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Invitation to Tender 

BHBIA Website Project 

October 2017 

 

The British Healthcare Business Intelligence Association has decided to replace its existing website 

(https://www.bhbia.org.uk) and is seeking to find a suitable supplier that is able to deliver the project 

requirements in a timely, professional and economical manner. 

This document together with the supporting documentation is intended to give suppliers sufficient information so that they 

can state: 

• whether they are interested to supply, 

• overview of their proposed technical solution, 

• estimated time to build and implement, 

• whether any elements would be outsourced 

• development costs (showing split between website theme, main site functionality, Training microsite functionality 

and individual costs for each item of new functionality) 

• anticipated ongoing costs to cover hosting and maintenance 

• costs for BHBIA to own the website code, 

• Design ideas and examples 

• Include references / testimonials for similar website projects 

We require responses to be received no later than 4:00pm on 16th November 2017.  

 

Please email responses to admin@bhbia.org.uk  

1 Background / Overall Design Objectives for the Site 

The core aim of the BHBIA is to promote the excellence with integrity of Business Intelligence within the Healthcare 

Industry. Our members are drawn from pharmaceutical/ healthcare companies and the agencies/consultancies that 

supply business intelligence services to those companies. 

For more details of the specific aims of the organisation see https://www.bhbia.org.uk/aboutthebhbia/constitution.aspx for 

the Articles of Association (2 – Objects). 

Whilst this brief is strongly focussed on functionality, this reflects our need to make clear the complexity of our 

requirements, and should not imply a lack of prioritisation of the design elements. We are very conscious that the design 

and navigation is what will have most impact on our members and their current perceptions are that the site is outdated, 

with old fashioned language and design, and is difficult to navigate. Therefore it is a priority to address this.  

https://www.bhbia.org.uk/
mailto:admin@bhbia.org.uk
https://www.bhbia.org.uk/aboutthebhbia/constitution.aspx
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As the website is designed for a professional audience, it should be professional in look/feel whilst also communicating 

the volume of content available on the website and the benefits of membership in a tone that’s more personal/friendly 

than at present and that’s visually less crowded/text heavy. 

Therefore, design ideas and options – particularly for the home page - need to be a key part of the proposal. 

Who are our customers? 

The following is a list of the people we believe mainly use our website, in rough order of priority.  

1. Full members – pharmaceutical/healthcare companies, agencies and freelancers – these are our most important 

group and the site needs to be geared towards helping them find the information they need to engage with the 

BHBIA 

2. Certified non-members (See 1 – Membership categories for full explanation) – have limited access, but need to 

be able to see what else is available, as some are important targets for conversion to full membership 

3. Non-members from companies that are eligible to join (same types of companies as members) – these need to 

be easily able to find information about joining, and clear explanation of the different options 

4. Non-members who would not have reason to join the organisation but need to find information – these could 

include regulatory bodies and professional associations – these groups are most likely to be looking for guidelines 

information. There are also individuals within other departments (outside business intelligence) in member 

companies, who have not (yet) chosen to register as part of their company’s membership, so are effectively 

visiting the site as a non-member, again most likely to be looking for guidelines information 

5. Less important targets – but possible areas for future development are: 1. Healthcare professionals – there’s no 

specific content at present, but the idea of a web resource explaining about what market research involves and 

BHBIA members’ professional standards has been suggested in the past and is something we may want to 

consider 2. General public – 2 groups could be (i) patients considering taking part in market research and (ii) 

people interested in a career in healthcare BI. At present there is a limited amount of content available for group 

(ii). 

See also 16.15 Home Page Specific Content Management Requirements. 

2 Project Objectives 

The BHBIA Website Project objectives are to: 

1. Provide a reliable, secure and responsive replacement to the existing website 

http://www.bhbia.org.uk that will provide a stable foundation for future growth and provide an economical solution. 

2. Replicate the existing functionality with required amendments and add new functionality to enhance the website 

and increase the efficiency of the website administration. 

3. Provide a structured approach to allow and facilitate the specification and addition of new functionality in an 

efficient and effective manner during subsequent releases. 

4. Utilise optimal software and technology that will assist in the development of the BHBIA existing and anticipated 

website requirements — in terms of functionality, future proofing, risk management, cost, efficiency and 

effectiveness. 

