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This guide is intended to give you the basic information you need to begin entering
community benefit data. For additional help and resources, please refer to the page
specific “Help” screens loaded into the software.

Getting Your Workstation Ready for CBISA ™

Setting up your workstation will require you to access your Control Panel and Internet
Options. If you are unsure how to access these areas, please contact your IT/IS
department for help.

1. Set the Screen Resolution: To properly view CBISA ™, your screen resolution must
be set to a minimum of 1024 x 768. To set the resolution, access the Control Panel,
choose Display, and open the Settings tab. The screen resolution should be located on
this tab. Apply your changes.

2. Add CBISA Online as a trusted site: Open the Control Panel and choose Internet
Options (or choose Internet Options from your internet tool bar). On the Security tab,
add https://www.cbisaonline.com as a “trusted site”. Apply your changes.

3. Turn off “pop up blocker” for this site: Open the Control Panel and choose Internet
Options (or choose Internet Options from your internet tool bar). On the Privacy tab, turn
off “pop up blocker” for www.cbisaonline.com by choosing the “settings” button and
adding the site. Apply your changes. Or, from your Internet tool bar, turn off “pop up
blocker” after logging in to your program.

Accessing CBISA ™

1. Open your internet browser (Internet Explorer 6 or Internet Explorer 7)

2. Type in your unique URL. Remember: the URL MUST start with https://. If you forget
the “s” or start the site with www, you will not gain secure access to the program and
your data.

3. Enter in the user name and password that has been assigned to you. Your permission
level will dictate the access you have into CBISA ™ and what you can and cannot do in
the program.

4. Note: Please maximize your internet browser window to properly view the CBISA ™
program.


https://www.cbisaonline.com/
http://www.cbisaonline.com/
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A Main Modules: Access one of the five main modules by clicking on the appropriate tab

B Sub Menus: If a main module has additional information screens, access the sub menus by
clicking on the desired screen name

C Options: Access additional default screens by expanding the options box
D Control Panel: Shows which module is currently active and contains options for data records

E Browse Box: Shows alphabetical or descending date ordered data records for the active
module

F More: Additional functions for data records within the active browse box
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1. Choosing a Module: With your mouse, click on one of the main module tabs to
open. Within each main module, with the exception of the Community Outcomes
Module, you will have additional menu options. Click on the menu option to open each
new “page”.

2. Using the Control Panel Function Buttons: The first three main modules,
Activities/Occurrences, Leadership Journal, and Community Outcomes have the following
function buttons available: Add, Delete, Undo, Save, and More. Simply click on the
corresponding button to perform the desired action. “Add” creates a new record;
“Delete” completely deletes the highlighted record; “Undo” brings your record back to
its
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