearing

Other Users

User decides

heth h can see
b V.\lld.Gt er tg share Building-wide
ulldina=wiae I1ssues issues

No

h 4

GOLES Coordinator receives
email or runs “query” to see
new posts

Yes

Follow up with
appropriate
information/action

Does Post
Require follow-

A 4

NO ¢ A 4

Data is saved for
GOLES reports to
funding groups
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Site Moderation

Content will not be moderated automatically at first, but GOLES volunteers,
coordinators and administrators will be able to scan new postings to moderate as
needed. This should only be a major issue for the building-wide issues, as all
other posts will be between the user and GOLES staff. These assumptions will
have to be revisited as the site scales and the number of postings and
participants increases.
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Here follows the current access control levels. To modify Access Controls, see
User Support Documentation: Section 2, How Do | Create Usernames and Set

SNAPSHOT OF ACCESS CONTROL LEVELS
Access Control Levels
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BEGINNERS OVERVIEW OF MODULES

This site was made using the Drupal content management system. Drupal uses
“modules” that can be activated to provide certain functions. Following is an
explanation of the modules used in this project. These modules are arranged into
the following groups:

CCK and Related Modules

Views and Related Modules

Organic Groups and Related Modules
Workflow and Related Modules
TinyMCE Module

(For a more in-depth explanation of how these modules work, see Appendix D.)

CCK and Related Modules

CCK Module (Basic)
o The Content Construction Kit (CCK) Module allows for the creation
and customization of fields for a Drupal site. The 4.7x version of
CCK allows the user to create custom content types and allows the
addition of custom fields to them.
Computed Field Module
o Computed Field is a CCK module that allows for the addition of
computed fields to custom content types. These fields are also
customizable — allowing the administrator to choose how the field
will be formatted and displayed.
Date Module
o The Date module is actually a type of field for the CCK module. The
Date module allows for the storage of dates in multiple formats. In
addition, the administrator is given a choice of how dates should be
input, allowing the choice of the method that best suits the needs of
the user or system.
Phone Module
o The phone module allows for the inclusion of specific phone
number fields in custom content types.

Views and Related Modules

e Views Module (Basic)

o The views module provides a method for determining how content
will be presented. This tool allows for the creation of custom views
that pull together information into a single page.

e Calendar Module

OVERVIEW REPORT — GOLES Tenant Complaint System Page 32 of 61



o The calendar module displays date fields in calendar format. It is
used to display dates, but cannot be used to enter dates. The
module also allows the user to use specific views — year, month,
week and day.

¢ Views Date Range Filter Module

o The date range module creates date range filters in CCK date
fields. This means that the user can specify ranges of dates for
which certain information applies. The module supports such fields
as 'Custom date range', 'Outside date range', 'Before’, 'After’, 'within
the past week', 'within the past month', 'within the past 3 months’,
and 'within the past year'.

e Event Module

o The event module stores data and allows for the viewing of
information in a calendar format. Information entered in events can
also be used by other modules.

Workflow and Related Modules

¢ Workflow Module (basic)
o The workflow module enables users to manage content using various
states of completion
e Workflow Fields Module
o The workflow fields module allows the CCK node fields to be made
invisible or read-only depending on their stage in the workflow. This is
helpful when people have different permissions regarding the
information.
e Action Module
o The Action Module allows the administrator to configure actions that
will take place. For example, the “send email” function would allow the
administrator to create an email form with specific fields that would be
sent to a specified address upon submittal. This can be used in
conjunction with the Workflow Module.

Tiny MCE Module

This module integrates the TinyMCE WYSIWYG (What You See Is What You
Get) editor into a Drupal site for editing site content without knowing HTML.
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RECOMMENDATIONS
As the project comes to a close, we have the following recommendations:

* Initially, GOLES should implement the site to replace their current paper-
based entry forms. Using this process, they will be able to identify key fields or
content types that should be added to make the site more functional.

* Once the site is set up to collect all of the necessary information, steps
should be taken to make the site accessible for GOLES clients to enter their own
information. This will decrease the load on GOLES coordinators in taking
complaints, giving them more time to focus on providing educational and
organizing events.

* Tenant Association Coordinators should also be granted access to enter
information for tenants who cannot perform entry on the site themselves. This will
further decrease the load on GOLES coordinators.
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APPENDICES

Appendix A: Client Background

Eric Goldhagen is a media technology analyst for Openflows. He has 18 years
of media and networking technology experience, and manages New York City’s
operations. In his non-work hours, he coordinates a public-access computer
center in Manhattan.

In addition to being a Senior Partner at a consultancy that is perfectly poised to
aid GOLES, Eric has also been a beneficiary of the assistance provided by
GOLES. He became aware of their valuable services three years ago when the
organization helped to keep him from being illegally evicted from the apartment
he has lived in for 17 years.

Goldhagen has wanted to donate a tool to help GOLES in their mission ever
since. He provided us with ideas for the modules we should use and what
purposes the tool should serve.

GOLES was founded in 1977 by neighborhood residents and has worked with
residents for the past 30 years to preserve affordable housing and to prevent
displacement and homelessness. They see themselves as the leading force on
the Lower East Side in preserving not only the historic buildings of the
neighborhood, but also the community, institutions, culture and diversity of this
uniquely New York locale. They state that their purpose it not just to win building
improvements, but “to empower tenants.”
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Appendix B: Clients Requirements Analysis

Our project may be unique in that we are, in a way, serving two clients:
Openflows, Inc. and GOLES.

We are providing the tool to the end user, GOLES, through the portal and
connection of Eric Goldhagen of Openflows, who will serve to guide and mentor
to us through the development of the project.

Here follows some background on these two organizations:

Openflows and Eric Goldhagen

Openflows is a consultancy (or “professional services” firm) founded in 2000 in
Toronto, Canada, and now has consultants across North America and Europe.
They are unique in that they use free and open source software to manage and
operate their enterprise, as well as provide open source solutions to their clients.

They list their services as

Content Management Systems
Web Accessible Databases
Network Based Collaboration
Security and Auditing
Clustering and Redundancy
Office and Remote Office
Email, Lists and Weblog

www.openflows.org states:
"At any point, we can mobilize a diverse range of talents and skills in
order to address our clients' specific needs and concerns. Because we
deploy software from the public domain, we can build upon the work and
accumulative experience gained by each project we complete."

Goldhagen is a media technology analyst for Openflows. He has 18 years of
media and networking technology experience, and manages New York City’s
operations. In his non-work hours, he coordinates a public-access computer

center in Manhattan.

In addition to being a Senior Partner at a consultancy that is perfectly poised to
aid GOLES, Eric has also been a beneficiary of the assistance provided by
GOLES. He became aware of their valuable services three years ago when the
organization helped to keep him from being illegally evicted from the apartment
he has lived in for 17 years.

Goldhagen has wanted to donate a tool to help GOLES in their mission ever
since. He has a good idea of how the system should be built, what models
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should be used and what purposes the tool should serve. He has made 2
separate attempts at creating the system in the past, and now feels that Drupal's
capabilities have caught up with the needs of the organization in such a way that
will require little programming.

GOLES

Good Old Lower East Side (GOLES) is a tenant’s rights organization, located in
Manhattan, New York, NY. On their website, GOLES summarizes their mission in
the following concise paragraph:

"As a neighborhood housing and preservation organization, GOLES is dedicated
to tenants' rights, homelessness prevention and community revitalization."

Founded in 1977 by residents of the neighborhood, GOLES has worked with
residents for the past 30 years to preserve affordable housing and to prevent
displacement and homelessness. They see themselves as the leading force on
the Lower East Side in preserving not only the historic buildings of the
neighborhood, but also the community, institutions, culture and diversity of this
uniquely New York locale. They state that their purpose it not just to win building
improvements, but “to empower tenants.”

GOLES provides their services, free of charge to tenants who live between 14th
Street and Delancey Street and from the Bowery/4th Avenue to FDR Drive. This
area is directly west of the East River from Brooklyn, and just north/north east of
the historic South Street Seaport area and China Town. There are several
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Tenants' Associations (TAs) throughout the Lower East Side neighborhood,
serving a diverse, multi-ethnic population. GOLES is an umbrella group for the
coordination of these organizations.

The primary services they offer are as follows:
e Tenant Rights Counseling.
Eviction Prevention
Community Organizing
Project-Based Section 8 Organizing
Public Housing Organizing
Training & Education
Loisaida Voice: A free quarterly newsletter written by and for residents in
English and Spanish.
Tenant Association Development
e Landlord/Tenant Mediation
Workforce Development.

How will the proposed project help with the organizational mission?

Goldhagen, who has worked closely with the staff at GOLES, estimates that the
tool we will build for GOLES will aid in 90% of what the organization does on a
daily basis.

At the moment, GOLES handles all the requests for help, training, mediation and
their various services primarily through an outdated paper-based system, aided
by a Microsoft Access database. They also use emails for long-term storage for
internal communication, but it is hard for them to track the documents using just
an e-mail client.

The system that we will develop will greatly aid in organization across and
between the TAs served by GOLES. It will do this by enhancing the ability to
identify unifying themes; such as shared issues between TAs and common
property owners which to organize around. This new system will provide GOLES
with the ability to see what they are doing on a larger scale, and the technology
will facilitate communication among the people in GOLES and the people in TA.
The system will also help GOLES in archiving the documents for ease of
retrieval. The features of the new system support most of the work that people in
GOLES perform, as most of their work is organizing tenants to confront their
landlords, prevent eviction, etc., and this tool can really revolutionize the way
they work. In addition to provide all these efficiencies, the tool will provide
exponential improvements for reports to not only gage current progress, but also
to show funders and the agencies to which they are contracted a quantified
account of their contributions to the community.

Our project should also satisfy a years-long personal goal for Goldhagen: to give

something back to the community organization that helped him. But on a larger
scale, he sees the purpose of the project as being a prototype for a process by
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which similar organizations can create comparable tools that will greatly enhance
their ability to serve their populations.

In other words, if all goes as planned, perhaps the project could be recipe for
other non-profits, giving enhanced meaning to this assignment.

STAKEHOLDERS

There are five major stakeholders in this project
e Openflows, Inc., represented by Eric Goldhagen
e Good Old Lower East Side organization
e The coordinators of current GOLES reporting, Shoshana Krieger and
Wasim Lone.
e QOver 150 Tenants' Associations (TAs)
The tenants of the Lower East Side Neighborhood

Openflows and Eric Goldhagen

While Eric Goldhagen is a senior partner at Openflows, Inc. an open
source consultancy for non-profits, he has also been a beneficiary of the
services provided by GOLES. He became aware of their service to the
community three years ago when the organization helped keep him from
being illegally evicted from the apartment he has lived in for the past 17
years.

Eric has wanted to donate a Drupal-based site for managing requests and
incident reports to GOLES ever since. He has a good idea of how the
system should be built, including what Drupal modules should be used
(specifically CCK, Views, and CiviCRM) in the implementation, and what
purposes each tool should serve.

Eric seems very knowledgeable about Drupal and the Open Source
movement in general. He has informed us that we will also be using
Mantis, a bug-tracking system, as well as SILC in the process of
developing the site.

Although Eric is our main contact and mentor for the project, he also plans
to put us in touch with the staff at GOLES, so that we may evaluate on our
own any changing needs that have developed and gain the insight
necessary to contribute our own ideas to the development of the project.

GOLES

Good Old Lower East Side (GOLES) is a tenants' rights organization,
serving various neighborhoods and housing projects in the Lower East
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Side. As the organization central to the collection of service requests and
complaints, it is presumably the primary stakeholder of the project.

GOLES has worked with residents for the past 30 years to preserve
affordable housing and to prevent displacement and homelessness. They
are also committed to “community revitalization” and protecting the multi-
ethnic heritage of the area against encroaching gentrification. They see
themselves as the leading force in the Lower East Side in preserving not
only the historic buildings of the neighborhood, but also the community,
institutions, culture and diversity of this uniquely New York locale.

GOLES provides their services free of charge to tenants who live between
14th Street and Delancey Street and from the Bowery/4th Avenue to the
FDR Drive. This area is directly west of the East River from Brooklyn, and
just north/north east of the historic South Street Seaport area and China
Town.

GOLES has been operating since the late 1970s, primarily thorough
community volunteerism. The organization currently handles all requests
for help, training, mediation and their other various services primarily
through an outdated paper-based system, aided by a Microsoft Access
database and an email client, which they admit does not adequately serve
their needs. However, the fact that multiple staff members are handling
various requests often means opportunities for consolidation and
streamlining are being overlooked. Additionally, the ability to efficiently
archive and retrieve comprehensive histories is not being maximized in
their current practice. We expected to help GOLES archive their
documents through Drupal modules such as the file management system.

Ultimately the implementation of a new system will allow GOLES to identify
emerging categories to better target the development of new programs to
their constituents’ immediate needs. The tool will also provide increased
reporting functionality, allowing GOLES to give quantified data for more
credibility in further funding efforts and justification of their contribution to
the community to the agencies with whom they are currently contracted.

Coordinators

Perhaps the most vital stakeholders to the successful planning and
subsequent adoption of the system are those that will use it to support their
day-to-day work functions. At GOLES those people are Shoshana Krieger,
Community Organizer, and Wasim Lone, Director of Organizing. Itis
essential that Kreiger and Lone find the tool easy and enjoyable to use.
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We had the opportunity to interview Kreiger and Lone on February 26th,
well into the initial design phases of the project. The interview provided

needed clarification and gave in depth insights that served to refine our

ideas of their needs and expectations.

From this meeting, we discerned the following important points:

Main functions of GOLES:
e Counseling for tenants
e Advocating Tenants rights
e Managing Quarterly reimbursable grants

Three main agencies GOLES interfaces with:
e (City) HPD Department of Housing Preservation Dev: code
enforcement
e (City) Dept of Buildings: structural
e (State) division of housing and community renewal DHCR.

The specific functions GOLES would like to see in the tool:

¢ Ability to cross-reference reporting so they can see the evolution of
the initial complaint (whether it evolved to a violation or was
repaired).

e Reporting tool (to report to city as well as to grantors/funders and
show progress and changes over time).

e Function as a diary/journal for tenants. (The site could substitute for
the journal they are currently told to keep).

e An area where both tenants and organizers can make complaints.

e Tracking cultural information/demographics. Help discern trends in
household income, race, and education level. Etc.

e Tool to help determine vacancies and occupancy rates (information
would come from the tenants: tips/leads)

e Tracking when tenants “double up” and “triple up” (moving into
spaces originally meant for one person) that may be happening due
to increases in rents.

e Tracking the counseling of clients. (The site we are building will not
serve this function, but could expand to this function.)
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Certainly Kreiger and Lone expect increased efficiency from the final
product. We hope that our tool will fulfill this expectation, allowing for
greater ability to make connections between issues, TAs and tenants, as
well as enhanced tracking of issue resolution, recurrence and organizing
opportunities; and significant improvement of archiving functionality for
ease of history documentation, search, and retrieval.

As the main users and administrators of the system, it will be essential to
have Krieger’s and Lone’s support for the ultimate adoption of the tool. It's
important that their expectations be met.

Tenants Associations

Tenant Associations are formed and disbanded continually, and are not
always hard and fast organizations, but often take on a project-based role,
disbanding after an issue had been resolved, or forming around new
issues. TAs may have as few as four or five members, coming together to
try to improve the quality of their building, or there may be dozens of
members organized across a many buildings that are all part of the same
housing project. With the escalating property values in New York, TAs
have become invaluable in the protection of affordable housing for all its
citizens, as well as preserving the character of New York neighborhoods
and the quality of life for its residents. TAs offer information, advice and
advocacy for people living in rental properties throughout the city.

There are over 150 TAs throughout the Lower East Side neighborhood,
serving a diverse population. Many are organized according to the various
ethnic enclaves represented in the neighborhood, each united by shared
culture and language. Residents speak anything from Ukrainian to
Mandarin. GOLES serves as an umbrella organization for the coordination
of these groups. They provide core services to help TAs reach residents
and organize for advocacy.