3 Technology 

The use of effective content management, existing software libraries, pre-written code and advanced technologies is 

desirable in order to increase efficiency and reduce the risk. 

Further, it is also highly sought that the suppliers proposed software and technologies to build the website are technically 

acclaimed and likely to have a secure future in order to protect the BHBIA initial and longer term investment. 

The new functionality must facilitate the BHBIA’s ability to comply fully with the requirements of the General Data 

Protection Regulation (GDPR) as far as the management of members’ personal data is concerned. 

http://www.bhbia.org.uk/
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The website must be responsive – to optimise display on mobile devices. 

Proposals should also include information about SEO. 

4 Supporting Documentation 

The supporting documentation to this document consists largely of 'Screen shots' illustrating the features as currently 

anticipated to be seen by users of the website. This is intended to break the website specification up into manageable 

units and make it more tangible for discussion, review and amendment. The features the screens depict are also listed 

within the "Features by Users" document. 

Please note the Screen shots are intended to show functionality but not the 'look and feel'  of the new BHBIA 

website. In order to show the functionality the current design has been used  in order to portray how 

functionality may fit within a user’s web browser.  

The "Features by Users" document aims to describe how particular types of users will interact with the website. For 

example, a member will experience different features to those of a non-member. Further, a 'members only event' should 

only be available for booking by a member, members privileged information should only be available to members and so 

on. 

Supporting documentation provided in addition to this document consists of: 

1. Terminology 

2. Types of Users 

3. Access 

4. Features by Users 

5. Screen shots (appendix A-V) 

6. BHBIA Brand Guidelines (appendix W) 

5 More Information? 

If you require any further information please do not hesitate to contact the BHBIA Office by email at admin@bhbia.org.uk  

or phone 01727 896085. 

If you should wish to forward supporting literature by mail please send to: 

FAO: Tina Clayton 

BHBIA Website Project 

British Healthcare Business Intelligence Association 

Ground Floor, 4 Victoria Square 

St Albans 

Herts 

AL1 3TF. 

Tel: 01727 896085 

mailto:admin@bhbia.org.uk
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Terminology  

1 Membership Categories 

Corporate Member 

The membership category for either 'Industry' or 'Agency' Corporates charged at £482 + VAT per annum. A Corporate 

Member may have unlimited individual Members/users. 

Corporate Affiliate Member 

The membership category for either 'Industry' or 'Agency' Corporates that is affiliated to an existing Corporate Member 

and charged at £355 + VAT per annum. A Corporate Affiliate Member may have unlimited individual Members/users. 

Personal Member  

The Personal membership category charged at £137 + VAT per annum. A Personal Member is limited to an individual 

that supplies BI or consultancy service to healthcare companies. 

Corporate Certified Non-Member  

The membership category for either 'Industry' or 'Agency' company which are entitled to take the BHBIA competency 

tests plus limited privileges and is charged at £495 + VAT per annum. A Corporate Certified Non-Member may have 

unlimited individual users. 

Personal Certified Non-Member  

The Personal membership category for either 'Industry' or 'Agency' which is entitled to take the BHBIA competency tests 

plus limited privileges and is charged at £145 + VAT per annum. A Personal Certified Limited Member is limited to an 

individual. 

 

NOTE: Corporate, Corporate Affiliate and Personal Members are classed as Full Members and receive all 

membership benefits / website access. 

Corporate Certified and Personal Certified Non-Members are classed as Certified non-members and receive 

limited benefits / website access. 

2 Types of Users 

Anonymous User - is a user who has not registered and therefore cannot log in. Anonymous users can only access public 

pages on the website and therefore are not included when all users are referenced throughout this document.  

Registered User - is a user who has registered and as such provided required information.  They have very limited 

access. 

Full Member User - is a registered user who has provided additional member information and been assigned to a Member 

Organisation. (includes Personal members but they are not assigned an organisation) These have full membership 

access on the site. 

Full Member Administrator User  - is a Full member user who has also been assigned the role of administrator. Note, 

there should only be one person per organisation with this role and all Personal Members are assigned this role. 

Full Member Main Contact User - is a Full member user who has also been assigned the role of Main contact. Note, there 

should only be one person per organisation with this role.  

Certified Non-Member User - is a Non-Member User who has limited member access on the site. (includes Personal 

certified non-members but they are not assigned an organisation) 

Certified Non-Member Main Contact User - is a Corporate Certified Non-Member user who has also been assigned the 

role of Main contact. Note, there should only be one person per organisation with this role.  

