


HOW TO MANAGE: HELPING HANDS 

created: 6/2/2019 

1) Login to the SAJAC ADMIN

2) On the left under  ADMINISTRATION click on HELPING HANDS 

 
 
 
 
 
 
 
 
 
 
 
 

3) You will then see this screen.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ADDING A NEW HELPING HAND

4) You can ADD a new HELPING HAND option by selecting the ADD button on the 

top right hand side of this screen. 

5) Type in the new NAME of the 
Helping Hand you wish to add 
Type in the DESCRIPTION of this 
Helping Hand 
Type in a # for the ORDER in 
which you would like it to appear 
in the list. 
 
On the previous page, you will 
see numbers to the right of the 
descriptions, this is the order in 

which they will appear in the system.  
 
Example: Type in  15 for the sort order for this new Helping Hand and it will appear 
AFTER   “Help with Website” 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



EDITING / DELETING HELPING HAND 

6) DELETING: If you select DELETE next to the existing Helping Hands, it is gone 
forever. You will need to recreate it. 
 

7) EDITING: Click EDIT to the right of the Helping Hand you would like to edit 
 

 
 
 
 

8) Make your changes and 
select UPDATEs 
 
 
 
 
 
 
 