It is apparent that the TAs need the most advanced tools possible. The
system that we will develop would greatly aid in communications across
and between the TAs served by GOLES. It would do this by enhancing
their ability to identify unifying themes, such as shared issues between TAs
and common property owners to consequently organize around.

Tenants

The tenants of the neighborhood are the ultimate beneficiaries of our
project. GOLES already helps to support and improve the quality of life for
citizens living in rental properties, but our tool has the potential to
significantly upgrade the services the tenants receive.
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It may be assumed that tenants have the expectation that their supporting
organizations will make their best attempt at helping them to meet their
housing needs. Successfully upgrading the technology of these
organizations towards maximizing services is part of this attempt.

As mentioned in previous stakeholder benefits, the tool will be enable
organizers to more quickly identify problems separate residents have in
common. It may do this more directly as well by providing a forum for
people to air their grievances.

We have noted other area tenants' associations provide message boards
that allow for the emergence of organic themes among common
grievances. The most obvious benefit for this type of online conversation is
the exchange of useful information between community members. This
type of forum also provides a method for increasing awareness and
provides a natural focal point for residents to organize around emerging
themes. The airing of grievances also serves as a vehicle for moral
support and to provide the critical mass needed for groups to take action.

MOTIVATIONS

Eric Goldhagen

e Help an organization that once helped him.
e Create a replicable tool for adaptation and use by similar,
community-serving organizations.

Good Old Lower East Side

Increase their internal efficiency.

Organize coordination between TAs.

Enhance their ability to serve their constituency.

Increase the visibility of their services, such as workforce
development.

e Enhance their credibility as an organization by using statistical data
to promote and develop future plans.
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Coordinators at GOLES

Provide maximum efficiency to their work functions by having more
advanced technology to support their day-to-day tasks.

Automate tasks so they can devote their time to the larger goals of
the organization.

Increase abilities to analyze and quantify their organizations’ services
and successes, to help in the allocation of resources, direction of the
organization, and their ability to get funding.

Tenants' Associations

Enhance communication between other neighborhood TAs.
Increased voice and empowerment against encroaching interests
that threaten quality of living and community cohesion

Preserve the integrity of the neighborhood and the quality of life for
the community members.

Tenants

Preserve their basic right to having a home and choosing where they
live as part of their rightful community.

Improve connection with their neighbors and neighborhood.

Protect from eviction and potential homelessness.

Preserve their overall quality of life.

Empowerment and provide access to aid and education.

TRAJECTORY OF THE SITE

At GOLES, the current process for the handling of complaints and requests
for services relies heavily on a paper-based system, aided by the use of a
Microsoft Access database and email client. Although this system is
adequate for their reporting needs, information is not being utilized to its
full potential, leading to inefficiencies in the complaint-handling process.
One of the primary goals for this project is to replace this manner of
processing with a more efficient system.
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GOLES will receive the most benefit from this project when every pertinent
user adopts the system. To achieve this, however, GOLES needs to
overcome several challenges.

First, the GOLES employee who was initially involved in the planning of
this project with Eric is no longer with the organization. Although certain
employees are aware of the possibility of a new tool being developed,
there is currently no one within the organization who is responsible for this
project and its implementation. Such a person is necessary in order
inspire, involve and educate the rest of the employees and volunteers
about the new tool.

Second, it falls to the project team to develop and build a product that fits
the needs of the stakeholders so that they can use the system to
accomplish their tasks. In addition, the project team needs to design the
system so that it integrates well with relevant processes without creating
disruption.

Third, after the system is built, the major stakeholders will need to make
major transitions in the way they work and communicate with one other. It
will be important in this phase to show that this shift is worthwhile and will
actually create benefits for the organization.

Finally, it will be necessary for the project team, or someone else involved
in the project, to be available to provide technical and customer support
during the early stage of implementation and adaptation of the system. A
training session will be needed for the future GOLES system administers
to manage the site. This will increase the likelihood of adoption.

If these challenges are overcome and the transition to the site goes
smoothly, the future options of the trajectory of the site are almost
boundless. Initially, the site will use access controls and group modules to
develop areas for each of the individual tenant associations. With time, it
will be possible for new groupings to arise around common issues and
interests as the site grows. These groups could have their own sections of
the site for their communications and administrative purposes. However,
the creation of these groups may still need to be overseen centrally to
ensure that everyone understands how to properly use the technology, as
well as to coordinate interaction between groups that may have similar
goals.

A particular function of the site, which will not be addressed initially, is the
counseling of tenants. Goldhagen feels that within a year this functionality
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can be incorporated into the site as administrators and volunteers become
more comfortable with its initial uses.

The site may also grow to include more categories of requests and
complaint-handling. While the initial categorization scheme may be fairly
limited -- focusing on landlord-tenant disputes and requests for services --
as the adoption of the site grows, further categories may be deemed useful
for reporting and service purposes. When these are identified, they can be
added to the existing scheme.

Although the initial language supported by the system will be English, as
the site is adopted it may be possible to expand these language offerings
to include other major languages spoken by GOLES clients, such as
Spanish, Ukrainian, Korean, and Chinese.

Once the site is established and in use by the primary stakeholders, it will
be possible to extend the reach of the tool to include others through
outreach into the community to other TAs, residents, and organizations
similar to GOLES in the area through publicity at community data centers,
libraries, and other likely gathering places. On a larger scale, should the
tool be adopted and used successfully, it will be possible for the tool to be
shared with similar organizations worldwide via the Internet. By allowing
these groups access to a "recipe" for the creation of a similar Drupal site to
meet their needs, it will be possible for this tool to have lasting and far-
reaching effects far beyond the scope of the project.
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Appendix D: Modules explanation

This document outlines the functionality and usage of Drupal modules for the
GOLES Tenant Complaint System project. These modules are arranged into the
following groups:

CCK and Related Modules

Views and Related Modules

Organic Groups and Related Modules
Workflow and Related Modules
TinyMCE Module

CCK and Related Modules

CCK Module

The Content Construction Kit (CCK) Module allows for the creation and
customization of fields for a Drupal site. The 4.7x version of CCK allows the user
to create custom content types and allows the addition of custom fields to them.

Purpose

CCK provides a way for the site administrator to create different content
types for easier organization. By default, Drupal only provides two types
of content—page and story—for content creators to use. These two
content types, however, are very general and not very useful for the
purpose of the GOLES system.

Using CCK, GOLES administrators can create different content types with
the names and fields that are more relevant for their particular content.
For example, site administrators can create the content type “Hot Water
Report.” In this content type, they can require the user to include
information in the following fields: his/her name, address, apartment
number, contact information, problem description, and other information
that is helpful to the tenant association or GOLES coordinator in
understanding the whole situation. For this system, the content types that
have been created thus far include the main complaint intake form, court
hearing report form, heating issue report form, natural gas and electricity
issue report form, hot water report form, inspection report form, repair
report form, and bed bug report form. The ease of use of the CCK module
will make it possible for GOLES administrators to create further custom
content types as their needs change, or to add additional fields as new
information needs to be collected.
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The ability to create different content types also makes it easier for
administrator to organize, archive, and retrieve different content. If the
coordinator wants to view a particular content type, s/he can also perform
simple filtering, and the system will retrieve and display only the content
that s/he specifies. For instance, a GOLES coordinator could use the
filters to bring up only those hot water reports that were submitted in the
past week.

Computed Field Module

Computed Field is a CCK module, which allows for the addition of computed
fields to custom content types. These fields are also customizable — allowing the
administrator to choose how the field will be formatted and displayed.

Purpose

One of the functions that complaint system will perform is the tracking of
rent for each apartment over time. The current rent control and rent
stabilization regulations only allow landlord to increase rents within a
certain percentage of the current rent. Using the computed field, the
system can quickly calculate and display the percentage that the rent has
increased between periods or tenants, allowing tenants and GOLES
coordinators alike to easily see whether these limits have been exceeded.

This module will also be useful in the calculation and display of the
number of days that have passed between the time that a complaint has
been submitted, and the current time.

Date Module

The Date module is actually a type of field for the CCK module. The Date module
allows for the storage of dates in multiple formats. In addition, the administrator is
given a choice of how dates should be input, allowing the choice of the method
that best suits the needs of the user or system.

Purpose

Many of the content types created for the GOLES system using the CCK
module require a “date” field as part of the information collected. The
system uses date fields in many of the content types, including the date
that tenant moved in, the date they first contacted their landlord regarding
a specific problem, the date that their apartment was last painted, and
also the date of an upcoming court hearing. Using the date module, we
can more easily integrate these date fields into CCK content types.
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Phone Module
The phone module allows for the inclusion of specific phone number fields in
custom content types.

Purpose

The content types created for the GOLES system often require phone
fields so that GOLES staff can contact the tenant for further questioning
and/or investigation. This module provides a simple check to make sure
that the information tenants provide is a legitimate phone number, and if
not, provides the message that “phone numbers should only contains
numbers and + and - and ( and ) and spaces.”

Views and Related Modules

Views Module

The views module provides a method for determining how content will be
presented. This tool allows for the creation of custom views that pull together
information into a single page.

Purpose

With the Views module, GOLES administrators can generate customized
page views that combine different “nodes” or content types together. With
the data gathered from tenants, these customized page views will be
used as distinct “reports”.

Initially, the reports that the system will display includes “Building-wide
Issues,” “Apartments with Rent Increase Violations”,
“Apartments/Buildings with Unresolved Issues” and “Court Hearings in the
Next Week.” In the future, as new reporting needs arise, further
reports/views could be created.

Calendar Module

The calendar module displays date fields in calendar format. It is used to display
dates, but cannot be used to enter dates. The module also allows the user to use
specific views — year, month, week and day.

Purpose

Many content types in the GOLES system contain time-sensitive
information and important dates. By providing a calendar view of such
important information, GOLES staff will be able to easily visualize and
organize important dates such as upcoming court hearings or inspections.

Views Date Range Filter Module
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The date range module creates date range filters in CCK date fields. This means
that the user can specify ranges of dates for which certain information applies.
The module supports such fields as 'Custom date range', 'Outside date range',
'‘Before', 'After', 'within the past week', 'within the past month', 'within the past 3
months', and 'within the past year'.

Purpose

GOLES coordinators often need to know the timeframe in which
complaints are submitted, or that the status has changed. This module
will allow system to output views/reports that contain complaints filed in
the past week, or those where the status of the complaint has changed
(from unresolved to resolved).

Views Fast Search Module

The views fast search module is an alternative to the standard views search. In
addition to being faster, the search supports using AND and OR constructs,
exceptions, quoted terms, and sorting results based on a compute “score”.

Purpose

This module enables a more powerful search scheme than the Drupal

built-in search. With such as large database of information and reports,
GOLES staff need powerful search to facilitate their daily routine work.

Event Module

The event module stores data and allows for the viewing of information in a
calendar format. Information entered in events can also be used by other
modules.

Purpose

This module enables the system to keep track of different events that are
important to the tenants such as court hearing dates, dates that the
complaint were submitted, and the dates that the complaints were
resolved.

Workflow and Workflow Related Modules

Workflow Module

The workflow module enables users to manage content using various states of
completion

Workflow Fields Module

The workflow fields module allows the CCK node fields to be made invisible or
read-only depending on their stage in the workflow. This is helpful when people
have different permissions regarding the information.
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Purpose

Workflow and workflow fields work together to allow CCK content types to
have different states in a workflow. The complaints in the GOLES system
will have two states: unresolved and resolved. As the complaints are
submitted, the status of the node is considered “unresolved.” After
GOLES staff work with tenants and resolve the issue, GOLES staff can
change the status of the node to “resolved.”

Action Module

The Action Module allows the administrator to configure actions that will take

place. For example, the “send email” function would allow the administrator to

create an email form with specific fields that would be sent to a specified address

upon submittal. This can be used in conjunction with the Workflow Module.
Purpose
Working in conjunction with the workflow module, the Action module
provide features that GOLES staff can set-up according to different
transitions and state in the workflow. When a complaint of any kind is
created (submitted by tenant), they system will notify GOLES staff via e-
mail.

TinyMCE Module

This module integrates the TinyMCE WYSIWYG (What You See Is What You
Get) editor into a Drupal site for editing site content without knowing HTML.

Purpose

The WYSIWYG editor allows users to do advanced formatting when creating and
editing content without know technical details about HTML. This module will allow
GOLES administrators and other content creators to generate posts using
familiar formatting tools.
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APPENDIX E: PERSONAS AND SCENARIOS

Four personae represent three classes of users. Each persona is fictitious, based
purely on the imagination of the authors. For each persona, one or more usage
scenarios follow. The personae are:

= Karen Burkson, GOLES coordinator
» Megan Peterson, Tenant Association Volunteer Coordinator

» Paula and Sylvia, tenants

Karen Burkson/GOLES Coordinator

Karen is a coordinator at GOLES. She grew up in the city and has always stayed
in the area. Karen is married to James Burkson and has two children: Janet (7
years old) and John (4 years old). Both Karen and James work full-time in the
city, and the children go to pre-school and day care during the day. Even though
they are both working, they truly value balancing work-life and family time. Karen
and James enjoy bringing their children to parks and having picnics during
weekends.

Karen is easy-going and has a lot of friends. Sometimes when her husband takes
care of their two children, she hangs out with her friends, enjoying activities such
as shopping and attending book clubs. She also likes walking and other outdoor
activities. Karen and James used to go mountain climbing and kayaking together
before Janet came along. Of course, they rarely have this kind of luxury since
their cute children were born. Nevertheless, they still travel, accompanied by
Janet and John, during vacation times.

Karen started working as a staff administrator at GOLES after she graduated
from New York University with an economics degree 10 years ago. As a program
coordinator, Karen oversees several of GOLES’ campaigns, including Tenant
Association Development and Landlord/Tenant Mediation.

Scenario

She will be one of the main administrators for the new complaint-issuing system.
Karen currently uses a Access database to log complaints, but it has no archiving
or organizing features.

With the new tool, she will have privileges to access all features including
administrative sections of the site. She is able to view all the complaints filed by
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either the tenants or tenant association staff. It’'s possible for her to access all
“group sites” of every tenant association and see the complaints that have been
issued. With access to all group sites, Karen can form a better picture of the
issues that are associated with different areas/buildings. Karen and the other
administrator of the site will use the system to see who is coming to them for
assistance. They will be able to note the name of the tenant, his/her address,
complaint, and also severity and reoccurrences of the issue, allowing for a
clearer overall picture of what is going on in the entire area. They will also use
the system to generate reports presenting facts such as multiple people coming
with the same problem. The system will allow Karen to access archived
complaints, and also track what issues are still active. The data will be used as
supportive information for future plan development and execution.

Karen is also responsible for budgeting funds and helps to support fund raising
efforts. GOLES like any non-profit, tries to organize their monetary resources and
utilize this money as efficiently as possible. The system will provide Karen with
better idea of the type of the problems that occur most frequently and also other
information that can be taken into consideration when distributing funding. She
can also use the documentation to support fund raising efforts such as data to
support grant applications.

Current Solution:
= Log grievances in a database.
= Aggregate grievances over time through database manipulation.

= Make best guesses based on current information as to what services
should be enhanced, and what benchmarks have been accomplished for
funding evidence.

Problems:
= No way to effectively aggregate information or search across many clients.
= No way to effectively archive or retrieve information.
= Cannot accurately gage results of their efforts.

Needs:

= Atool that can organize, categorize and aggregate information across
association, tenants, landlords, and locations.

= A way to make reports that can be presented per topic.
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= A way to give measurable results in order to concentrate future efforts.
Feature of the new tool:
= Online organizing per category.

= Online reports that aggregate information instantly across clients,
landlords, and locations.

=  Online forums to share information between associations.