Certified Non-Member Administrator User - is a Corporate Certified Non-Member User who has also been assigned the 

role of administrator. Note, there should only be one person per organisation with this role. 
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BHBIA Administrator User - is a registered user who has been given privileges to maintain the website and user 

information on behalf of the BHBIA. 

Lapsed Users – Users who previously were any of the above types of users, but whose membership has lapsed due to 

non-renewal, removal by Administrator / Main Contact users or BHBIA Administrator users 

3 Access 

Below is a summary of additional content/actions that can be accessed when logged in (& cannot be done without logging 

in) Many of these actions can be accessed via the ‘My Member Account’ right hand menu that appears when logged in. 

But generally the actions can also be reached via other web pages (e.g. BOBI entry forms via the BOBI pages) - a login 

prompt appears when attempting to access a restricted page). 

Registered Users can: 

- View the online training slides (but not take tests) 

- Book for training courses (at full/non-members price) 

- Enter the BOBI panel-judged awards (for a fee) 

- Submit a conference paper synopsis 

- Submit a job advert (for a fee) 

 

Note: a significant number of registered users may be people who actually belong to a member company, but who 

haven’t needed to get full access or haven’t realised that they could. 

Certified non-members (Corporate or Personal) Users can: 

- All the above registered users access PLUS: 

- Take the online tests and obtain certification 

- Make changes to the company’s details and update who’s listed (designated ‘Main Contact’ and ‘Administrator’ 

only) 

 

Full members (Corporate, Affiliate and Personal) Users can: 

- Take the online tests and obtain certification 

- Make changes to the company’s details – including what’s displayed in the Member Directory and update who’s 

listed (designated ‘Main Contact’ and ‘Administrator’ only) 

- Book for training courses at discounted prices 

- Book for member only events – e.g. Conference 

- Book for webinars 

- Enter all BOBI awards categories free of charge 

- Submit a conference paper synopsis 

- Submit a job advert free of charge 

- Submit content for the Journal/Yearbook and access these publications online 

- Submit online news items 

- Submit ad hoc guidelines queries to the ethics advisor 

- View member only resources – e.g. the Useful Industry Facts and Data / Webinar recordings 

- View the full member directory (Note: when not logged in only the short (company names) version is viewable. 

When logged in, full members are automatically diverted to the full version (with contact details) when they click 

on the Members Directory tab in the main menu as well as the right hand member menu) 

 

Full details about accessible features can be found in the next section
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Project Scope and Specification- Features  

1 User Management 

1.1 User Registration 

Anonymous User – two options 

Option A) Anonymous user can register free of charge to become a registered user 

(https://www.bhbia.org.uk/howtojoin/registereduserregistration.aspx). 

User will receive an automated email confirming they have joined as a registered user (text for this is editable by 

the BHBIA Administrator User. 

Option B) Anonymous user can join a company’s existing membership – Corporate, Affiliate or Corporate 

Certified Non-Membership to allow them to access all aspects available for that membership category 

(https://www.bhbia.org.uk/howtojoin/individualuser.aspx) 

Anonymous users will need to enter a unique email address which cannot already have been used. 

Any Full Member User or Corporate Certified non-member user can complete option B above on someone else’s 

behalf, as long as they are logged out and all details, especially email address must be for the person they are 

wishing to join an existing membership and automated emails will be sent to the person joining not the person 

completing the form.  

BHBIA Administrator User 

Automated emails are received when either option A or B above is completed and then the following action is 

required: 

Option A) No action is required for registered users 

Option B) BHBIA administrator must open the anonymous user’s registration and select the company for them to 

be connected to in the database and approve the registration or decline if the company is not a current member. 

On approval/decline an automated email is sent to the anonymous user.  Please note text for any automated 

email is editable by the BHBIA Administrator User. 

1.2 Login 

All users will be able to login with email address and password (https://www.bhbia.org.uk/login.aspx). 

1.3 Request New Password 

All users will be able to request a new password from the login page. An automated email will be sent to the user, 

which will include a link back to the website where they can reset their own password.  

1.4 Change Password 

All users will be able to change their password, once logged in through the ‘Your member account’ menu. Users 

will need to complete old password and then enter a new password, along with answering a security question, 

completed at registration.  

