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Cheat Sheet 

 
To Do 
 

1) Register an account with GuildPortal.com (page 5) 
2) Associate your account with the BBFederation and navigate to the BBFederation page (page 5) 
3) Select the Join BBFederation option (page 11) 

 
When membership has been approved, also 
 
4) Review your account settings (page 19) 
5) Define your characters (page 16) 
6) Manage Guild Associations to assign those characters to the BBFederation and your own guild 

(if your guild uses GuildPortal.com) (page 17) 
7) Enter additional character information, such as level, class, race, tradeskill info, etc. (page 18) 
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BBFederation GuildPortal Website Handbook 
 
 

Introduction 

What is GuildPortal.com? 
 
GuildPortal.com is a community site where guilds and organizations can create their own “portal” of 
information.  This portal is a customizable website where the administrator can display “containers” of 
information on “pages” within the site.  The administrator has control over various display settings and 
what containers are included where, but GuildPortal.com controls what containers are available and how 
that information is presented.  Typical containers include Forums, an event Calendar, News, Mail, and 
Chat, amongst many others. 
 

Does it cost anything to use GuildPortal.com? 
 
No.  Most services are entirely free, and individual usage of the site is free.  The BBFederation is 
considering upgrading our site to a paid site, which would remove advertising and add a few capabilities 
in terms of what containers could be displayed.  However, this would have no bearing on your cost 
(free) to use the website.  If the BBFederation elects to go with a paid site, we may ask for voluntary 
contributions to help offset those costs, but they are small (about $5 - $8/month for the entire site). 
 

What about my privacy? 
 
GuildPortal.com’s privacy policy is that it is the “sole owner of information collected on 
GuildPortal.com”, and that this information is used “solely to support the functions of the service it 
provides.”  This means that GuildPortal.com does not share information with other organizations and is 
not in the business of selling e-mail addresses and such.  The entire privacy policy can be read at 
http://www.guildportal.com/Privacy.aspx. 
 

Are there any Terms and Conditions I need to be aware of? 
 
GuildPortal.com’s usage is governed by some terms and conditions, but there’s pretty basic.  For 
example, you are prohibited from using their service to conduct any illegal actions.  You can’t post 
copyrighted material unless you are the owner of that material.  You can’t use the site for the purpose of 
building a competing product.  And so on and so on.  The entire Terms and Conditions can be read at 
http://www.guildportal.com/Terms.aspx. 



  Page 5 of 27 

Getting Started 
 

Registering an Account 
 
To start using the service, you must first register an account (which is free).  To do this, open a web 
browser and go to http://www.guildportal.com/.  On the top-most banner, there are three options at the 
right hand side: New Account, New Guild Site, and Search.  Select “New Account”.  You will be 
prompted for a desired user name, e-mail address, and password (with a second box for verification).  
Important: DO NOT USE YOUR SOE STATION ACCOUNT NAME AS YOUR USERNAME.  
There have been individuals whose Everquest II accounts have been hacked because the user made their 
Station Access user name public.  You should treat your SOE Station account name like a password – 
keep it secret.  A good idea is to create your GuildPortal account with a user name that is similar to or 
the same as your main character’s name.  This will assist others in knowing who you are when 
interacting with you on the site.  Important: It is a good idea to choose a password that is different 
from the password you use to log into your SOE Station account.  Just in case someone DOES 
manage to come by your SOE Station account login name, using a different password is an added layer 
of security just in case the GuildPortal.com site gets hijacked and passwords are stolen.  Finally, you 
must check the box indicating your acceptance of the Terms and Conditions and select “Create My 
Account”. 
 