Megan Peterson/ Tenant Association Volunteer Coordinator

Megan Peterson is a forty-six year-old woman, who has been living in the lower
east side of New York for 20 years. She is a volunteer at GOLES. Before doing
volunteer work, she worked as a secretary in a mid size food company. She
decided to do something meaningful, such as improving the living standards of
the tenants around her neighborhood, so she volunteered two years ago after her
retirement. Now she works three days a week

Megan has three children and all of them left New York for jobs and college. She
lives with her husband Donald. In her spare time, Megan loves to read. She also
goes to cooking school once a week because she thinks that cooking is one of
the best and easiest ways to bring happiness to people.

As a volunteer at GOLES, Megan handles various issues involving different
people. She provides legal advice about tenants’ rights under local, state, and
federal law. She also promotes tenant-landlord relationships by coordinating
regular meetings between tenants associations with similar issues.

In Megan’s opinion, while conflicts between tenants and landlords sometimes
arise because of lack of communication, the majority of issues speak to the fact
that corporate interests are systematically conspiring to remove tenants from the
neighborhood in order to build high rise apartments. These actions displace
community members and make rents unaffordable to people who have been
living in the neighborhood for generations. By informing tenants of their rights,
she believes that there may be a chance to keep the character of the
neighborhood despite the power of the corporate interests.
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Megan’s “pain points” in her work are tracking repair issues for tenants and
organizing information in a meaningful way to support the coordination of groups
with similar issues. She doesn't like to spend time on repetitive searches and
making announcements. She wishes there could be a tool to improve the
efficiency on these tasks so she can provide better service.

Scenario:

It was Monday morning and Michael was incredibly cold because his apartment's
heat was not working, again! He’d caught a really bad cold and had to take a day
off for work. Michael had called his landlord several times about this issue, and
never got a response. He was tired of these repeat heat shut-offs, and wanted to
know if there was anything he could do about it legally, since he had complained
to the landlord so often with no satisfaction.

Michael had heard of GOLES from a neighbor who overheard him complaining to
the barista at the coffee shop about the conditions in his apartment. He
happened to pass their location on the way to the clinic, and after his visit with
the doctor, he dropped in to see what GOLES could do for him.

Megan greeted Michael as he entered. She listened knowingly to his complaints,
and gave him a paper form to fill out so that GOLES could keep track of his
issues. She encouraged Michael to begin keeping a journal of the incidents at his
apartment, although she could not provide him with any sort of official record
keeping system or materials. She told Michael about a tenants association that is
registered in his building. The last known record of the association was from over
a year ago, so she wasn't sure if this association was still actively holding
meetings, but she shared the contact information with him on a slip of paper and
encouraged him to call the association leader. She said if he learned the
association was defunct, he should consider starting a new one with the tenants
of the building, as she was pretty sure that two other people from the same
building had come in earlier in the week and spoken to other volunteers, but she
couldn't be sure how to put her hands on that information, since it wasn't yet in
the database and her co-volunteers were at lunch.

Megan told a story about how tenants of a building a couple of blocks from
Michael's had recently banded together to file a suit against their landlord. She
brought up this to encourage him that these reporting efforts could have an
eventual positive outcome and are not just officialdom for the sake of record
keeping.
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Finally, she gave Michael the number to the city reporting agencies and
encouraged him to start an official case with the city's department of Housing and
Preservation as well as the state's division of housing and community renewal.
She urged him to report back to GOLES with his case information.

Megan waited until Michael left, and then got busy with inputting the paper-based
information into their database, but before she could finish another client walked
in, so she shelved the paperwork to complete later.

Current Solution:

Fill out and file paper based forms and then input the forms in to the
database.

Encourage tenants to make their cases official and report back to them
with case numbers.

Provide clients with information on paper about tenants associations in
their area.

Encourage clients to keep a journal of the activities in their building.

Problems:

Paper-based solutions make tracking similar issues cumbersome.

Not able to give up-to the minute current information as there is lag time
getting information into the database.

Repeat efforts as tenants provide written forms, and volunteers must then
input the information electronically.

Not much incentive to get clients to return to give information that can help
GOLES keep accurate reports.

No centralized space for tenants to review or share information other than
through GOLES.

Needs:

To provide a quick reference to give clients all the information they need,
as accurately as possible.
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= To give clients an incentive to provide ongoing information such as status
updates and case numbers.

= To provide a more efficient way of capturing information that does not
involve repeat form entries.

= To give clients a centralized, non-physical space for posting and receiving
information.

Feature of the new tool:

= Online database of all issues, available as they are reported, for ease of
tracking, with a search feature for administrators to search by a variety of
variables and provide clients with accurate, timely information.

= Online forms to provide ease of entry and eliminate administrative burden
on volunteers.

= Personalized journals for clients to log in information and share with the
public, providing both a public grievance space as well as built-in incentive
to encourage reporting.

= Online chat forums for tenants to organize organically through the web
space.

Paula Dinelson/Tenant

Paula is 26 years old. She came to New York from Pottsville, PA, after her high
school graduation, to pursue an acting career. She is a waitress at a local diner.
She and her roommate Angela share a loft apartment in the Lower East Side.

Although they previously had no altercations, lately things have changed. Legal
action has required the tenants to pay all of their money into escrow, until her
landlord makes required improvements to their building. This has not improved
matters. Although they are keeping up with their payments, their landlord can
now often be seen in the building demanding his rent. He is also refusing to
make any of the repairs, and occasionally shuts off the heat or electricity in the
building on weekends in retaliation.

Paula first hears about GOLES from Mike, one of the cooks at her diner. He tells
her that in his building they have organized a tenant association and they have
asked GOLES for help in gathering information and learning about their rights.
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She wonders if people in her building have organized an official tenants
association beyond putting their rent in escrow.

Later that week, she visits the Community Data Center to send her parents an
email, since it is cheaper than a long-distance call. There she sees a flyer for
GOLES. Remembering Mike’s comment, she decides to take a look at the site.
The current site has some information about what GOLES does, but no place to
log an official complaint or search for a tenants association that may exist for her
building. She takes note of the location and hours for GOLES, and resolves to
make it to the office sometime on her day off on Monday.

Current Solution:

= Spread word of GOLES services through word of mouth, the website, and
neighborhood flyers.

»= Tell tenants to come to GOLES location to learn about their rights and fill
out a grievance form.

Problems:
= No way to remotely log grievances.

= No way to learn about building-specific issues or see possible
organizational efforts for specific locations.

= No incentive to participate in collaborative reporting for mutual benefit of
other neighborhood residents.

Needs:
= A form tool for tenants to remotely log in grievance information.

= A centralized user-specific diary to encourage timely reporting of recurring
incidents after users are registered with the web site system.

= A place where users can search for specific associations or building
information.

= A forum for tenants to share information amongst themselves.

= More comprehensive, customized information about steps to take when
organizing for action.

Feature of the new tool:
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» Online forms for reporting information directly to GOLES database.
= Online journal for ongoing reporting for each user account.

= Online search so that tenants can find information about specific buildings
or landlords.

» Online message board forums for users to interact and share information.

= Customized "next steps" information given upon submittal of specific
grievances.

Sylvia Greene/Tenant

Sylvia is a 67-year-old woman who has been living in the Lower East side for the
past 30 years. She has been a widow for five years. Previously she was a nurse
in the local hospital. Although she is retired, she still volunteers three times a
week at a local clinic, filing paperwork and chatting with patients as they come in
for their appointments. The volunteer work gives her something to do, and the
clinic is happy for her cheery disposition and her help with their Spanish-
speaking clients, even though she cannot use a computer. Sylvia had taken a
class at the local library a few years ago, but had a hard time following all of the
steps.

Sylvia lives in a building with a lot of other senior citizens, and some younger
people, mostly immigrants and students. Their building is one of the older ones in
their Lower East Side neighborhood, and is in need of a lot of repairs. For one,
the lights on the landing of her floor have been out for a few weeks. Although it
was reported to the landlord, nothing has been done. Also, their elevator has
been out of order for over a month now. Although Sylvia is in pretty good shape,
the climb to her 5th story apartment has been hard on her knee, and she often
finds herself taking a break on the 3rd floor landing.

It is here that she one day sees a notice for a meeting of the tenant association.
The notice says that there will be a discussion of building issues. Sylvia decides
that she will go to the meeting.

At the meeting, a few people speak about what was happening with their building
and nearby buildings, as well as comparing notes about what complaints have
been issued. Sylvia speaks up and volunteers that she has logged a complain
with the city about the lights in the hallway on her floor being out. Another tenant
says that she believe her neighbor has logged in a complaint about a leaky
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ceiling, but she can't remember to who the complaint was made. The man
couldn't make the tenants meeting because of his work schedule. A young
woman named Paula stands up and mentions that all people in attendance
should make a visit to an organization called GOLES on Avenue B to officially log
their grievances and let them know what is happening in their apartments, as
GOLES can help them all to organize for a possible legal action if things continue
to be neglected around the building. Sylvia thought that David reminded her lot
of her daughter at that age, who now lives in Boston with her three grandchildren.
Paula shows the other tenants a website that shows the location and office hours
for GOLES. Sylvia thought it was all pretty interesting, but not being an Internet
user, she took down the information with a pen on her date book.

At the end of the meeting, Sylvia went over to talk to Paula. Paula volunteered to
go with Sylvia the following week to help her register her complaint with GOLES.

Current Solution:

= Tell tenants to come to GOLES location to learn about their rights and fill
out a grievance form.

= Learn through word of mouth what tenants have logged what grievances
with the city and state authorities.

Problems:
= No way to access logged grievances for particular locations.

= No way to remotely log grievances.

Needs:

= A search feature for tenants to see what their neighbors have reported
and to help with organizing efforts.

= A forum for tenants to share information amongst themselves.
= Feature of the new tool:

» Online search so that tenants can find information about specific buildings
or landlords.

»= Online message board forums for users to interact and share information.
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GOLES Complaint System - User Support Documentation

The following documents are user support for some of the basic tasks GOLES will
perform with the new website. Since different people may be responsible for different
tasks, the user documentation for each task stands alone, and covers logging in
through the end of the task. The following tasks are included:

Section One:
How Do I ... Enter New Tenants/Landlords/Buildings into the System?........................

Section Two:
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How Do I ... Modify the Questions in the Forms?

Section Six:
How Do I ... Add Announcements or Events?

w2

.5

10

14

19

28



GOLES Website — User Support
Documentation

Section One: How Do I ... Enter New
Tenants/Landlords/Buildings into the System?

Step One: Navigate to the GOLES Complaint System site

Direct your browser to http://golesproject.openflows.org/login

GoodOld

Lower East

Side, Inc:
GOLES

Home

To Access the System

site.

-%r_uiniﬁi:lr“ﬁfnuﬁ‘iii. Since 19717

Welcome to GOLES Information System

Please use the "User Login" box at the right-hand side to login in and access the

Username: *

Password: *

Create new account
Fequest new password

Protect Affordable Houszing! Join GOLESH

Step Two: Log In
e Enter your username and password in t
click on the “Log in * Button

he login box (provided separately) and

Good Old

Lower Bast

Side, Inc:
GOLES

Home

Welcome to GOLES Information

To Access the System

Please use the "User Login" box at the right-hand side to |
site.

password here

Usemame: ¥

Enter your
username and

Password: *

Create new account
Request new password

Protect Affordable Houzin

g! Join GOLES!!

Section One: How Do I ...Enter New Landlords/Tenants/Buildings into the System?
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¢ This will log you into the site and give you more navigation options across the
top.

GobdOld
Lower East
Side, Inc, ‘ LUV

GOLES 3 [:u‘mmuni-tu. Since 1977

Add Basic Info Add Complaint GOLES Coordinator Reports  Modify Site  Logout

Step Three: Create a New Record
e C(lick on the “Add Basic Info” link. The following screen will be shown:

N Add Basic Info | Add Complaint GOLES Coordinator Reports Modify Site Logout

Home
Add New Basic Information
Add New Landlord Add New Building Add New Tenant
Information Information Information
Add Mew Landlord Information Add Mew Building Information &dd New Tenant Information
Click to add new landlord Click to add new building Click to add new tenant
infarmation. infarmation. infarmation.

Add a New User
Create a Mew Llser Account

Click here to create login information
for a new user.

Protect Affordable Houszing! Join GOLES!!

e Choose the type of information that you would like to enter.

Please note, the information being entered is dependent on the preceding
information from left to right (i.e. in order to enter tenant information, landlord
and building information must be entered first.)

Section One: How Do I ...Enter New Landlords/Tenants/Buildings into the System?
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e Enter the information into the form (Zenant information screen shown)

Submit Tenant Information

Tenant Full Name: *

First Name: *

Last Name: *

Building: * If the building is not found here, you must go

back to "Add Basic Info" and add the building
information

1290 Desert Rd. i

Apartment Number: *

Phone Mumber: *

E-Mail:

Current Monthly Rent: *

Date Moved In: *

2007-04-15

Number of Rooms: *

Studio ||

e Scroll to the bottom of the page and click on “Preview” or “Submit”

e Repeat as necessary.

Section One: How Do I ...Enter New Landlords/Tenants/Buildings into the System?
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GOLES Website — User Support
Documentation
Section Two: How Do I ... Create Usernames/Passwords
and Set Access Control Levels?

Step One: Navigate to the GOLES Complaint System site

e Direct your browser to http://golesproject.openflows.org/login

¥ scon o0 umgll:n‘mumlw. Smt:elsi -

Home

Welcome to GOLES Information System Usermame: *

To Access the System

Password: *
Please use the "User Login" box at the right-hand side to login in and access the
site,

Create new account
Fequest new password

Protect Affordable Housing! Join GOLES!H!

Step Two: Log In
e Enter your username and password in the login box (provided separately) and
click on the “Log in * Button

GoodOld

Lower East

Side, Inc:
GOLES

-‘T""\"‘quﬂ -t e A
e -r__'l.rlllulﬂll‘mllnl-ly, since 1g] ~

Home

Welcome to GOLES Information

Usermame: *

Enter your
username and

To Access the System
password here

: _ _ Password: *
Please use the "User Login® box at the right-hand side to |

site,

Create new account
Request new password

FProtect Affordable Houszing! Join GOLES!

Section Two: How Do I ... Create New Usernames/Passwords and Set Access Control Levels?
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¢ This will log you into the site and give you more navigation options across the
top.

Gobd Old
Lower East
Side, Inc:

GOLES

Add Basic Info Add Complaint

GOLES Coordinator Reports Modify Site

Logout

Step Three: Create a New Username/Password

Click on the “Add Basic Info” link. This will take you to the “Add Basic
Information” screen.

|[Bd@Basidinfel] Add Complaint

GOLES Coordinator Reports  Modify Site

Logout
Home

Add New Basic Information

Add New Landlord Add New Building Add New Tenant
Information

Information Information
Add Mew Landlord Information
Click to add new landlord
infarmation,

add Mew Building Information
Click to add new building
information.

add Mew Tenant Information
Click to add new tenant
infarmation,

Add a New User

Click here to create a
Create a Mew User Accoun

new user account

Click here to create login information
for a new user,

Protect Affordable Housing! Join GOLES!H

Click on “Create New User Account”. This will take you to the “users” page.

Section Two: How Do I ... Create New Usernames/Passwords and Set Access Control Levels?
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Add Basic Info Add Complaint GOLES Coordinator Reports Modify Site Logout

Haome » administer

users

list add user search

This web page allows the administrators to register a new users by hand. Note that you cannot have a user where
either the e-mail address or the username match another user in the system,

Username: *

four full name or your preferred username; only letters, numbers and spaces are allowed.

E-mail address: *

A password and instructions will be sent to this e-mail address, so make sure it is accurate,

Password: *

Provide a password for the new account,

[ Motify user of new account

[ Create new account

Protect Affordable Housing! Join GOLES !

e Fill in all of the information, and then click the “create new account” button.

Add Basic Info  Add Complaint GOLES Coordinator Reports Modify Site  Logout

Horme » administer

users

list add user search

This web page allows the administrators to register a new users by hand. Note that you cannot have a user where
either the e-mail address or the username match another user in the system.