2 Membership Applications 

A particular challenge is how to communicate the membership options in a clear and concise way, given their 

complexity. As well as the different types of membership there is added potential for confusion because membership 

(apart from personal members) is at company level, and individuals need to understand that ‘joining’ may simply 

mean registering as part of their company’s existing membership as opposed to completing a membership 

application. There is also the potential for confusion around the ‘certified non-members’ categories, given that they 

are non-members yet we refer to them as a type of ‘member’ which involves ‘joining’ the BHBIA. 

We welcome suggestions to provide more clarity. For example perhaps a flow chart: “which options are available to 

me?” where user inputs whether they are pharma or agency, single-handed or part of a company, and options are 

then filtered. 

https://www.bhbia.org.uk/howtojoin/registereduserregistration.aspx
https://www.bhbia.org.uk/howtojoin/individualuser.aspx
https://www.bhbia.org.uk/login.aspx
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2.1 Corporate Membership Application 

Anonymous User or Registered Users can apply for their organisation to become a Corporate Member. The 

Corporate Membership Application online form (https://www.bhbia.org.uk/howtojoin/corporateregistration.aspx - 

see all 6 tabs) must be completed and they either make a payment / request an invoice. Note: Agency applicants 

must provide details of two references and upload the references provided in any file format. 

The user will receive an automated Corporate Membership Application email. As a Registered User who has 

submitted a Corporate Membership Application it will be recorded against their account noting Pending Approval. 

 

BHBIA Administrator 

When a Corporate Membership Application is made the BHBIA Administrator will receive a notification email. The 

email will include all application details and for agencies a link to the two references. The BHBIA administrator 

can then approve/decline the application. If approved the company must be ticked as paid to make the company / 

user records live in the database / on the website. 

2.2 Corporate Affiliate Membership Application 

Anonymous User or Registered Users can apply for their organisation to become a Corporate Affiliate Member. 

The Corporate Affiliate Membership Application online form 

(https://www.bhbia.org.uk/howtojoin/affiliateregistration.aspx - see all 6 tabs) must be completed and either make 

a payment / request an invoice. Note: Agency applicants must provide details of the associated current corporate 

member and upload a reference in any file format. 

The user will receive an automated Corporate Affiliate Membership Application email. As a Registered User who 

has submitted a Corporate Affiliate Membership Application it will be recorded against their account noting 

Pending Approval. 

BHBIA Administrator 

When a Corporate Affiliate Membership Application is made the BHBIA Administrator will receive a notification 

email. The email will include all application details and for agencies a link to one reference from the associated 

Corporate Member. The BHBIA administrator can then approve/decline the application. If approved the company 

must be ticked as paid to make the company / user records live in the database / on the website. 

2.3 Personal Membership Application  

Anonymous User or Registered Users can apply to become a Personal Member. The Personal Membership 

Application online form (https://www.bhbia.org.uk/howtojoin/personalregistration.aspx - see all 3 tabs) must be 

completed and the either make a payment / request an invoice. Note: Applicants must provide details of two 

references and upload the references provided in any file format. 

The user will receive an automated Personal Membership Application email. As a Registered User who has 

submitted a Personal Membership Application it will be recorded against their account noting Pending Approval. 

BHBIA Administrator 

When a Personal Membership Application is made the BHBIA Administrator will receive a notification email. The 

email will include all application details and links to two references. The BHBIA administrator can then 

approve/decline the application. If approved their record must be ticked as paid and approved to make the record 

live in the database / on the website. 

2.4 Corporate Certified Non-Member Application  

Anonymous User or Registered Users can apply for their organisation to become a Corporate Certified Non-

Member. The Corporate Certified Non-Member Online Application form 

(https://www.bhbia.org.uk/howtojoin/corporatenonmemberregistration.aspx - see all 5 tabs) must be completed 

and the either make a payment / request an invoice.  