Searching for your guild and the BBFederation 
 
Once you have created your GuildPortal.com account and/or signed into your existing account, you then 
want to associate your account with your own guild (if it has been set up) and the BBFederation.  If you 
have just created your account and signed in, then you will see a “Welcome to GuildPortal!” information 
box with options to either “create your guild Web Site” or to “search for your guild”.  If you are 
responsible for your guild and would like to create your own site, you are of course welcome to do so.  
It’s free.  However, this guide only discusses searching out an existing guild site.  Alternatively, you can 
also initiate a search for a guild by using the Search action box on the top banner (underneath the New 
Account and New Guild Site action boxes).   A third way of searching is to type in the name of the guild 
you want to search in the Search Guilds box on the left hand side. 
 
If you used one of the first two methods of starting a search, you will be presented with a page that has a 
Guild Search box at the top, and a Browse by Game section below.  You can either type in the name of 
the guild in the top box, or you can select Everquest II in the Browse section, followed by the 
Butcherblock server.  However, this will bring up too many matches and it is uncertain if the guild you 
are looking for will be displayed or not.  For that reason, it is recommended that you just type the name 
of the guild in the Search Guilds box on one of the various forms above. 
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The BBFederation is set up like a guild as far as GuildPortal.com is concerned.  When you type 
BBFederation in the Search Guilds box and press Search, you will likely be presented with only one 
choice, since our name is rather unique.  If you are presented with multiple choices, you want the one 
that is within the Everquest II game and on the Butcherblock server.  Select the BBFederation hyperlink, 
and it will take you to the BBFederation home page.  Finally, at the very top of the page, you will see a 
 

→ Join BBFederation ← 
 
heading.  Select this and it will create a member record with “Public” access and also automatically 
notify the admins via an e-mail to give us a heads-up that a new member has been created.  While you 
are at “Public” access, you won’t be able to see everything on the site or edit much of anything.  Once 
an admin receives and responds to the e-mail, you will be promoted to “Member” access, which will 
open the site up to you for full membership access. 
 
If your guild also has a site on GuildPortal.com, you will want to repeat this step for both your own 
guild and for the BBFederation.  You only need one GuildPortal.com account to access BOTH sites 
(more information on that later). 
 

Using the Site and Getting Around 
 

The GuildPortal.com main page 
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Banner Bar 
 

 
 
At the very top of the page is the banner bar with three common options: 
 

1) New Account – create a new GuildPortal.com account.  You only need to do this once.  See the 
“Registering an Account” section under Getting Started above. 

2) New Guild Site – set up a Guild Site within GuildPortal.com.  If you are responsible for a guild, 
you can choose to create your own GuildPortal.com site from here. 

3) Search – Find the page for a guild within GuildPortal.com.  See the “Searching for your guild 
and the BBFederation” section under Getting Started above. 

 

Navigation 
 

 
 
This section tells you where you are within the site and allows you to navigate back “up the hierarchy” 
within the site.  It also tells you whom you are logged in as, and gives you a Logout functionality should 
you wish to logout and log back in as another account. 
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Left Column 
 

  
 
Quick Links – Common links within the GuildPortal.com site 
Search Guilds – Quick entry for searching out a guild’s site page 
Your Guilds – Navigation links to any guilds you’ve signed up with; also a link to your blog 
GP Recommends – Web sites that GuildPortal.com recommends 
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The Rest 
 

 
 
The rest of the GuildPortal.com main page is information from GuildPortal about their site. 
 

How to Use 
 
Once you have signed up for a GuildPortal.com account and have signed up for access to the 
BBFederation and/or your own guild, you might typically use this page if you don’t have a 
bookmark/favorite pointing directly to the guild page and just remember to type www.guildportal.com 
into your browser.  When you arrive at this page, you can then use the navigation links to your guilds to 
quickly get to the specific guild page you want to get to.  You might also go to this page to access the 
New Guild Site or Search buttons at the top if you want to set up a new guild page or search out an 
existing guild page to add to your collection.  Lastly, you might use the Quick Links at the top to get 
more information about GuildPortal.com itself, including accessing the admin developer forums (under 
the Contact Us menu) or FAQs (under the About GuildPortal menu). 
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The BBFederation main (Home) page 
 