Username: *

example_user
rour full name or your preferred username; only letters, numbers and spaces are allowed,

E-mail address: *

example@@user.goles.com
A password and instructions will be sent to this e-mail address, so make sure it is accurate,

Password: *

Provide a password for the new account,

[ Matify user of new account

Click here to create account ]
[ Create new account

Protect Affordable Housing! Jain GOLES!

¢ This will bring you to the confirmation screen, where the new user will be at the
top of the list

Section Two: How Do I ... Create New Usernames/Passwords and Set Access Control Levels?
Page 7 of 33



example_useractive 1 sec The new user has been
i ' 7 added to the list

Step Four: Set Access Control Levels

® (Click on the “edit” link next to the newly created username. This will take you to
the settings page for the individual user.

Add Basic Info Add Complaint GOLES Coordinator Reports Modify Site  Logout
Home » administer

users

J list | | add user | [ search |

Drupal allows users to register, login, logout, maintain user profiles, etc, Mo participant can use his own name to post
cantent until he signs up for a user account.

[rnare help...]
Created a new user account. Mo e-mail has been sent.

Username Status MMember for¥ Last access Operations

example_useractive 1 sec never edit Click here to set access
jack.li active 3 weeks 3 days 3 weeks 3 days agoedit controls

goles active 4 weeks 1 day 1 sec ago edit

admin active 4 weeks 2 days 5 hours 18 min ago edit

Protect Afforda_ble Housing! Join GOLES !

Section Two: How Do I ... Create New Usernames/Passwords and Set Access Control Levels?
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example_user
edit
Account information
Username: *

example_user

our full name or your preferred username: only letters, numbers and spaces are allowed.

E-mail address:; *

]&xample@user.gnles.com
Insert a valid e-mail address. all e-mails from the system will be sent to this address. The e-mail address is not made public and will
only be used if you wish to receive a new password or wish to receive certain news or notifications by e-mail.

Password:

To change the current user passward, enter the new passwoard in both fields.

Status:

O elocked

® Active

Roles:

O full admin

[ goles coordinator
[ tenant

[ tenant association coordinator

The user receives the combined permissions of the authenticated user role, and all roles selected here,

® Scroll down to the “roles” section. Here you can choose the role that they will be
given by checking the box next to it.

O Goles Coordinator — this role is reserved for GOLES coordinators and
interns. These people will have access to adding all complaint information,
running queries, and modifying some of the site features.

O Tenant Association — this role is reserved for tenant association
coordinators. In the future, these people will be able to enter their own
information, but also enter information for new tenants.

O Tenant — this role is for all other users of the system. In the future, these
people will be able to enter their own information and view their personal
history.

e Scroll down and click the “submit” button.

Section Two: How Do I ... Create New Usernames/Passwords and Set Access Control Levels?
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GOLES Website — User Support
Documentation
Section Three: How Do I ... Perform a Basic Intake?

Note: Basic Intakes are performed by GOLES Coordinators when tenants first visit
their office. This is a detailed list of the initial problems with a tenant’s apartment.

Step One: Navigate to the GOLES Complaint System site

e Direct your browser to http://golesproject.openflows.org/login

GobdOld

Lower East

Side, Inc;
GOLES

-Seruing‘;i':ﬁ"fﬁ'ﬁmﬁii. Since 19777 =

Home

Welcome to GOLES Information System Username: *

To Access the System
Password: *
Please use the "User Login" box at the right-hand side to login in and access the
site.

Create new account
Request new password

Protect Affordable Housing! Jain GOLES!

Step Two: Log In
e Enter your username and password in the login box (provided separately) and
click on the “Log in * Button

Good Old

Lower East

Side, Inc:
GOLES

Serving|Community, Since 1977 =

Home

Usermame: *

Welcome to GOLES Information Enter your

To Access the System usemame and

. _ _ password here = Dassword: *
Please use the "User Login" box at the right-hand side to |
site.

Create new account
Request new password

Protect Affordable Housing! Join GOLES!!

Section Three: How Do I ... Perform a Basic Intake?
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¢ This will log you into the site and give you more navigation options across the
top.

Good Old

Lower East

Side, Inc:
GOLES

Add Basic Info Add Complaint GOLES Coordinator Reports  Modify Site  Logout

Step Three: Navigate to Basic Intake Form

Complaints/Reports to GOLES” screen.

Add Basic Info| Add Complaint

¢ C(lick on the “"Complaint Intake Form” link. This will take you to the “Submit

OLES Coordinator Reports Modify Site Logout

Haome

Submit Complaints/Reports to GOLES

Basic Intake Form

Complaint Intake Form
This form is the intake
that GOLES coordinato
out on a tenant's initial
their office.

Click here to
perform a basic
intake

Heating Issues

Submit a Heating Issue Report
This farm is for reporting heating
issues to GOLES

Hot Water Issues

Submit a Hot Water Issue
Report

This form is for reporting hot
water issues to GOLES.

Electricity Issues

Submit a Electricity Issue Report
This form is for reporting
electricity issues to GOLES.

Apartment Inspections

Submit an Inspection Report
This form is for entering
information on any inspections
that have been done in your
apartment or building.

Apartment Repairs

Submit a Repair Report

This is a form for submitting
information about repair
requests to GOLES.

Court Disputes

Submit a Court Hearing Report
This form is for reporting
upcoming court hearings to
GOLES,

Protect affordable Housing! Join GOLES!

Section Three: How Do I ... Perform a Basic Intake?
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e Click on the “Complaint Intake Form” link. This will take you to the Complaint
Intake Form.

Basic Infarmation

Tenant Name: *
hark Akman v
» Kitchen
» Bedroom
¥ Living Room
» Bathroom
» Entire Apartment

» Public Areas and Building Ground

Other Comments:

B 7 UOE=E=:=:i= i=s 57 I - Fant family -- s || - Font size - [»
B XGm@
Path: v

disable rich-text

Tenant Signature: *

(Must be signed if submitted to NvC Division of Code Enforcement as a complaint)

e Choose the tenant name from the dropdown list. (Note: if the tenant name does
not appear in the list, you must go back and add tenant information before
completing the form).

Section Three: How Do I ... Perform a Basic Intake?
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e To complete information for sections of the apartment, click on the orange links
labeled: kitchen, bedroom, living room, bathroom, entire apartment, public areas
and building ground. This section of the form will expand, revealing the possible
problems.

Tenant Name: *

Mark Akman ad

k Kitchen

~ Bedroarm.

Issue (Bedroom): Clicking on the orange links causes this

[ ceiling falling section of the form to expand

[ ceiling fell

[ Floors broken or warped

[ radiators, steam pipes leaking
[ walls cracked, bulging

0 window glass cracked, broken
[ window defective

[ Electric wiring exposed

[ Light fixture, outlets defective

[ plaster falling

¥ Living Room

» Bathroom

» Entire Apartment

¥ Public Areas and Building Ground

Other Comments:

B I UEE=E=E:c:i= == L I - Fant family - V_I - Font size - [ %)
TR EE®E
Path: Y

disable rich-text

Tenant Signature: *

{Must be signed if submitted to NYC Division of Caode Enforcernent as a complaint)

¢ When all information has been completed, click on the Preview or Submit
buttons at the bottom of the page.

Section Three: How Do I ... Perform a Basic Intake?
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GOLES Website — User Support
Documentation
Section Four: How Do I ... Run Queries in the GOLES
Complaint site?

Step One: Navigate to the GOLES Complaint System site

e Direct your browser to http://golesproject.openflows.org/login

(SeTving|Community; Since 19777 =

- A

Home

Welcome to GOLES Information System Username L

To Access the System
Password: *
Please use the "User Login" box at the right-hand side to login in and access the
site.

Fequest new passwor d

Protect Affardable Housing! Join GOLES!

Step Two: Log In
e Enter your username and password in the login box (provided separately) and
click on the “Log in * Button

GobdOld

Lower East

Side, Inc;
GOLES

Haome

Welcome to GOLES Information

Usermame: *

Enter your
username and

To Access the System
password here

) . _ Passvrord: *
Please use the "User Login" box at the right-hand side to |
site.

Create new account
Request new password

FProtect Affordable Housing! Jain GOLES!

Section Four: How Do I ... Run Queries in the GOLES Complaint Site?
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e This will log you into the site and give you more navigation options across the

top.
Side, Inc: , L ynEastSide
T pLo SEI‘_II'iIlg:[: ity Since 19717 =

™ oenl - A4

Add Basic Info Add Complaint GOLES Coordinator Reports  Modify Site  Logout

Step Three: Navigate to GOLES Coordinator Reports

e Click on the GOLES coordinator reports link. This will take you to the GOLES
Coordinator Reports screen.

Section Four: How Do I ... Run Queries in the GOLES Complaint Site?
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Add Basic Info Add Complaint GOLES Coordinator Reports [Jodify Site  Logout

Home

View List of Landlords

Wiew the list of landlords
This page contains a list of all
landlords in the database.

View List of Buildings

Wiew the list of buildings

This page contains a list of all
buildings that can be filtered by
landlord.

View List of Tenants

Yiew the list of tenants

This page contains a list of tenants
that can be filtered by landlord
and/or building.

View All Submissions

Yiew all Submissions

Yiew all types of submissions
including complaints,court hearings,
and repair/inspection reports, The
result can filtered by either building
and/or landlord.

GOLES Coordinator Reports

View All Complaints

Wiew All Complaints
Wiew all types of complaints/issues.
The result can filtered by either
building and/ar landlord.

View Complaint Intakes

Wiew Complaint IntakesThis page
lists all compaint intake farmf
submitted. The result can be filtered
by submit date and building and/or
landlord.

View Building-Wide
Issues

Wiew Building-wide IssuesThis is a
page to view complaints intake form
with specific building-wide {public
area) issues. Staff can filter
camplaint intake farms by specific
public area issue.

View Electricity Issues

Wiew Electricity Issues

This page contains all electricity
iIssue complaints, Result can be
filtered by submit date and building
and/or landlord.

View Heating Issues

Yiew Heating [ssues

This page contains all heating issue
complaints. Result can be filtered by
submit date and building and/or
landlord.

View Hot Water Issues

Wiew Hot Water Issues

This page contains all hot water
issue complaints, Result can be
filtered by submit date and building
and/or landlord.

Click here to view all
complaints

iew Repair Reports

Wiew all repair reparts

This page shows all inspection
reports.

View Inspection
Reports

Wiew of all inspection reports

This page shows all inspection
reports.

Calendar of Complaints
Submitted
Calendar of Complaints

A calendar view of all complaints
submitted or updated.

Court Hearings

Court Hearings

Wiew all court hearings.
Calendar of Court
Hearings

Calendar view of all court hearings

This page shows calendar view of
all court hearings.

FProtect Affordable Housing! Join GQLES!

¢ Click on the link for the type of report you would like to see. (“View all
complaints” is the example used)

Section Four: How Do I ... Run Queries in the GOLES Complaint Site?
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All Complaints

Updated Between Select Building Select Landlord
<Al> <Al ~
<empty> <empty>
Custom date range w 1390 Desert RBd. Caraling Shineider
2354 Beal Awve. Jessica Simpson -
& 3542 Stanton St Joe Smith
@ 533 Hollywood Bhwd. Kate 'Winston
620 Schwab Ave. Sarah Chen
636 Lydia Awve. » || Sherry Kim w
Complaint Yiew Submitted/Updated Complaint _— Last First
Status Complaint Time Type B sy Mame MName el
Heatin 2542
Unresolved  view 2007-04-14 19:44 [seub g Stanton 234 Kaity Jesmine Joe Smith
St
Hot YWater oen
Unresolved  wiew 2007-04-14 19:44 ls5ue Schwab  14B Micolson Jack Joe Smith
sy,
Unresaolved  view 2007-04-14 19:41 SIS 1280 426 Resik Paul Sherry Kim
[ssue Desert Rd.

e Specify a date range using the dropdown menu, and select either a building
address or landlord name, and click “submit”.

Note: You may select more than one item in the list using the following:

PC — Hold down the CTRL key while you click on each of the items you would like
to add.

Mac — Hold down the Apple Command Key 8 and click on each of the items you
would like to add.

Section Four: How Do I ... Run Queries in the GOLES Complaint Site?
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Add Basic Info  Add Complaint GOLES Coordinator Reports Modify Site  Logout

All Complaints
Updated Between Select Building Select Landlord
<All> [~ <All> ]
Select a date range <empty> 0 <empty>
1390 Dese Caraline Shineider
i o 2354 Beal = || Jessica Simpson | = :
within the pastweek ] 1542 Stantol Bt
593 Hollyw Bivd. Kate Winston
620 Schwabjfve. | Sarah Chen
636 Lydia & |2 || Sherry Kim
Complaint Yiew Submitted /Upd d Complaint . Last First
Status Complaint Time Type Buildlin Name MName tangin
: 354
Unresaolved  wview 2 Select the =i Stan Select the Jesmine Joge Smith

building(s) you Landlord(s) you

3 would like to see
Unresolved  wiew 2 would like to SGStu:\-'ater Sch n Jack Joe Smith
Ave
Unresolved  wiew 20 IE'EE;”CIW ézzgrt A 426 Resik Paul Sherry Kim
Electricit o
Unresolved  wiew 2007-04-14 19:41 e ¥ Stanton 102 Midler  Bette  Joe Smith

e This will cause the results to be filtered accordingly.

All Complaints
Updated Between Select Building Select Landlord
Allr Al <Al
<ermphy> <ermphy>
withini the pastweek || 1390 Desert Rd. Caroline Shineider
2354 Beal Awve. = || Jessica Simpson | = -
today-7 3542 Stanton St Joe Smith
today 593 Hollywood Blwd. Kate WWinston
620 Schwakb Awve. Sarah Chen
36 Lydia Ave. [se]|| Sherry Kim [w]
Complaint  ¥iew Submitted/Updated Complaint - Last First
Status Complaint Time Type Buildlinoganantment Name MName pantion
Heatin el
Unresalved  wiew 2007-04-14 19: 44 Issue 4 Stanton 234 Kaity Jesmine Joe Smith
Sit,
620
Unresalved  wiew 2007-04-14 19: 44 II-ISDSL:\I'ater Schwab 148 Micolson Jack Joe Smith
Ave,
Electricit £
Unresolved  wiew, 2007-04-14 19:41 Issue ¥ Stanton 102 Midler  Bette  Joe Smith
Sl
Electricit EEt
Unresolved  wiew 07-04-14 19:38 Issue ¥ Schwab  4a Jesbery Michael Joe Smith
AVE,
ot Water i
Unresolved  wiew . Stanton 102 Midler Bette  Joe Smith
Click here to see the  fssus =i
details of the complaint aint 620
Resolved view ormplain Schwab  4A Jesbery Michael Joe Smith
Intake Form
Ave,
Protect Affordable Housing! Join GOLES!
goles ]

¢ Click on the “view” link for any of the individual records to see the full form
information.

Section Four: How Do I ... Run Queries in the GOLES Complaint Site?
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GOLES Website — User Support
Documentation
Section Five: How Do I ... Modify the Questions in the

Forms?

Step One: Navigate to the GOLES Complaint System site

e Direct your browser to http://golesproject.openflows.org/login

Lower East
Side, Inc:
GOLES

) .sgr__umgll:ll‘mum_w. Smt:el!i] o

Home

Welcome to GOLES Information System Username: *

To Access the System

. . . o Password: *
Please use the "User Login" box at the right-hand side to login in and access the
site.

Create new account
Request new passwaord

Protect Affardable Housing! Jain GOLES!

Step Two: Log In
e Enter your username and password in the login box (provided separately) and
click on the “Log in * Button

Good Old

Lower East

Side, Inc:
GOLES

LT _; l oy r 4[] | B8 W
et 4 Lt = ; e
: mnm“} ORIty Since 18777525

Home

Welcome to GOLES Information

Username: *

Enter your
username and

To Access the System
password here

Passvrord: *
Please use the "User Login" box at the right-hand side to |

site,

Create new account
Request new password

Protect Affordable Housing! Join GOLES!