The user will receive an automated Corporate Certified Non-Member Application email. As a Registered User 

who has submitted a Corporate Certified Non- Member Application it will be recorded against their account noting 

Pending Approval. 

https://www.bhbia.org.uk/howtojoin/corporateregistration.aspx
https://www.bhbia.org.uk/howtojoin/affiliateregistration.aspx
https://www.bhbia.org.uk/howtojoin/personalregistration.aspx
https://www.bhbia.org.uk/howtojoin/corporatenonmemberregistration.aspx
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BHBIA Administrator 

When a Corporate Certified Non-Member Application is made the BHBIA Administrator will receive a notification 

email. If payment has been made, no further action is required on the website. If payment is received separately 

to the application, the BHBIA administrator will need to tick the company record as paid for to make the company 

/ user records live in the database / on the website.  

2.5 Personal Certified Non-Member Application  

Anonymous User or Registered Users can apply to become a Personal Certified Non-Member. The Personal 

Certified Non-Member Online Application form 

(https://www.bhbia.org.uk/howtojoin/personalnonmemberregistration.aspx - see 2 tabs) must be completed and 

the either make a payment / request an invoice.  

The user will receive an automated Personal Certified Non-Member Application email. As a Registered User who 

has submitted a Personal Certified Non- Member Application it will be recorded against their account noting 

Pending Approval. 

BHBIA Administrator 

When a Personal Certified Non-Member Application is made the BHBIA Administrator will receive a notification 

email. If payment has been made, no further action is required on the website. If payment is received separately 

to the application, the BHBIA administrator will need to tick the user record as paid to make their record live in the 

database / on the website.  

2.6  Upgrading / Moving Contacts 

In the database, BHBIA Administrators users can upgrade Registered Users to attach them to a member 

organisation, by selecting the company they are employed by. BHBIA administrators can also move users from 

one member organisation to another. 

Each individual has a unique identifier, meaning that they can move between organisations and retain their 

BHBIA history 

2.7 Lapsing Members/Users 

In the database, BHBIA Administrators users can lapse any Full Member users / Certified Non-members/ 

Registered users. BHBIA Administrators can also lapse Full Members / Certified Non-member organisations, 

which in turn automatically lapses all users associated with that organisation.  

2.8 Amending Main Contacts / Administrators 

In the database, BHBIA Administrator users can allocate the role of main contacts / administrators as required by 

the member. This cannot be done by any other user.  

3 Membership Renewals 

On the 1st September, all Member organisations / user records are set automatically to unpaid. Members can take 

the online tests anytime from 1st September onwards but they will only be dated to end of October that year, until 

their member organisation is ticked as paid, automatically making all users paid, which in turn automatically updates 

all certificates (taken on or after 1st September that year) to 31st October the following year. (see online training 

section.) In the database BHBIA Administrators can set organisations to paid when required and manage fees for all 

membership categories. The system automatically calculates pro rata rates for new applications. On the 25th 

October, the system will automatically email all live Full Member / Certified Non-Member users to remind them about 

certification test renewals. On the 1st November, the system will automatically email all live Full Member / Certified 

Non-Member users about their certification tests expiring. Text for these emails can be amended by BHBIA 

Administrator. (Currently these emails are being batched and sent manually by our website developers because of 

concern about the large volume of emails required, but ideally a new system would be able to automate this).  

https://www.bhbia.org.uk/howtojoin/personalnonmemberregistration.aspx
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4 Member Management (currently ‘Your Member Account’)(Appendix A) 

4.1 My Account 

4.1.1 Personal Profile (appendix B) 

All users can view / edit their own personal details eg. name, job title, address, telephone, email address, 

mailing preferences and mailing areas of interest.  

In additional Full members can also select to display their details in the members area of the website, 

display certification in members area (different coloured stars denote certification in different tests) (Note: 

we no longer require the option to display certification on event delegate list, therefore is not required in 

future event reports)  

4.1.2 List of Company Contacts 

Any Full Member or Corporate Certified Non-Member Administrator or Main Contact users can view a list 

of all members belonging to their organisation. They can edit / delete any user within this list. Deleted 

users are changed to lapsed in the database. 

BHBIA Administrators can view a list of all members belonging to any organisation and amend / delete 

records. 

4.1.3 Test Results 

Full Members and Certified Non-Members users can view all online training tests past and present that 

they have passed, showing expiry date and function to download certificates for each. 

4.1.4 Your Jobs / Your Events / BOBI Awards 

All users can view what jobs they have submitted, their event / course / webinar bookings and BOBI 

entries under separate tabs within My Account. 

4.1.5 Yours News Articles / Your Journal Submissions / Guidelines Queries 

All Full members can also view details of any news, journal and guideline query submissions made 

through the website including responses to guidelines queries. 

