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SailAngle.com Moderator’s User Guide 
Revised 10/19/09 

 
Moderators are the equivalent of “webmasters” for each SailAngle.com Group.  There 
are two types of Moderators; Primary and Secondary.  All moderators have the same 
powers, except Primary Moderators have two special powers: 

1. Primary Moderator can replace themselves with a new Primary Moderator 
2. Primary Moderator can appoint Secondary Moderator’s 

 
Summary of Functionality: 
 
Function      Primary Secondary 
Resign and replace Primary Moderator    Yes      No 
Appoint Secondary Moderator     Yes      No 
Approve member join requests     Yes     Yes 
Send invitations to join the group     Yes     Yes 
Remove members from group     Yes     Yes 
Edit/delete all content in group     Yes     Yes 
Toggle group from Private / Public     Yes     Yes 
Manage File Cabinet – delete    Yes     Yes 
Edit “Group Landing Page” content     Yes     Yes 
 
Additional functionality as a National or District Moderator: 
 
Send group message       Yes     Yes 
Send group forum message      Yes     Yes 
Add/edit RSVP calendar event     Yes     Yes 
 
 
Detailed Functionality: 
 
Resign and replace Primary Moderator (only by Primary Moderator): 

The Primary Moderator can resign that position and appoint a new Primary 
Moderator.  After resignation, the original Primary Moderator is no longer a 
moderator, but remains a member of the group. 

1. Primary Moderator clicks on Members 
2. Next to each member’s name are three (3) choices 

a. X  Remove 
b. +  Add as moderator 
c. +  Set as primary moderator 

3. Primary Moderator clicks on “+  Set as primary moderator” 
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4. A message pops up that says “WARNING: This action cannot be undone.  
Are you sure you want to resign as Primary Moderator and appoint this 
person in your place?  YES   NO” 

5. When the current Primary Moderator clicks yes, he/she is replaced by the 
new Primary Moderator. 

 
 

Appoint Secondary Moderator 
The Primary Moderator can appoint Secondary Moderators that have all the 
same powers as the Primary Moderator, except the two listed above. 

1. Primary Moderator clicks on Members 
2. Next to each member’s name are three (3) choices 

a. X  Remove 
b. +  Add as moderator 
c. +  Set as primary moderator 

3. Primary Moderator click on “+  Add as moderator” 
4. A message pops up that says “Are you sure you want to make this person 

a mederator?  YES   NO 
5. When the Primary Moderator answers yes, the selected person is made a 

Secondary Moderator 

 
Approve member join requests 

When members who are not members of the group request to join the group, 
their requests are listed in “Join Requests” until approved by a moderator.  This 
power is available to ALL moderators. 

1. Go to “Join Requests” 
2. Next to the name are two (2) choices 

a. Accept 
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b. Ignore 
3. Click on Accept to approve the join request 

 
 
Send invitations to join the group 

A moderator can send a pre-approved invitation to join the group.  When the 
member accepts the invitation, he/she is automatically added to the group. 

1. Got to “Send Invitations” 
2. Enter the name(s) of the members you wish to invite to join the group 
3. Click on Send 

 

 



4 
 

Remove members from the group 
Moderators can remove members from the group. 

1. Moderator clicks on Members 
2. Next to each member’s name are three (3) choices 

a. X  Remove 
b. +  Add as moderator 
c. +  Set as primary moderator 

3. Moderator clicks on “X  Remove” 
4. A message pops up that says “WARNING: This action cannot be undone.  

Are you sure you want to remove the member from the group?  YES   
NO” 

5. When the Moderator clicks yes, the selected member is removed from 
the group. 

 
 
Edit/delete all content in the group 

Moderators can edit or delete all content in the group.  This includes forum 
postings, calendar events, photos, and group forum messages.  

1. If editing a calendar event click on “Edit this Event” 
2. If editing a forum, open the forum post, then click “Edit” 
3. If editing a photo, open photos and click on “Edit Albums” 

 
 
Toggle group from Private / Public 

Moderators can change the group from USPS Private to USPS Public, or USPS 
Public to USPS Private.  Private groups require moderator approval to join.  
Public groups are open to any member to join. 

1. At the top of the page are two (2) buttons:  “Public”  “Private” 
2. The active button will be blue; the inactive button is grey 
3. To change the status of the group click on the appropriate button 
4. A message pops up that says “WARNING: Are you sure you want to 

change the status of this group?  YES   NO” 
5. When the Moderator clicks yes, the status of the group is changed to the 

selected option. 
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Manage File Cabinet ς delete 

Moderators can delete material from the file cabinet.  Click “Delete” next to the 
file name. 

 
 
9Řƛǘ άDǊƻǳǇ [ŀŘƛƴƎ tŀƎŜέ ŎƻƴǘŜƴǘ 

A moderator can edit the text listed in the header section of the group that 
describes the group.  Simply click in the text box and edit the text which is also 
where the USPS Public / USPS Private toggle switch is located. 
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Additional functionality as a National or District Moderator: 
 
Send a group message 

At the National or District level, only moderators can send group messages.  
These messages will go to EVERY member of the group.  In the case of National a 
Group Message will go to every member of the USPS who is also a member of 
SailAngle.com. 

1. Click on Messages 
2. Select Group Message 
3. Compose the message 
4. Select “Send” to send to every member of the group 

 
 
Send a group forum message 

At the National or District level, only moderators can send group forum 
messages.  These messages will go to EVERY member of the group and will post 
on the National or District “Forum” page. 

1. Click on Messages 
2. Select Group Forum Message 
3. Compose the message 
4. Select the optional “Notify me by email when there has been a reply to 
this thread” 

5. Select “Send” to send to every member of the group 

 
 
Add / Edit / Cancel RSVP calendar event 

At the National or District level, only moderators can add, delete, or edit an RSVP 
calendar event. 
 
To add an RSVP event 

1. Click on “+  Add and event” 
2. Complete the required fields on the event form 
3. Click on “Send to all members of the group.” 
4. Set the reminder period 
5. Click “Submit” to send an event email to all members of the group 
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To edit an RSVP event 

1. Click on the event on the group calendar 
2. Click on the event itself 
3. Edit the event 
4. Click “Save” 
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Cancel an RSVP event 
1. Click on the event 
2. Click on “Cancel Event” 
3. A message pops up that says “WARNING: This action cannot be undone.  

Are you sure you want to cancel this event.  YES   NO” 
4. Click yes 
5. Click on Send Message to all Group Members 
6. Type the notification message in the pop up dialog box; e.g. “The  

Saturday regatta has been canceled due to weather.  We will reschedule 
the event soon.” 

7. Click on ‘Send” - - the event will be removed and the cancellation 
message will be sent to all members of the group. 

 