Section Five: How Do I ... Modify the Questions in the Forms?
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e This will log you into the site and give you more navigation options across the
top.

Gobd Old

Lower East

Side, Inc:
GOLES

Add Basic Info Add Complaint GOLES Coordinator Reports  Modify Site  Logout

Step Three: Navigate to Modify Site and choose the appropriate link
¢ C(lick on the Modify Site link in the top navigation bar

e Under “Modify the Forms” click on the “"Make changes to forms or fields” link.
This will take you to the “content types” page.

Add Basic Info  Add Complaint GOLES Coordinator Reports | Modify Site | Logout

Home
Modify Site

This page has the basic administrative functions that GOLES coordinators can perform. If other changes are needed,
please contact the site administrator.

Add a New Announcement Make Changes to Forms or Fields

4dd a new front page announcement
Click here to add an announcement to the front page

Add a New Event

Add a new event
Click here to add a new event

ake changes to forms or fields Click here to modify
e forms for intake or entering issues.

Click here to make changes to the
forms

Protect Affordable Housing! Join GOLES!

e On the “list” tab, choose the form that you would like to edit by clicking on the
“edit” link (complaint intake form used as example)

Section Five: How Do I ... Modify the Questions in the Forms?
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content types

list add content type fields
Label Name Description Operations
Building content_building Information regarding a particular building. edit duplicate delete
i ) content_building_information  Information regarding a particular building. edit duplicate delete
Infarmation
Complaint

content_complaint_intake_formMain complaint form for tenants to fill out and subrmitedit duplicate delete
Intake Form

Information regarding c

tenant/landlord dispute%' Click on "edit" elidlplizaie ke

Court Hearing content_court_hearing

Electricity

. content_electricity_issue Submit issues regarding edit duplicate delete
Heating Issue content_heating_issue Submit issues regarding heating in the apartment. edit duplicate delete
?Sostzvater content_hot_water_issue Submit issues regarding hot water in the apartment. editduplicate delete

¢ This will take you to the following screen (or similar if editing a different form).

Add Basic Info  Add Complaint GOLES Coordinator Reports  Modify Site  Logout

Home » administer » content » content types

Complaint Intake Form

| edit | | manage fields | | display fields | | add group add field

Label: *

|Complaintlntake Fartm |
The human-readable narme of this content type,

Description:

Main complaint form for tenants to £ill out and submit

A brief description of the content type.

e To add a new field:
o Click on the “add field” tab
o This will take you to the “Add field” page. Here you have the option to
add an existing field (one already in use on another form) or to create a
new field.

Section Five: How Do I ... Modify the Questions in the Forms?
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Complaint Intake Form

edit manage fields display fields add group add field
Add existing field

Main Contact (field_main_contact) v

Create new field

Name: *

The rmachine-readable name of the field.
allowed characters : unaccentuated a-z, nurnbers and _. all other characters will be discarded.
You'll be able to choose a hurnan-readable label for the figld on next page

Field type: *
Node Reference

O sSelect List

O sutocomplete Text Field
Integer

O Test Field

O select list

o In the name field, enter the name for this new field. This will only be used
by the computer, but it will be best to name these in a descriptive fashion,
so that you will know what they refer to in the future (Note. you may not
use spaces. Instead, a good practice is to use an underscore _ to separate

words).

o Inthe “Field Type” section, choose the type of field you would like. These
will most commonly be text, integer (whole numbers), or date fields.

o Click on the “Create Field” button. This will take you to a page with a lot
more options. You will not have to make many changes here.

Section Five: How Do I ... Modify the Questions in the Forms?
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test_field

Created field test_field.

Widget settings
These settings apply only to the test_fieid field as it appears in the Complaint Intake Form content type.

Widget: *

O select list

O Check boxes/radio buttons
O single on/off checkbox

® Text Field

Label: *

test_field

Rows: *

o Change the “Label” to from the machine name (that you gave it in the
previous step) to the name you would like to display on the form.

o Choose whether you would like the field to appear in a “group”. Groups are
sections of the page that have fields about the same topics in them.

o Inthe “Help Text” section, enter any instructions for the user

o Scroll down to the “Data Settings” section. Here you have the following
options:
* Choose whether you would like to require the field
= If you choose, a maximum length for a text field can be set here.

Section Five: How Do I ... Modify the Questions in the Forms?
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number_of_bedrooms

Created field rumber_of_begrooms,

Create a list of options as a list in Allowed values or as an array in Php code at the bottom of this page. These values
will be the same for the number_of_bedrooms in all content types. The Check boxes/radio buttons widget will display
checkboxes if the multiple values option is selected for this field, otherwise radios will be displayed.

Widget settings

These settings apply only to the number_of_bedroorms field as it appears in the Complaint Intake Forrm content
type.

Widget: *
O Tewt Field

® select list

Change the name of the
label from the "machine
O single on/aff checkbox name" to the name you
want the user to see

O Check boxes/radio buttons

Label: *

number_of_hedrooms

¥ Default value

Select the "group" in which )
Display in group: the field should be located
Mo graup [l

Select a group, in which the field will .be_.displayed on the editing farm.

Enter any text here that will
help the user answer
correctly

Instructions to present to the user below this field on the editing form.

Help text:

Data settings

These settings apply to the number_of_bedroorms field in every content type in which it appears.

[ Required Determine whether the question

F Miltipie- valuss is required or if there can be
more than one answer

Minimum:

Maximurm:

o Click on the “Save Field Settings” button.

Section Five: How Do I ... Modify the Questions in the Forms?
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e To modify a field:
o Click on the “Manage fields” tab. This will take you to a list of all of the
fields in the current form.

Complaint Intake Form

edit manage fields display fields add group add field
Label Name Type Weight Group Operations
¥ CTRC Fact Sheets {group_cfrc_fact_sheets . 4
(CIBRCRIE e ! Click here to adjust the
g;eR;:t'S:aCt group_ctrc_fact_sheetsgroup -G V ”weight” of the item ove
Label hame Type Weight Group Operations

Mo fields have been added to this group.

¥ Basic Information {group_basic_information]

IBr?FSDIrCmation group_basic_information group -4 V configure FEMMOVE

Label Name Type Weight Group Click here to

Tenant Mode — . 5 " "

Narms field_tenant_name e 4 & Basic Information . . change thg group
of the item

¥ Bedroom (group_bedroom}

Bedroom group_bedroom  group -3 :v. configure rermove
Label Mame Type Weight Group Operations
Issue : i
field_issue_bedroom Text 0= Bedroom . .
(Bedroom) =i - Click "configure" to make any

other changes to the field.

¥ Kitchen {group_kitchen)

Kitchen group_kitchen  group =3 v configure rermove
Label Name Type Weight Group Operations

ISSUE field_issue_kitchen Text i] _'V kitchen ¥ | configure remove
(Kitchen) -

¥ Bathroom (group_bathroom)

Bathroorm group_bathroom group A configure rermove
Label MName Type Weight Group Operations

s field_issue_bathroom Text 0| Bathroom ™ configure  remove
(Bathroom) : -

o Here you have the following options:
= Change the weight: The weighting feature is used to order fields on
the page. Generally, the lower the number, the lighter the weights,
making this field appear higher up on the page. See the note below
for a better explanation.

Section Five: How Do I ... Modify the Questions in the Forms?
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NOTE:
In website creation, a “weight” refers to where an item will be located on a web

page. Zero is considered a “normal” weight. Any numbers less than that
(negative) are displayed above the “normal” items, and any numbers greater
that that (positive) are displayed below the “normal”.

4 A0—Top of Page N For example the following information:
Welcome Message: -1
Picture: 1

Important Message. -3
Basic Information. 0

Lhbhbhdhdludbd

—Center of Page would be displayed in the following order:
1
Important Message
Welcome Message
Basic Information

0
2
3
4
5
6
; Picture
9

10—Bottom of Page

= Change the Group: The “group” feature allows you to change
where a field appears in the form as a part of a specific grouping.
In this site, the “group” refers to the section of the page that the
field should go into. For instance, if the field is “number of
bedrooms” it should be put into the “bedroom” group.

Section Five: How Do I ... Modify the Questions in the Forms?
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¢ To make changes to other aspects of the field (display type, label, help text,
allowed values, etc.) click on the “configure” link. This will take you to the
specific field’s settings, where you can make changes as necessary. (For more
help, see the “Add a field” section above).

number_of_bedrooms

Created field nrumber_of _bedrooms,

Create a list of options as a list in Allowed values or as an array in Php code at the bottom of this page. These wvalues
will be the same for the number_of_bedrooms in all content types. The Check boxes/radio buttons widget will display
checkboxes if the multiple values option is selected for this field, otherwise radios will be displayed.

Widget settings
These settings apply only to the number_of_bedrooms field as it appears in the Complaint Intake Form content
type.

Widget: *

O Text Field

® select list

5 _ Change the name of the
Check boxes/radio buttons label from the "machine

O single on/foff checkbox name" to the name you

want the user to see
Label: *

nurmber_of_kbedrooms

Section Five: How Do I ... Modify the Questions in the Forms?
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GOLES Website — User Support
Documentation
Section Six: How Do I ... Add Announcements or Events?

Step One: Navigate to the GOLES Complaint System site

e Direct your browser to http://golesproject.openflows.org/login

Side, Inc;
GOLES.

Home
Welcome to GOLES Information System Username: *

To Access the System

. . . o Password: *
Please use the "User Login" box at the right-hand side to login in and access the
site.

Create new account
Request new passwaord

Protect Affardable Housing! Jain GOLES!

Step Two: Log In
e Enter your username and password in the login box (provided separately) and
click on the “Log in * Button

GobdOld
Lower East
Side, Inc HUIGLOWEREASUOINE
© GOLES \ -SEr__uing:[:ﬁ"iﬁfnuriilu. Since 19777 =

a3

Hame

Welcome to GOLES Information

Usermname: *

Enter your
username and

To Access the System
password here

. ) ) Password: *
Please use the "User Login" box at the right-hand side to |
site.

Create new account
Request new password

Protect Affordable Housing! Join SOLES!

Section Six: How Do I ... Add Announcements or Events?
Page 28 of 33



e This will log you into the site and give you more navigation options across the

top.
GosdOld
iy seriny et
: aenl D'Lnl' ‘ gi u
Add Basic Info Add Complaint GOLES Coordinator Reports  Modify Site  Logout

Step Three: Navigate to Modify Site and choose the appropriate link

¢ C(lick on the “"Modify Site” link in the top navigation bar

Add Basic Info Add Complaint GOLES Coordinator Reports | Modify Site
Home
Modify Site

Click here to add a new
front page announcement

This page has the basic administrative fi

n perform, If other changes are needed,
please contact the site administrator.

Add a New Announcement Make Changes to Forms or Fields

Add a new front page announcement MWake changes to forms or fields
Click here to add an announcement to the front page Click here to modify the forms for intake or entering

iSSuUes,
Add a New Event

Add a new event
Click here to add a new event

Protect Affordable Housing! Jain GOLES!H

e To add a new announcement:

o Click on “"Add a new front page announcement”. This will take you to the
“Submit Story” page.

Section Six: How Do I ... Add Announcements or Events?
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Submit story

Title: *

Body: *

enahble rich-text

o Give the announcement a title, and enter the text in the “"Body” textbox.
(note: for more formatting options, click on the “enable rich text” link)

Submit story
Title: *
Zign up now for free clagses to LES residents
Body: *
B 7 U E = = = = o =2 €5 ‘j"l Fant Farnily -- v | Fant size - |w
ok @B

Sign up now for free classes to LES residents on Customer Service Skills in the food industry as part of our new
warkforce and Economic Development Program, Acquire the skills you need to get the job you want!

For more information call Ginny at 212-533-2541.

Path: div y

o Click “Preview” to preview your announcement or “Submit” to post it to
the site.

o The post will appear on the front page under the welcome post.

Section Six: How Do I ... Add Announcements or Events?
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Good Old

Lower East

Side, Inc:
GOLES

sar_uinu‘;ﬁﬁ‘i"ﬁ'ﬁmﬁﬁ. Since 1977

Add Basic Info Add Complaint GOLES Coordinator Reports

Modify Site Logout

Welcome to the GOLES Website and Complaint
Support System

Hello everyone, welcome to the new GOLES website! For more information &’
about GOLES and our campaigns, please use the links on the right.

If you need assistance, please call us at (212) 533-2541 to set up an
appaointment.

GOLES coordinators will use the site for announcements and to publicize
events, so check it often!

Sign up now for free classes to LES residents

Sign up now for free classes to LES residents on Customer Service Skill
the food industry as part of our new \Warkforce and Economic Develop
Program. Acquire the skills you need to get the job you want!

For more information call Ginny at 212-533-2541.

Public Forum May 5th
(& sut adrin on S 107 -L
Start: 2007-05-05 11:00

Ercl: 2007-05-05 12:00
Timezone: Etc/GMT-5

Public Forum May Sth Public Forum to end rent destabilization, reform DHCR,
preserve Mitchell Lama and Section 8 housing, ensure adequate state funding
for WY CHA and limit rent payments fram people living with HIY/AIDS to 30% of
income,

Join GOLES and other community groups as part of the newly formed MNew York
15 Dur Home Campaign, Saturday May 5th, 11AM, Middle Callegiate Church, 50
East 7th Street, hetween 1st and 2nd Avenues.

C) 2dd new cormment | calendar

Our 2nd Street Office has moved!

Please visit our new office at 171 Avenue B (next to our 169 Avenue B &
office)! Check out the latest Retail Action Project updates by clicking here.

o About GOLES

o Campaigns and Services
z Contact GOLES

o Help Usf Donate Now

The new announcement
appears on the front page

T3 add new comment

Protest
GOLES event &

L7 add new comment

FProtect Affordable Housing! Join GOLES!
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e To add a New event:

o Click on the “add a new event” link. This will take you to the “Submit
event” page

Add Basic Info Add Complaint GOLES Coordinator Reports | Modify Site

Home

Modify Site

This page has the basic administrative functions that GOLES coordinators can perform, If other changes are needed,
please contact the site administratar,

Add a New Announcement Make Changes to Forms or Fields

Add a new front page announcement MMake changes to forms or fields
Click here to add an announcement to t ]mndify the forms for intake or entering

Click here to add a new

Add a New Event event

Add a new event
Click here to add a new event

Protect Affordable Housing! Join GOLES!

Submit event

Start Date:

2007-04-02 13:43

T -MM-DD HH MM
End Date:

2007-04-02 13:43
TT-MM-DD HH MM

Title: *

Body: *

o Enter a Start date/time and an end date/time in the following format:
YYYY-MM-DD HH:MM

o Give your event a title in the title box, and enter any other supporting
information in the “Body” box.

Section Six: How Do I ... Add Announcements or Events?
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o Click on the “Preview” button to preview the event, or the “Submit” button
to post the event.
o The Event will be shown on the home page:

Gobd Old

bt

Side, Inc:
GOLES

Add Basic Info Add Complaint GOLES Coordinator Reports Modify Site Logout

Welcome to the GOLES Website and Complaint GOLES Informa
Support System a About GOLES

3 s Campaigns and Services
Hello everyone, welcome to the new GOLES website! For more information o a Contact GOLES
about GOLES and our campaigns, please use the links on the right. a Help Us/ Donate Now

If you need assistance, please call us at {212) 533-2541 to set up an
appointment.

GOLES coordinators will use the site for announcements and to publicize
events, so check it often!