5 Payments 

5.1 Request a Quote 

Any user may request a PDF quote for any BHBIA service/activity. This will assist organisations where they 

require a quote prior to be able to raise a purchase order. An automated email about the BHBIA service being 

purchased will include these details for the BHBIA Administrator to send a quote. 

5.2 Online Payment (Credit Card) 

Any user may make a credit card payment for any BHBIA service/activity. 

https://www.bhbia.org.uk/makeapayment.aspx  If logged in, the user’s details will be pulled through to this page, 

with only invoice number, description and amount (excluding VAT) requiring completion. If not logged in all fields 

can be manually completed. Make a payment button at the bottom, goes through to sage pay where credit card 

payment is taken, based on information completed in the form. 

BHBIA Administrator will receive an automated payment email from the website and from sage pay confirming the 

details / payment made. If the payment is for membership, the record will need to be ticked as paid in the 

database (see application section) 

5.3 Payment by Invoice 

Any user may request a PDF invoice for any BHBIA service/activity. An automated email about the BHBIA service 

being purchased will include these details for the BHBIA Administrator to send an invoice. 

https://www.bhbia.org.uk/makeapayment.aspx
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6 Members Contacts Directory (appendix C) 

Full Member Users may access the Members Contacts Directory, which may be filtered by various criteria - including 

'Pharma Companies', 'Agencies and Consultancies', 'Affiliate Members - Pharma Companies', 'Affiliate Members - 

Agencies and Consultancies' and 'Personal Members' and by 'areas of expertise'. The Members Contact Directory 

includes (if select to be shown) all Company contact information, including company logo and full member users, 

who have selected for their details to be shown ie. name, job title and email address. 

Full Members’ Administrator and Main Contact users can administer their company’s entry within the Members 

Contacts Directory. 

7 List of Member Companies 

Anonymous Users may access the List of Member Companies. This is a limited list where member organisations 

have elected to be visible to anonymous users, showing only their company name / website address. 

https://www.bhbia.org.uk/membersdirectory.aspx  

Full Member Administrators or Main Contact Users may elect whether their organisation’s details should be visible to 

anonymous users via the List of Member Companies. 

8 Online Training 

8.1 Online Training Slides (appendix D) 

Anonymous Users can view summary details of the available training courses (https://training.bhbia.org.uk/) and 

depending on access rights set up (see BHBIA Administrator below) can also view public training modules by 

viewing slides and progress through them by clicking ‘Next’ and ‘Back’ 

Full Member Users & Certified Non-Member Users can view the summary details of the available training 

courses, view public training modules but must be directed to be logged in, before viewing slides of limited access 

modules. These users can progress through the slides by clicking ‘Next’ and ‘Back’ and if they end studying the 

training module part way through and then go to the course again it will start them off from the place where they 

left off. Slides include hyperlinks to pop up images of extracts from the relevant guidelines. Anyone who has 

already viewed a given set of slides once, will see a button during slide view to ‘start test’ (see F4) depending on 

whether they have accessibility to the tests, according to their membership type. 

BHBIA Administrator can add new training courses to the website (slides), add/delete/change slides within a 

current course and be able to set accessibility options ie. public, Registered Users, Full Members & Certified Non-

Members.  

8.2 Online Training Competency Tests (appendix E, F, G) 

Anonymous Users will be directed to the membership options if they wish to take the online test and receive a 

certificate of competency 

Full Members & Certified non-members are able to take any online training tests, but must be logged in. These 

users will receive an automated email with link to online certificate, which can be downloaded, if they pass the 

test with a score of 100%. Current and past certificates are held within their account. After answering each 

question the next page will confirm whether the answer is correct / incorrect providing reasons / information. If 

incorrect the user has the option to take the test again (there are no limits on how many times the test is taken) or 

continue the test. All users must go through the slides prior to taking the test, on their first visit to the training, but 

on subsequent visits have the option to view the slides / jump to taking the test. Functionality will be available to 

allow an override of the system so that everyone has to view the slides before accessing the test, even if they 

have previously seen them, in case of significant updates being made to the content. 