When you navigate to the BBFederation page (either directly or by clicking on the BBFederation link 
from the GuildPortal.com main page or via a bookmark), you are directed to the BBFederation “Home” 
page.  This page contains a number of sections that are described below.  In short, these include the State 
Bar at the top, the Tab selection, and various information sections along the left, middle, and right 
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State Bar 
 

 
or 

 
 
This is located at the very top of the page when you are on one of the guild pages.  It contains the 
following elements: 
 

1) Whom you are logged in as 
2) The Join BBFederation item will be displayed if you have not yet joined the BBFederation site 

and been approved by an admin.  After membership approval, this will disappear from the State 
Bar. 

3) Characters & Settings – here you identify your characters and guild affiliations. 
4) Sponsor – information about a paid account 
5) Logout – if you want to log out, perhaps in preparation for logging back into a different account 
6) GuildPortal Home – takes you to http://www.guildportal.com. 
7) Mail indicator – this will show up if you have new mail waiting.  If you have no new mail 

messages, this item will not be present. 
8) My Blog 
 
There may be other items and indicators as well, but these are the most common ones.  Also, admins 
have a couple more choices, including the Control Panel and the Member Admin functions. 
 

Tab Selection 
 

 
 
This is the main navigation section that takes you to one of six pages of information for the 
BBFederation.  They are: 
 

1) Home – Has summary and overview information, including a Welcome message, News, Events 
Calendar, Information links, Game News, GuildPortal News, Alliances, Upcoming Events, 
Usage summary, and Who’s Online. 

2) Forums – The discussion forums and voting polls. 
3) Calendar – Events calendar and Needs list 
4) Roster – a listing of toons for BBFederation members that have defined and associated them with 

the BBFederation. 
5) Chat – An irc-style chat application 
6) Mail – GuildPortal.com site mail. 
 
Each of these will be described in further detail below. 
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The Right Pane 
 

 
 
The contents of the Right Pane are shared amongst and appear on each of the six pages within the 
BBFederation site.  They are: 
 

1) Alliances – This lists out all GuildPortal.com guilds for which an alliance has been proposed and 
accepted.  Alliances allow guilds to share calendar events and to permit signup for those events 
by members from those allied guilds.  In order to appear here, a guild must be a member of the 
BBFederation, must have a GuildPortal.com site set up, and must have proposed and/or accepted 
an alliance with the BBFederation.  Please note that this is not a complete list of member guilds, 
since not all guilds will have a GuildPortal.com site.  For a complete list of participating guilds, 
please see the item under the Information Links section and/or under the forums. 

2) Upcoming Events – This is a one line summary listing of upcoming calendar events.  The events 
are described in more detail on the Calendar. 

3) News – This is a summary listing of news items.  There is more detail of the news items in the 
News section on the Home page. 

 



  Page 13 of 27 

The Left Pane 
 

 
 
The contents of the Left Pane on the Home page are: 
 

1) Information – These are information links to commonly accessed information about the 
BBFederation, such as the Bylaws and list of participating guilds.  This list will likely grow or 
change over time so as to provide quick access to hot information. 

2) Game News – Links to articles that have been culled by GuildPortal.com relating to Everquest II. 
3) GuildPortal News – News about GuildPortal development, functional changes and bug fixes, and 

service disruptions. 
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The Middle Pane 
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The Middle Pane includes a Welcome message, News, Calendar of Events overview (you can click on 
an item on the overview calendar to bring up more detail about the event), a Usage Summary, and a 
listing of online members.  The Members Online section is repeated at the bottom of each of the six 
main pages, similar to the Right Pane information. 
 

 



  Page 16 of 27 

Using “Characters & Settings” to set up your characters 
 
This is accessed from the State Bar at the top of any of the BBFederation pages.  This function accesses 
four different pieces of information (Preferences, Memberships, Characters, and Ignore List), and 
navigates to the Character list by default.  Initially you will have no characters defined.  As you define 
them, they will show up in the list.  To add more, select the Add New Character button. 
 