Public Forum May 5th
@ submittad by admin 200 The newly created

event

Start: 2007-05-05 11:00
Erd: 2007-05-05 12:00 Group Picture!
Timezone; Etc/GMT-5 GOLES group &
Public Forum May 5th Public Forum to end rent destabilization, reform DHCR,
preserve Mitchell Lama and Section 8 housing, ensure adeguate state funding

for MY CHA and limit rent payments from people living with HIY/AIDS to 30% of
income,

Join GOLES and other community groups as part of the newly formed Rew York (R i e e e
is Our Home Campaign, Saturday May 5th, 11AM, Middle Collegiate Church, 50
East 7th Street, between 1st and 2nd Awvenues,

Protest

L) add new comment | calendar GOLES event

Our 2nd Street Office has moved!

Please wisit our new office at 171 Avenue B (next to our 169 Avenue B iy
office}! Check out the latest Retail Action Project updates by clicking here. B e e

Frotect Affordable Houzing! Join GOLESH
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GOLES Complaint System—Site Administrator Manual

The following document details some of the modules and settings used in the
creation of the GOLES website. A complete list of the modules used can be

found at the end of this section.

MENUS
Add a menu
Add a menu item
Change current menu settings

BLOCKS
Add a block

Edit blocks
To enable a block (make it shown)
Change block position
Change block item order

CCK MODULE
To add new content type

To edit content types
To add a new field
To manage an existing field:

VIEWS
Add/ edit a view

VIEWS FUSION

How does Views Fusion work?
Adding a Views Fusion
Deleting Fused Views
Views Fusion in Action

Original View to be fused

PANELS
Creating a New Panel
Edit Existing Panel
Delete Content within a Panel

WORKFLOW
Add Workflow

GOLES Complaint System — Site Administrator Manual
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GOLES Site
Administrator Manual

Add States 34
Edit Workflow / Setup Transition 36
Assign Actions (Optional) 37
Mapping Workflow to Content Types 38
COMPLETE LIST OF MODULES USED IN GOLES COMPLAINT SYSTEM 39
CCK MODULES 39
Computed Field 40
Date 40
Phone 41
VIEWS 41
Calendar module 42
Views Date Range Filter 42
Views_fastsearch 43
Event 43
Workflow 44
Workflow fields 44
Action 45
TinyMCE Module 46
Panels 46
Views Fusions 46

GOLES Complaint System — Site Administrator Manual
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GOLES Site
Administrator Manual

Menus

The Menu Module is built in the core Drupal module. It provides users the
option to define the site’s navigation system

Setting menus allows users to cluster options create hierarchy of them. Users
can modify navigation scheme through menus settings.

Basic actions in menu setting are:
- Edit menus
o Add a menu
o Add menu items
o Edit menu items
o Edit current menu

GOLES Complaint System — Site Administrator Manual
Page 3 of 47



GOLES Site

Administrator Manual

Add a menu

To add a menu, site administrator should go to [Administer -> menus -> add
menu]

Step 1: Click on add menu in menu setting

LS
Click on add

Add Basic P plaint  GOLES Coordinator Reports Contact GOLES Logout

Home » administer

menus

list _ add menu iterm

Menus are a collection of links {menu items) used to navigate a website. The list(s) below display the currently
available menus along with their menu items. Select an operation from the list to manage each menu or menu item.

[more help...]

Navigation

& add item

Step 2: Fill in menu name and click on “Submit”

menus
list add menu add menu item
Enter the name for your new menu. Remember to enable the newly created block in the blocks administration page.
Title: *

IMenu sarmplel |

The narne of the menu.

I Fill in menu name
and click "submit”™

Submit

Step 3: You'll see the new menu shown in the list

Add Basic Info Add Complaint GOLES Coordinator Reports Contact GOLES Logout

Home » administer

menus

list add menu add menu item

Menus are a collection of links {menu items) used to navigate a website. The list{s) below display the currently
available menus along with their menu items. Select an operation from the list to manage each menu or menu item.

[more help...]

The menu item Menu samnmplel has been added.

Navigation

* add item

Menu samplel
e cdit
* delete
e add item

New menu in the list

Menu itemm Expanded Operations

GOLES Complaint System — Site Administrator Manual
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GOLES Site
Administrator Manual
Add a menu item

To add a menu item, site administrator should go to [Administer -> menus]

Step 1
Click on “add item” under the menu you want to edit
Menu samplel

s edit Click on "add item"
s delete

Step 2
Fill in item description

list add menu add menu item

Title: *

The name of the menu item.

Description: Fill in information

The description displayed when hovering over a menu item.

Path: *+

The path this menu iterm links to. This can be an internal Drupal path such as node/ada|or an external URL such as Ao fAdvupal.org . Enter
front= to link to the front page.

O Expanded

If selected and this menu itern has children, the menu will always appear expanded.

*The path creates a link for the block. For example, insert /node/sampleblock to
make the block shown at http://golesproject.openflows.com/node/sampleblock.
Or just put < front> to make it appear at homepage.

Step 3:
Set menu hierarchy through selecting parent menu.
Set the order of item through weight (0 is higher than 1)

GOLES Complaint System — Site Administrator Manual
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hovering over a menu item.

. This can be an internal Drupal path such as node/zdd or an external URL such as h#p. fdrupal.org . Enter

as children, the menu will always appear expanded.

F : Set parent folder and order and
Araple. i W
B ! click on "submit™

weight:|

CHEY

Cptional. In the menu, the heavier items will sink and the lighter items will be positioned nearer the tap.

Step 4:
New item shown under the edited menu

Menu samplel
e edit
* delete
& 3dd item

Menu item Expanded Operations
sample iternl edit disable delete

Item shows up in the menu.
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Change current menu settings

To change setting of existing menu, site administrator should go to [Administer -
> menus]

Step 1:
Find menu and click on edit

Primary links

s delete

s add item

Menu item Expanded

Add Basic Info edit disable delete
Add Complaint edit disable delete
GOLES Coordinator Reports edit disable delate
Modify Site edit disable delete
Logout edit disable delete

Step 2: Change item information

edit menu item

Title: *

Conrt Hearlng

The name of the menu item.

Change title or
description
Description:

The description displayed when hovering over a menu itemn.
Path:

node/add/content_court_hearing

O Expanded
If selected and this menu itern has children, the menu will always appear expanded.

Parent item:

Change parent item
(hierarchy)

Weight:

0 [

Gptional. In the menu, the heavier items will sink and the lighter items will be positioned nearer the top.

kot

Step 3: Click on “Submit”
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Blocks

Setting a block in Drupal allows users to modify the look of the site. Users are
able to move blocks by setting their positions. This saves the time it takes to
edit html or CSS codes.

Currently enabled blocks:

Blocks (enabled):
Location Name Enabled
Footer Navigation Yes
GOLES Information Yes
Right User login Yes
sidebar Calendar Yes
List of upcoming events. Yes

Basic actions in block setting are:
- Add a block
- Edit blocks
o Enable a block
o Change block position
o Change block item order

GOLES Complaint System — Site Administrator Manual
Page 8 of 47



GOLES Site
Administrator Manual
Add a block

To add the block, site administrator should go to [Administer -> blocks]

Click on "add block™

Step 2: Fill in description of the new block
Click on “save block”

Step 1: Click on “add block”

list | || 3dd block

contented? SEttiﬂES blusbrey
SEHmQS Uemarine settings

settings

blocks

list add block

Here you can create a new hlock, Once you have created this block you must make it active and give it a place on the
page using blocks, The title is used when displaying the block. The description is used in the "block" column on the
blocks page.

Block description: *

A brief description of your black. Used on the block overview page. Fill in information and click
"save block™

Block title:

The title of the block as shown to the user.

Block body:

The content of the block as shown to the user.

» Input farmat

Block sample shows on the block list.
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Edit blocks

To enable a block (make it shown)
To enable a block, site administrator should go to [Administer -> blocks]

Step 1:Check the checkbox under column “Enabled” of the block.

Change block position

Step 1: Set the position of the block by selecting sidebar value under
“Placement” column

Change block item order
Step 1: Set the block order by selecting weight value under “"Weight” column

Block [Enabled] we perations
Footer
Mavigation 0 bnfigure

Right sidebar

GOLES Information |v| | dghtsidebar [v| configure
[v| | rghtsidebar [v| configure

[v| | rghtsidebar [v| configure
List of upcoming events,

[~ | right sideber [vlleon
Disabled| —E

add Mew Building

User login

Calendar

& & & [E
Mo M D

Information L] 0 M right sidebar M configure delete
Add MNew Landlord ) :
Infarmation [ 0 M right sidekar B] configure delete
eaye hlocks
Save the
content setting

Step 3: Click on “Save blocks”
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CCK Module

Content Construction Kit allows you create and customize fields using a web
browser. The 4.7x version of CCK creates custom content types and allows you
to add custom fields to them. In Drupal 5.x custom content types can be created

in core, and CCK allows you to add custom fields to content types.

Current content types and their fields:

Building Complaint Electricity Landlord Tenant
Information Intake Form Issue Information Information
Street Address CTRC Fact Tenant Name Main Contact First Name
Sheets (filled)
Number of Tenant Name Organization Last Name
Apartment
Number of Issue - Street Address Building
Resident Bedroom
Year Built Issue- Kitchen City Apartment
Number
Year Last Issue — State Phone Number
Remodeled Bathroom
Issue — Entire Zip Code E-Mail
Apartment
Issue — Phone Number Current Monthly
Livingroom Rent

Issue — Public
Areas
Issue — Legal
Claim

E-Mail

Date Moved In

Number of
Rooms

Basic actions in content type settings are:
- Add a content type
- Edit content types

o Add a field

o Manage existing field
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Page 11 of 47




GOLES Site

Administrator Manual

To add new content type

To add a menu item, site administrator should go to [Administer -> content ->
content types]

Step 1: Click on “add content type”
@ GOLES Complaint System

wing th Old Lower Eas ornrnun oE

Add Basic Ir JLES Coordinator Reports Contact GOLES Logout
Home » administer » cf Click on add content type

ontent types

list | add content type |_ fields

Label Mame Description Operations
Building content_building Infarmation regarding a particular building. edit duplicate delete
Bullling content_building_information  Information regarding a particular building. edit duplicate delete

Infarmation

Complaint Intake Main complaint form for tenants to fill out and

content_complaint_intake_form edit duplicate delete

Farm submit
Electricity Issue  content_electricity_issue gsg:g:];iiues MEgEEg EEEHEny i i edit duplicate delete

Landlord
Infarmation

Basic contact infarmation about landlord and/or

- AR edit duplicate delete
controlling organization,

content_landlord_information

Tenant

) content_tenant_information Information about individual tenant. edit duplicate delete
Infarmation

Step 2: Fill in information of the type
Note: "Title field label” is used for node reference

list add content type fields

Label: *

The human-readable name of this content type.

Description:

A brief description of the contsnt type.

Help text:

Fill in information and
click on save content

type

Instructions to present to the user when adding new content

Title field label: *

|Tiae
The label for the title fisld.
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To edit content types

To add a content type, site administrator should go to [Administer -> content ->
content types]

To edit content type, click on the “edit” link of the content type

Home » administer » content . -
Click on "edit” to

content types edit existing
content type
list add content type fields
Label Name Description Operations
Building content_building Information regarding a particular building. edituplicate delete
Complaint

content_complaint_intake_form Main complaint form for tenants to fill out and submif edit fuplicate delete
Intake Form

Information regarding court hearings in

Court Hearing  content_court_hearing enemilenden ehoputos

edit fuplicate delete

IE;EEtenCItY content_electricity_issue Submit issues regarding electricity in the apartment. | edit fluplicate delete
Heating Issue content_heating_issue Submit issues regarding heating in the apartment. edit uplicate delete
I{iSD‘SEJ;\-'ater content_hot_water_issue Submit issues regarding hot water in the apartment. | edit fluplicate delete
Inspection ot nspeetien Eoer: This is for entering |nf0rt_"ne_|t|0n regarding inspections Ldit L plicate delete
Report of your apartment or building.

Landlord . . Basic contact information about landlord and/or
) content_landlord_information ; R
Information controlling arganization.
Please post any issue that relates to repairs. Be as
Fepair Report  content_repair_repart specific and detailed as possible so we can have a | editfluplicatedelete
better idea about the situation,

edit uplicate delete

Tenant

. content_tenant_information Information about individual tenant, edit uplicate delete
Information

GOLES Complaint System — Site Administrator Manual
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To add a new field

Step 1: Click on “add field":

sample content type

edit manage fields display fields add group add field

Aadd existing field

Main Contact (field_roain_ comtact) [+
Add field

Create new field

Name: *

The machine-readable name of the field.
Allowed characters : unaccentuated a-z, numbers and _. &ll other characters will be discarded.
vou'll be able to choose a human-readable label for the field on next page

Field type: *
Step 2: Select field type and click on “create field”

Widget settings
These settings apply only to the sample field field as it appears in the sample content type content type.

Widget: *
O select list

O Check boxes/radio buttons

O single on/off checkbox Chceck setting and click
"save field settings™ to

confirm

® Tesxt Field

Label: *

saraple field

Rows: *

1

b Default value

Step 3: Click on “save field settings”
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To manage an existing field:

Step 1: In the edit mode, click on "manage fields”

edit manage fields display fields add group add field
Label MName Type Weight Group Operations et the order and
title title title groups that see
the field here
sample field field_sample_field Text 0 M Mo group M canfigure {or recongifure
Update the field title

Step 2: Click on “display field” to set the display of the field

sample content type

edit manage fields |— display fields || add group add field

Configure hiow this content type's fields and field labels should be displayed when it's viewed in teaser and full-page
mode |

Field Type Label Teaser Full
v/ Defalt v

sample field Text Ao e f
Subrmit

Set the display of the field

rotect Affordable Housing! Join GOLES !
goles )

Step 3: Click on “Submit”
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Views

Views module creates customized views of node lists.
The views module provides a flexible method for Drupal site designers to control
how lists of content (nodes) are presented. Traditionally, Drupal has hard-coded
most of this, particularly in how taxonomy and tracker lists are formatted.

Basic actions in views settings are:

- Add a view
- Edit existing view

Current views settings

View Title

Description

URL

All_Submissions
Building_Landlord
Building_List

Building_List2

calendar
calendar_Complaint_Intake

calendar_Court_Hearing
Complaints_by_BuildingWidel
ssues

Complaint_ALL

Complaint_Electricity
Complaint_Heating
Complaint_HotWater
Complaint_Intake
Court_Hearing
Filed_311_Without_Action

Image_Block
Inspection_Reports
Landlord_Info
Landlord_List
Landlord_List2
Repair_Report
Tenant_Building
Tenant_Info
Tenant_List

See All Submissions

Basic building and landlord relation
List of buildings

List of buildings2

Calendar view of any date field
Calendar view of complaint intake
submitted

Calendar view of court hearing dates
Select complaints filtered by
building-wide issues

Select complaint by building and/or
landlord

Electricity Issues

Heating Issues

Hot Water Issues

Main view for Complaint Intake Form
Cout Hearing Details

View filed 311 complaints without
action

List of Inspection Reports
Information about Landlord

List of landlords

List of landlords2

List of Repair Reports Submitted
Tenant and Building Relation
View for Basic Tenant Information
List of Tenants

All_Submissions
Building_Landlord
Building_List
Building_List2
calendar

calendar_complaint_intake

calendar_court_hearing
Complaint_by_BuildingWide

Issues
Complaint_ALL

Complaint_Electricity
Complaint_Heating
Complaint_HotWater
Complaint_Intake
court_hearing
filed_311 no_action

No Page View
Inspection_Reports
Landlord_Info
Landlord_List
Landlord_List2
Repair_Reports
Tenant_Building
Tenant_Info
Tenant_List
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Add/ edit a view
To add/ edit a view, site administrator should go to [Administer -> views]

Step 1: To add a view, click on “add” tab
To edit a view, click on “edit” link of the view you want to edit

administer views

list || add ||| fusion impaort theme wizard

This screen shows all of the views that are currently defined in your system. The default views are provided by Wiews
and other modules and are automatically available, If a customized view of the same name exists, it will be used in
alace of a default view.
[rnore help...]
Existing Yiews

View Title Description Provides URL Actions
| edit |
- See all o eXpor
All_Submissions o Page All_Submissions
Submissions delete |
clone
Basic building g:ltml_t |
Building_Landlard and landlord Page Building_Landlord de'Ijete |
relation Clons

Step 2: Fill in the information and setting options of the view

Click on "add™ Add a View
list ||| add ||| fusion import theme wizard Set nam? an::l access
Please see the views help page or the views documentation on drupal.org for help here.

¥ Basic Information

Mame: *

The unique identifier of the view; it is only important for overridden views and views that modules or themes will need to use, Only
alphanumeric and _ allowed here

Access:

I:‘ anonymous user

O authenticated user

Only the checked roles will be able to see this view in any farm; if no roles are checked, access will not be restricted.

Description:

& description of the vigw for the admin list,

i =
2R Set page URL

O provide Page View
If checked this view will be provided as a paage. If not checked, the fields in this group will be ignared.

URL:

Enter the URL to use for this view in the form of 'dir/dir'. Do not begin or end the URL with a /. Example: 'viewsracker', This is required
if providing a page view, You can also add $arg as a placeholder for arguments passed in the URL, for example 'user/$arg/tracker’ or
“wiewtaxonomy/$arg', Note that any argurnents listed here will be required, even if they are listed as optional below, You do not need to
list argurnents at the end of the path.

view Type:
Full Modes [~

How the nodes should be displayed to the user.

GOLES Complaint System — Site Administrator Manual
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Title:

The title that be shown at the top of the view. May be blank. This title ignores arguments; if you
account, use the "title" field in the arguments section.

Use Pager
If checked this query may be multiple pages. If not checked this query will be one page.

[ ereadcrumb trail should not include "Home"

If checked the breadcrumb trail for this page will discard "Home". Usually you will not set this, but this is used for the Front Page Wiew,
where it I35 Home and should not leave a trail to itself.

Modes per Page:

10
The number of nodes to display per page. If 0, all nodes will be displayed. If not using a pager, this will be the maximum number of

nodes in the list,

¥ Header
* Footer
» Empty Teut

¥ [Menu

v Block

[ provide Block
If checked this wiew will be provided as a block. If checked

Set block display

View Type:
Fll Hods (v

How the nodes should be displayed to the user,

Title:

The title that will be shown at the top of the block. May be blank.

Modes per Block:

If using a block, the maximurm number of items to display in the block, Pagers are not used in blocks,

GOLES Complaint System — Site Administrator Manual
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¥ Fields
Name Label Handler Option Sortable Default Sort Ops
Node: Title| | Mormosl v Astik [v][No [w] [Neme [v] B

Display the title of the node.
Set field display

Add Field

Mot T v o]

Fields are only meaningful with List view and Table ¥iew; they allow you to choose which fields are presented and in
what order,

¥ arguments
Argument Type Default Title Option Wildcard Wildcard Sub| Ops
Calendar: Day | Summary, serted ascending &J |
Filter by the calendar dag;u(.l—Sl). Plac;-{his—hargument after a '\"ear.' and :E; 'Manth' argiument. .

Add Argument
| Calens: Day. ]

Add argument to
modify the display of
results

b Argument Handling Code

arguments are parsed directly from the URL, They are not necessary to any given view, but allow flexibility.

v Filters

Field Operator

Building Set filter to define disply
Mode: T\,rpe; s One Of M (]éompla.mg']iiotanll;c??:rm godes

Elertricity ssue

Landlord Infirmmation Click to make

filter shown to
the user

saraple content type M
Include or exclude nodes of the selected types,

Sere

Step 3: After setting the views property, click on “save” bottun
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Views Fusion

View Fusion allows one to fuse multiple views into one. With this module one can
build fused views that display information storing in multiple nodes. This is
especially useful for tabular views. It uses node relation or CCK node reference
to join the appropriate nodes together.

How does Views Fusion work?

Views Fusion allows one to fuse (combine) multiple views into one. Administrator
can build fusioned (combined) views that display information that is stored in
multiple nodes, which are useful for tabular views. The original module uses
node relations for joining the appropriate nodes together. For this system,
however, a patch is applied so the administrator can fuse different views by
“node reference” from different content types (CCK).

The basic idea is to join two different views with a “node reference” that
connects them. For example, assuming that the system has node types of “CD”
and “artist,” where “CD” contains a node reference for artists. Next, create two
tabular views. In one view, filter node type by “CD,” and another one for “artist.”
In both tabular views, add fields that the system needs to display in both views
(for "CD” view can be release date, album title, etc; for “Artist” view can be first
and last name, date of birth, etc). Now let us fuse the artist view into the CD
view so that we get a view of CDs containing their artists information. In this
case we need to use CD view as primary view, with the view for artists as fused
view by using the correct nodereference field in normal direction (not reversed).
Then go to the page of the cd view, and this view will now become a fused view
containing fields from both CD view and Artist view.

GOLES Complaint System — Site Administrator Manual
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Current Fused Views

Primary view Fused View Usin

Complaint_Electricity Tenant_Building Node Reference: Tenant Name
field_tenant_name

Complaint_ALL Tenant_Info Node Reference: Tenant Name
field_tenant_name

Landlord_List2 Building_List2 Node Reference: Landlord
(field_landlord) - reverse
direction

Court_Hearing Tenant_Info Node Reference: Tenant Name
field_tenant_name

Tenant_List Building_Landlord Node Reference: Building
field_buildin

Tenant_Building Building_Landlord Node Reference: Building
field_buildin

Complaint_HotWater Tenant_Building Node Reference: Tenant Name
field_tenant_name

Basic actions in views fusion settings are:
- Add fused views
- Delete fused views
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Adding a Views Fusion

To add a views fusion, site administrator should go to [Administer -> views ->

fusion]

Step 1: Click on “Fusion” tab

S

list add fusion I import
This screen shows 3 ¥

place of a default view.

GOLES Complaint System

)\;{, Serving the Good Old Lower East Side Community Since 1977

administer views

theme wizard

Existing Views

Add Basic Info Add Complaint GOLES Coordinator Reports Contact GOLES Logout
Home » administer

ws that are currently defined in your system. The default views are provided by Views
and other modules and are automatically available. If a customized view of the same name exists, it will be used in

[more help...]

Step 2: Click on “Fusion” tab Choose Primary View and View to be Fused

ST =[als) TUSsION Import

primary view.
Add another views fusion

Complaints_by_BuildingWidelssues

fuse with view: *

Complaints_by_BuildingWidelssues

Complaints_by_BuildingWidelssues
Complaints_by_Landlord
Complaint_by_BuildingLandlord
Complaint_Electricity [

meme WiZara

This screen allows the fusion of two views. Select the main view you want to use and then select a second view you
would like to "fuse" with the first view. Fields, filters and sorts from the fused view will be intelligently merged into the

Complaint_Intake
Complaint_Intake2
Electricity_lssue

pLandlord_lnfo sed view using
Landlord_Info2
nant_Info Node Reference: Tenant Name (field_tenant_name) delete
Tenant Info2 nant_Info MNode Reference: Tenant Name (field_tenant_name) delete
T £ — Il Tefo Bled- Do f o PO PR W =9 P2 I N PR S Aol d

Step 3: Choose how to connect the two views
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primary view.
Add another views fusion
primary view: *

Complaints_by_BuildingWVidelssues

fuse with view: *

Complaints_by_BuildingWVidelssues

inn- *
| MNode Reference: Tenant Mame (field_tenant_name)

| Add fusion_|

= T =

Step 4: Click “Add fusion”
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Deleting Fused Views

To delete a views fusion, site administrator should go to [Administer -> views ->
fusion]

Step 1: Click on “delete” to remove views fusion between views

Add another views fusion
primary view: *

Complaints_by_Building\Widelssues

fuse with view: *

Complaints_by_Building\Widelssues

using: *

Node Reference: Tenant Mame (field_tenant_name)

| Add fusion |

primary view fused view using

Complaint_Intake Tenant_Info MNode Reference: Tenant Name (field_tenant_name) delete
Complaint_Electricity Tenant_Info Mode Reference: Tenant Name (field_tenant_name) delete
Tenant_Info Landlord_Info Node Reference: Building (field_building) delete
Complaint_by_BuildingLandlord Tenant_Info MNode Reference: Tenant Name (field_tenant_name) delete
Complaints_by_BuildingWidelssues Tenant_Info MNode Reference: Tenant Name (field_tenant_name) delete
Landlord_Info2 Tenant_Info2 Node Reference: Building (field_building) - reverse directiorldeletel
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Views Fusion in Action

The concept of utilizing views fusion.
Basically, the views fusion contains both fields of original views. Users can decide
whether to show all the fields or not

Original Primary View

Issue Created Time

within the past month

daterange:today-1M

Complaint Filtered by Building-Wide Issues]

Building-wide Issue

<All=

S

View Complaint Submit Date

view

view

view

2007-03-22 13:27
2007-03-23 12:29
2007-03-25 17:51

Original View to be fused

Select Building

Select Landlord

<All> -~ <Al -

<empty>= <empty>

1390 Desert Rd. Caroline Shineider

2354 Beal Ave. £| Jessica Simpson =

3542 Stanton St. Joe Smith ey
593 Hollywood Blvd. Kate Winston

620 Schwab Ave. Sarah Chen

636 Lydia Ave. *  Shermy Kim v

Building Apartment Last Name First Name
3542 Stanton 5t. 3258 Foxx Jami

3542 Stanton 5t. 23A Kaity Jesmine
620 Schwab Ave.4A Jesbery Michael

620 Schwab Ave. 14B Nicolson Jack

2354 Beal Ave. 11 Akman Mark

1390 Desert Rd. 426 Resik Paul

Landlord
Joe Smith
Joe Smith
Joe Smith
Joe Smith
Kate Winston
Sherry Kim

Fused view
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Add Basic Info Add Complaint GOLES Coordinator Reports Contact GOLES Logout

‘ GOLES Complaint System
53

Serving the Good Old Lower East Side Community Since 1977

Complaint Filtered by Building-Wide Issues

Issue Created Time Building-wide Issue Select Building Select Landlord
<All= A Al P
<empty> <empty=

within the past month 1390 Desert Rd. Caroline Shineider
§ 2354 Beal Ave. =| Jessica Simpson

ERo e eI =All> 3542 Stanton St. Joe Smith

today 593 Hollywood Blwd. Kate Winston
620 Schwab Ave. Sarah Chen
636 Lydia Ave. ¥ Sherry Kim b

View Complaint Submit Date Building Apartment Last Name First N\ame Landlord

view 2007-03-22 13:273542 Stanton 5t. 3258 Foxx Jami Joe Smith

view 2007-03-23 12:293542 Stanton St. 23A Kaity Jesmine Joe Smith

view 2007-03-25 17:51620 Schwab Ave.4A Jesbery Michael Joe Smith

The panels module allows user to create pages that are divided into areas. This
module includes several different 2-column and 3-column layouts by default. It
creates a dashboard-like page easy for user access

Example Panel Page

GOLES Coordinator Reports
View Complaint Filtered View Complaint Intakes View Building-wide
by Building and/or Issues
Landlord View Complaint Intakes
This page lists all compaint View Building-wide Issues
) ) ) intake formf submitted. The This is a page to view

View complaint Filtered by result can be filtered by submit complaints intake form with
Building and/or Landlord date and building and/or specific building-wide (public
View all types of landlord. P g P

area) issues. Staff can filter
complaint intake forms by
specific public area issue.

complaints/issues. The result
can filtered by either building

and/or landlord. View Eleclricity Issues

View Electricity Issues

This page contains all electricity
issue complaints. Result can be
filtered by submit date and
building and/or landlord.

Existing Panels

Panel Title URL

Add New Basic Information Add_Basic_Info
GOLES Coordinator Reports GOLES_Reports
Modify Site coordinator_modify

Submit Complaints/Reports to GOLES Submit_ Complaints
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Welcome to GOLES Information System login

Basic actions in panels settings are:
- Creating New Panel Page
- Edit Existing Panel
- Delete Content within Panel
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To add a new panel item, site administrator should go to [Administer -> panels]

Step 1: Click on “panels” in the administration menu

comments
contact form
content

input formats

2 @ @ w o o

logs

menus

m
Settngs

o

o

I

themes

Step 2: Click on “add” on the top tap

panels

list add

You may peruse a list of your current panels layouts and edit them, or click add to create a new page.

Panel title URL Operations
Add New Basic Information Add_Basic_Info edit | delete
GOLES Coordinator Reports GOLES_Reports edit | delete

Submit Complaints/Reports to GOLES Submit_Complaints edit | delete

Step 3: Choose a style for the panel page

panels

list add

Choose a layout for your new page from the list below.

[ — /T
Three column Three column Three column Three column Two column
25/50/25 25/50/25 stacked 33/34/33 33/34/33 stacked

| I—
/7
Two column
stacked
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panels
list add

General information

Layout: Three column 33/34/33
Page title:

w“f
CSS ID:

The CS5 ID to apply to this page
Access: I
" anonymous user <

[ authenticated user |
Only the checked roles will be able to see this panel in any forglf; if no roles are checked, access will not be restricted.

Path: *

The URL path to give this page, i.e, path/to/page

Left side Middle column Right side
This area has no content. This area has no content. This area has no content.

Add content
Select an area to add content to, then select a type of content and click the appropriate button. The content will
be added.

@ Left side © Middle column © Right side 2 |I

“Block:
Syndicate u I|

Enter an optional title for custom content you define: 2

| |

Enter the title or NID of a post:

| [ Addpost |

Choose a view from the views module:

Complaint_Electricity: Main view for Electicity Issue L Addview_ |
5

Step 4:

1. ‘I‘:ill in r’equired and/or useful fields including “Page title,” “Access,” and

2. Sz?;g an area where the content will be displayed (left, middle, or right).

3. Add either a "Block,” enter the “title/NID of a post,” or choose an existing
“View"” that you want to add (Note: be sure to click on “Add block,” “Add
post,” or “Add view” after selection).

4. Add optional title for the content (Note: be sure to click on “"Add custom”
after entering the title).
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5. Click on “Save” to save the panel setting.

Edit Existing Panel

To edit a existing panel, site administrator should go to [Administer -> panels]

Step 1: Click on “edit”

list add

Panel title

Add New Basic Information

GOLES Coordinator Reports

Submit Complaints/Reports to GOLES

panels

You may peruse a list of your current panels layouts and edit them, or click add to create a new page.

URL Operations
Add_Basic_Info edit | fHelete
GOLES_Reports edit | fHelete
Submit_Complairfgs edit | Helete

Step 2: Add new content

Calendar to browse archives
block

Submit a Complaint

Inspection Report

Repair Report

orm; if no roles are checked, access will not be restricted.

Court Hearing Block
Add MNew Building Information
Add New Landlord Information

Hot Water Issues
Electricity Issues
View Building-wide |ssues

View Complaint Intakes
View Electricity Issues

View Complaint Filtered by Building and/or Landlord

rjin Right side
s no content. This area has no content.

of content and click the appropriate button. The content will

“TCOTTITTeT
Recent comments
menu
Primary links
GOLES Information
profile
Author information

|| Addbiock |

Enter an optional title for c

ustom content you define:

| [LAdd custom |

Enter the title or NID of a post:

| [LAdpost |

Choose a view from the views module:

Complaint_Electricity: Main view

for Electricity Issue “

)
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Delete Content within a Panel

To add a menu item, site administrator should go to [Administer -> panels]

Step 1: Click on “edit” link of the module

Left side Middle célumn Right side
Block: View Complaint Filtered Block: View Complaint Block: View Building-wide
by Building and/or Landlord (block- Intakes {block-10) Issues (block-5)
6)
gure ¥ Configure
» Configure

& Block: View Electricity
Issues (block-7)

¥ Configure

Add content

Select an area to add content to, then select a type of content and click the appropriate button. The content will
be added.