 
 
When you select Add New Character, you indicate the character’s name, game, and server. 
 

 
 
When you add the character, you’ll be taken back to the character list, at which time you can select Edit 
and enter further information and details about that character. 
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An important item to enter is the Guild Association(s) of that character.  When you Edit the character, 
you are taken to the General Character Info page. 
 

 
 
Select Manage Guild Associations to associate this character with the BBFederation and/or your own 
guild.  As shown here, a single character can be associated with multiple guilds, and will show up on the 
roster listing of each. 
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It is also helpful to enter some game stats, such as level, gender, class, and race.  Select the Game Stats 
button and enter in any info you want.. 
 

 
 
 
I’ve also found it very helpful to enter your crafting information as a Game Skill.  Select the Game Skill 
button and enter the info. 
 

  
 
Once this information has been entered, it can be displayed nicely on the roster details as shown in the 
section below entitled “The Roster page”. 



  Page 19 of 27 

Preferences 
 
Under the Preferences window within Characters & Settings, you can edit items such as your e-mail 
address, what timezone you are in, signature, thumbnail image, and whether or not GuildPortal.com 
should send you e-mail.  You can also change your password here. 
 

  
 

Memberships 
 
The Memberships window within Characters & Settings lists out which guilds you are currently a 
member of and what your level of access is on that site.  You can remove your membership from that 
guild by clicking the   icon.
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The Forums page 
 
The forums page contains the discussion forums that replace the old forums on forums.bbfederation.org.  
This page contains sections for the actual forums, a search box to search the forums, a Voting Booth to 
respond with a vote to various polls that might be posted, a listing of the Voting Admins, the common 
listing of who’s online, and the common Right Pane. 
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The Calendar page 
 
This page displays the Events Calendar, a Needs List, the common Who’s Online information, and the 
common Right Pane.   
 

 
 

 

Reviewing the Calendar 
 
From the Event Calendar section of the page, you can use the Prev Month and Next Month headings at 
the top right and top left to navigate between months.  Events which have been defined and to which you 
have access are displayed on the calendar under the date on which they occur.  The starting time of the 
event is also shown in your personal time zone.  (The time zone is set under Characters & Settings, 
under the Preferences heading).  You can click on any of the events to view the detail of the event and/or 
to sign up for the event. 
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Signing up for an Event 
 
Once you have displayed the event details, look toward the bottom of the description for a heading 
called “Signups”.  This section will list who all is currently signed up, and you’ll have a [Manage your 
sign-ups] option.  Select that and you’ll be given a list of the characters you have previously defined.  
Select the character you would like to attend with and it will be signed up. 
 

Creating an Event 
 
If you have been granted Calendar admin access, you will have an Edit button in the bottom left corner 
of the Calendar.  Select a day on the calendar (either with or without an event defined) and select this 
button to bring up the calendar editor.  If you selected a date that has events defined, the will be listed so 
that you can edit them.  You can select the Edit option to edit the event, or select Add New Event to 
create a new one. 
 

 
 
If you would like to set up an event and do not have Calendar admin access, please let your Guild 
Liaison, a Council member, or me know so that we can get you the access you need. 
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Needs List 
 

 
 
In this section, under the calendar, you can define activities for which you need help and would like an 
event scheduled.  You can select Add Need to add a new one of your own. 
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The Roster page 
 
This section lists all characters that have been defined by BBFederation members. 
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You can click on a characters name to bring up more information about that character. 
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The Chat page 
 
This page lets you bring up an IRC-style chat application and open a chat session with other 
BBFederation members if they are also in the application.  I have had most success by selecting the “In a 
new window” option. 
 

 
 
brings up 
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The Mail page 
 
This page brings up an in-site mail application through which you can send and receive messages 
to/from other BBFederation and/or GuildPortal.com users. 
 

 
 
Select the New Message option to create a new message, or click on the subject of any existing 
messages to open them. 
 

 