Area:

@ Left side © Middle column © Right side
Block:

GOLES Complaint System — Site Administrator Manual
Page 31 of 47



Workflow

The workflow module allows user the create and assign arbitrary workflows (and
states) to Drupal CCK node types. Workflows are made up of workflow states.
For example, a workflow with the states Draft, Review, and Published could be
assigned to the Story node type.

Transitions between workflow states can have actions assigned to them. In the
example mentioned, one can assign an action so that when the story moves
from the Draft states to the Review state, an e-mail is sent out. Another action
could be assigned to the transition from Review to Published so that the node’s
status is set to “"Published (and becomes visible on your website).

Basic actions in workflow settings are:
- Add State
- Edit workflow/ setup Transition
- Assigning Actions
- Mapping Workflow to Content Types
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Add Workflow
To add a workflow, site administrator should go to [Administer -> Workflows]

Step 1: Click “Add workflow”

Logout

Home » administer

List Add workflow |
Name perations

Complaint Statusadd state actions editdelete

workflow

Unresolved editdelete
Resolved editdelete
Repair Status add state actions editdelete
Repair Needed editdelete
Repair Completed editdelete

Step 2: Enter “"Workflow Name” and click on “Add Workflow”

GoodOld R S Rl T L. A\
Side, Inc; oubItitowWe REASH
‘GOLES. nni_w. Since 1977

Add Basic Info Add Co Logout
Home #» administer

S ool D'I-'Dl-

workflow

List Add workflow

To get started, provide a name for your workflow. This name will be used as a label when the workflow status is shown|
during node editing.

Workflow Name:
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Add States

To add a state in workflow, site administrator should go to [Administer ->
Workflow]

Step 1: Click on “add state”

1 | 1
- -ﬂﬂ:‘-‘"‘nu—‘ st —
_ greeet r__umgll:u‘mmllm_w. Since 1977

Add Basic Info Add Complaint GOLES Coordinator Reports Maodify Site Logout

Home » administer

o
Fe
.

workflow
List Add workflow

The workflow Review Process was created. You should now add states to your workflow.

Name Operations

Complaint Statusadd state actions editdelete
Unresolved editdelete
Resolved editdelete
Repair Status add state actions editdelete
Repair Needed editdelete

Repair Complete editdelete
Review Process || add state pctions edit delete

Step 2: Provide the state with a name and weight, and click “save”
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|
- 1 g Ll =
I oo 00 r__umull:u‘mmnm_lu. Since 19

Add Basic Info Add Complaint GOLES Coordinator Reports Modify Site Logout

Home » administer » workflow

Add state

State name: *

EE—

eat, and clean up.

state in your workflow. For example, if you were doing a meal workflow it may include states like shop, prepare food,

Weight:

0

el heavier states will sink and the lighter states will be positioned nearer the top.

Repeat this step to add more states as needed.
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Edit Workflow / Setup Transition

To edit an existing workflow, site administrator should go to [Administer ->
Workflow]

Step 1: Check off the permitted transitions between different roles, assign
workflow permission, and click on “save”

Workflow Name:

Review Process

From / To — Draft Reviewed Published
O author [ author [ author
[ anonymous user [ anonymous user [ anonymous user
[ authenticated user O authenticated user [ authenticated user
(creation) I full admin [ full admin [ full admin
[ goles coordinator [ goles coordinator [ goles coordinator
[ tenant O tenant [ tenant
[ tenant association coordinator ] tenant association coordinator [] tenant association coordinator
O author [ author
[ anonymous user [ anonymous user
[ authenticated user [ authenticated user
Draft [ full admin [ full admin
[ goles coordinator [ goles coordinator
[ tenant [ tenant
[ tenant association coordinator [ tenant association coordinator
O author [ author
[ anonymous user [ anonymous user
[ authenticated user [ authenticated user
Reviewed I full admin [ full admin
[ goles coordinator [ goles coordinator
[ tenant [ tenant
[ tenant association coordinator [ tenant association coordinator
[ author O author
[ anonymous user [ anonymous user
[ authenticated user O authenticated user
Published [ full admin [ full admin
[ goles coordinator [ goles coordinator
[ tenant [ tenant
[ tenant association coordinator [ tenant association coordinator

T Workflow tab permissions
[ author
[ anonymous user
[ authenticated user
O full admin
[ goles coordinator
O tenant

[ tenant association coordinator

Select any roles that should have access to the workflow tab on nodes that have a workflow.

T
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Assign Actions (Optional)
To edit an existing workflow, site administrator should go to [Administer ->
panels]

Step 1: Select intended action from dropdown menu and click “add.”
Note: To return to workflow main page, click on “workflow” in the breadcrumb

. oty Ll =
_ geesptYL SETVING Community,” Since 19777 =

_ e 2 =

Add Basic Info Add Complaint GOLES Coordinator Reports Maodify Site Logout

Home » administer » workflow

)

Workflow actions
Transition Actions
(creation) — Draft None u
(creation) — Reviewel Node H
: ; Publish node
tion) — Publish
(creation) ublishe TEmTaE H
Draft — Reviewe Add node to moderation queue u
Remove node from moderation queue
Draft — Publishe Make node sticky H
! Make node unsticky
Reviewed —Draft Promote node to front page H
; Remaove node from front page
Published — Draft Organic Groups H
- : 1 Make the node publicly visible
A i Make the node private to its groups u
Remaove the node from all groups
Workflow h GoLgs! )
Change workflow state of a node to next state
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Mapping Workflow to Content Types

After workflows are created, user can map workflow to different content types

Step 1: Select desired workflow for the content type by using dropdown menu,
and then click “Save Workflow Mapping”

Each node type may have a separate workflow:

Node Type Workflow

page Mone

Building Repair Status
Complaint Intake Fgr
Court Hearing None

Electricity Issue Complaint Status
Heating Issue Complaint Status
Hot Water Issue Complaint Status
Inspection Report None

Landlord Information | Mone

Repair Report Repair Status
Tenant Information None
event None
image None
| na SR A R e
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Complete List of Modules Used in GOLES Complaint System
CCK MODULES

The Content Construction Kit allows you create and customize fields using a
web browser. The 4.7x version of CCK creates custom content types and allows
you to add custom fields to them. In Drupal 5.x custom content types can be
created in core, and CCK allows you to add custom fields to content types.

Purpose

CCK provides a way for the site administrator to create different content
types for easier organization. By default, Drupal only provides two types
of content—page and story—for content creators to use. These two
contents, however, are very general and not very useful for the purpose
of this system.

Using CCK, administrators can create different content types with the
names and fields that are more relevant for a particular content. For
example, site administrators can create a content type “Hot Water
Report.” In this content type, they can require the user to include his/her
name, address, apartment number, contact information, problem
description, and other information that are helpful for the tenant
association or GOLES to understand the whole situation. Content types we
created include main complaint intake form, court hearing, heating issue,
gas and electricity issue, hot water report, inspection report, repair report,
and bed bug report.

The ability to create different content types also makes it easier for
administrator to organize, archive, and retrieve different contents. If the
coordinator wants to view a particular content, s/he can also do a simple
filtering, and the system will retrieve and display only the content that
s/he specifies. This is very useful for the coordinator is s/he wants to find
out more about a particular issue or complaint.
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Computed Field
Allows the user to define computed values in custom content types.

Computed Field is a CCK module which lets you add a computed field to
custom content types. You can choose whether to store your computed
field in the database. You can also choose whether to display the field,
and how to format it. The value of the field is set using php code, so it
can draw on anything available to drupal, including other fields, the
current user, database tables, etc. The drawback of this is of course that
you need to know some php to use it.

Purpose

One of the function that this complaint system will do is to track rent for
each apartment over time. The current regulation only allows landlord to
increase rents within a certain percentage if the building is under rent
control or rent stabilization. Using the computed field, the system can
calculate and display the percentage that the rent has increased.

This module is also useful to calculate and display the number of days
that have passed after tenants submit a complaint form.

Date

This package contains both the Date module and a Date API module. The
Date API is available to be used by other modules and is not dependent
on having CCK installed.

The date module is a flexible date/time field type for the cck content
module which requires the CCK content.module and the Date API module.

date.module can store dates in two ways, as an iso date (YYYY-MM-
DDTHH:MM:SS) or a unix timestamp multiple widgets are available for
date input - a drop-down selector, jscalendar pop-up (if jscalendar is
installed), and plain text that accepts ISO format or anything strtotime
allows optional incusion of the adodb date library extends the valid date
range from year 100 to year 3000, without the library it is the usual 1970
to 2038. Create dates with a single input element, or add a second date
input element to create 'From' and 'To' dates.

Purpose
Many content types created using CCK module require a “date” field to
store dates for many different purposes. These “date fields” include the
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date that tenant moved in, the date they first contact their landlord, the
date that the paint was last painted, and also court hearing date. This
“date” module provides an easy way to integrate date fields into CCK
content types.

Phone
Defines a field type for phone numbers. Note: Requires content.module.

Purpose

The content types created using CCK often requires phone fields so that
GOLES staff can contact tenant for further question and/or investigation.
This module provides a simple check to make sure that the information
tenants provide is a legitimate phone number that “phone numbers should
only contains numbers and + and - and ( and ) and spaces.”

VIEWS
The views module creates customized views of node lists.

The views module provides a flexible method for Drupal site designers to control
how lists of content (nodes) are presented. Traditionally, Drupal has hard-coded
most of this, particularly in how taxonomy and tracker lists are formatted.

This tool is essentially a smart query builder that, given enough information, can
build the proper query, execute it, and display the results. It has four modes,
plus a special mode, and provides an impressive amount of function.

Purpose

With the help of Views module, site administrator can generate
customized page views that combine different “nodes” or contents
together. With the data gathered from tenants, these customized page
views will be used as distinct reports of various purposes.

Reports that the system will display includes “Building-wide issues,”
“Apartments with violations in rent increasing,” “Apartments/Buildings
with outstanding issues that remain unresolved,” and “Court hearing in
the next week.” Possibly more customized views will be implemented later
as needed.
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Calendar module

Adds date calendar themes to views that can display any type of date
field, and creates default calendar views.

This module will display any Views date field in calendar formats. Switch
between year, month, week, and day views. Back and next navigation is
provided for all views.

This module will display any Views date field in calendar formats. Works
with CCK date fields, Event module dates, node created and updated
dates, and any other Views date field. The module does not create dates,
it only displays dates that have already been created elsewhere. Multiple
calendars can be created for different purposes, i.e. one that displays
node created dates as an archive calendar and another to display CCK
dates for a custom content type, just give each a unique url.

Purpose

Many contents in the system are time-sensitive, and that the dates are
important. Provide a calendar view, GOLES staff can easily visualize and
organize important dates such as “court hearing” and “inspection dates.”

Views Date Range Filter

The daterange module provides a programmatic extension for date ranges
that can be used by other module developers. It creates new filters for
node times, 'Node: Created Time Between' and 'Node: Changed Time
Between', as well as new date range filters for CCK date (but not
datestamp) fields.

If jscalendar is installed and enabled the date fields are augmented with
the jscalendar button for selecting a date.

The supported operators are 'Custom date range', 'Outside date range',
'‘Before’, 'After', 'within the past week’, 'within the past month’, 'within the
past 3 months', 'within the past year'. When the operator doesn't need
both input fields, JavaScript attempts to hide the unused fields.

The date fields understand the words 'today' and 'yesterday' and
subtraction of days, months, or years.
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Purpose

GOLES staff often need to know the timeframe in which the complaints
are submitted, or that the status has changed. This module will allow
system to output views report that contains complaints filed in the past
week, or that the status of the complaints have been changed (from
unsolved to solved).

Views_fastsearch

The views_fastsearch module provides an alternative search filter and
search sort to the default search methods provided in views_search.inc.
This search is considerably faster (than the search in views_search.inc),
supports OR terms, exception terms, quoted terms, and sorting by score.

1. Itis noticeably faster - 5-20x faster

2. defaults to AND terms, but supports the OR keyword

3. implements exception terms using the — prefix (i.e., “global warming —
ocean” searches for nodes that include “global” and "warming" but do
not include “ocean”)

supports quoted phrases

implements a sort by the search word score, when there are multiple
terms, it sums them up — this presents results where the search words
are in the title or header tags higher up in the list.

vk

Purpose

This module enables a more powerful search scheme than the Drupal
built-in search. With such as large database of information and reports,
GOLES staff need powerful search to facilitate their daily routine work.

Event

This is a simple module to keep track of events and show them to users in
various calendar displays. It also provides an event API to allow other modules to
store and work with date data.

Purpose

This module enables the system to keep track of different events that
happens to the tenants such as court hearing date, date that the
complaint was submitted, and also date that the complaint was solved.
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Workflow

Enables users to manage content using workflow states. The workflow module
allows the creation and assignment of arbitrary workflows to Drupal node types.
Workflows are made up of workflow states. For example, a workflow with the
states Draft, Review, and Published could be assigned to the Story node type.

Workflow fields

The workflow_fields module extends John VanDyk's workflow module by
allowing CCK node fields to be made invisible or read-only depending on
the current workflow state. The workflow state form is extended to show
all node fields with appropriate controls to hide and/or disable each field
for that particular state.

This functionality is useful when a workflow moves among users who have
different permissions regarding the document flowing through them.
Which is the case in most every workflow we're encountered.

Purpose

Workflow and workflow fields work together to allow CCK content types to
have different states in a workflow. The complaints will have two states:
unsolved and unsolved. As the complaints are submitted, the status of the
node is considered “unsolved.” After GOLES staff work with tenants and
resolve the issue, GOLES staff can change the status of the node to
“solved.”

The workflow feature can also work hand-in-hand with the Action module
to provide more robust function.
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Action
Scriptable actions configurable through the web.

The actions module allows the configuration of Drupal actions. A Drupal action is
a specially written PHP function whose parameters are configured through the
web. For example, the Send Email action has parameters Recipient, Subject, and
Message. You could fill in MrFoo@example.com for the recipient, Hi for the
subject, and Hello, Mr. Foo for the message to create an instance of the Send
Email action. This action instance could then be fired by a module at appropriate
times when you want Mr. Foo to get an email.

The workflow module is an example of a module that uses Drupal actions.

Purpose

Working in conjunction with workflow, Action module provide features
that GOLES staff can set-up according to different transitions and state in
the workflow. When a complaint of any kind is created (submitted by
tenant), they system will notify GOLES staff via e-mail.
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TinyMCE Module

This module integrates the TinyMCE WYSIWYG editor into a Drupal site for
editing advance site content.

TinyMCE is a platform independent web based Javascript HTML WYSIWYG editor
control. It has the ability to convert HTML TEXTAREA fields or other HTML
elements to editor instances.

Purpose

The WYSIWYG editor allows user to do advanced formatting when
creating and editing content without know technical details about HTML.
This module allows site administrators and other content creators to
generate posts with pretty formats, colors, and styles without knowing
anything about HTML.

Panels

This module allows you to create pages that are divided into areas of the page.
Where the dashboard module only gave four areas--top, bottom, left and right--
this one is a completely flexible system that includes a couple of 2 column and 3
column layouts by default, but is also highly extensible and other layouts can be
plugged in with a little HTML and CSS knowledge, with just enough PHP
knowledge to be able to edit an include file without breaking it.

Purpose

This module helps the system to present links in dashboard manner which
are easy to modify and manipulate. Dashboard interfaces allow users to
access different pages without click through a series of click streams. In
addition, it also allow explanation and information about the links.

Views Fusions

Views Fusion allows one to fuse multiple views into one. One can build fused
views displaying information that is stored in multiple nodes. This is particular
useful for multiple tabular views. It uses node relations and/or CCK node
reference fields to join the appropriate nodes together. Views Fusion can also
fuse views that are already fused, and it also works well for external (exposed)
filters.

Purpose

The purpose of this module is to combine multiple views into one view. As
a native system constraint of Drupal, CCK, and node reference, it is not
possible to use regular view (single view) to show node reference
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information. With this module, it is possible to fuse multiple views that are

related by “node reference.” This way, it is possible to show all
information related to one node in a single tabular view.
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