Test questions are presented to users in a random order 

BHBIA Administrator can set up new competency tests at any time, which are accessed by Full members and 

certified non-members. Tests can include multiple and single answer questions. Ideally, it should be possible to 

create tests with more than the required questions to pass the test and questions are selected at random from the 

bank of options. (Currently a fixed selection is chosen from the question bank, for each test). 

https://www.bhbia.org.uk/membersdirectory.aspx
https://training.bhbia.org.uk/
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BHBIA administrators can also add additional questions to a current test, creating the details for the correct / 

incorrect answer. 

9 Training Courses & Webinars 

9.1 Overview 

Training Courses are available for anyone to book with members / non-member rates but only Full members can 

attend webinars.  

9.2 Viewing of Training Courses & Webinars 

Anonymous, registered users, full members and certified non-members can easily view up and coming training 

courses and webinars. Users can search by year, month and category eg. Foundation, one-day workshop, Ethics 

& Guidelines and webinars (https://www.bhbia.org.uk/trainingcourses/trainingcourses.aspx) These users can also 

view past training course & webinars, searchable as above. 

BHBIA Administrators can add new training courses & webinars. Training Courses and webinars are classed as 

events in the administration site and BHBIA administrators can select various options to be bookable online, pay 

online, category of event and different ticket types, limiting attendees by agency / pharma / registered users. As 

an automated process training courses / webinars that have a date which has expired will automatically be 

located under past training courses / webinars. The training page should show the year, as well as the date of 

each course/webinar. (appendix K) 

An archive function is available so that past training courses / events (section 10.1) can be moved into the archive 

folders to make the CMS menu more manageable. Currently this creates a new url for the event, with an archive 

prefix, which requires extra administration to update links to child pages of archived events, or change links from 

other pages/documents. It would be desirable if courses could be archived but keep the same url. (This also 

applies to Events) 

9.3 Booking of Training Courses & Webinars (appendix H) 

Anonymous users can register to book for any training Course at a non-member rate. 

Registered users and certified non-members can log in to book for any training course at a non-member rate by 

completing the event registration form and making a payment. They can also register additional users and make 

up to 10 bookings for a course at any one time. Once booked, an automated email will be received confirming the 

booking. The booking will also be shown in ‘Your member account’ for each person booked. 

Full member users can log in and book any training course at preferential member’s rates and book to attend 

webinars (free of charge). As a Full member they can book themselves and/or colleagues to attend a training 

course/webinar by selecting pre-registered members at their company from a drop down list or registering 

additional users. Full members have the option to request an invoice, quote or pay online. If requesting an invoice 

a purchase order number must be provided. Once booked, an automated email will be received confirming the 

booking. The booking will also be shown in ‘Your member account’ for each person booked. 

If a training course / webinar has reached maximum numbers, bookings are placed on a waiting list and 

automated email is sent to the user to confirm this. 

BHBIA Administrator User receives an automated email when any user books for a training course or webinar. 

BHBIA administrators can view online a report (appendix I) showing all users booked for a specific classroom / 

webinar training or extract the report as an excel spreadsheet (appendix J). BHBIA Administrators can also move 

bookings from the waiting list onto the actual bookings report and user will receive an automated email to confirm 

this. 

https://www.bhbia.org.uk/trainingcourses/trainingcourses.aspx
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10 Events 

10.1 Viewing of Events 

Anonymous, registered users, full members and certified non-members can easily view up and coming events. 

Users can search by year, months, categories eg. Conference, social events, members exchange forum, 

Summer Evening Events, Winter Seminar. https://www.bhbia.org.uk/events/eventscalendar.aspx These users 

can also view past events, searchable as above.  

BHBIA Administrator can easily add events via an easy to use and flexible template (template also used for 

Training Courses / webinars). Events can be set up to specify attendees allowed ie. members only, registered 

users and numbers of agency / pharma attendees allowed. The event is also set up by type of event from a 

selection box and can either have a single date or start / end dates.  As an automated process events that have 

an event date which has expired will automatically be located under past events. Each event can have unlimited 

ticket types / prices and show members / non-members rates. The event page should show the year, as well as 

the date of each event. (appendix K) 

10.2 Event Registration 

Anonymous users can register to book for specific events open to non-members. Registered users and certified 

non-members can also book for non-member events by completing the online form and making payment. 

Full members can log in and book events at a preferential member rate. As a Full member they can book 

themselves and/or colleagues to attend an event by selecting pre-registered members at their company from a 

drop down list or registering additional users. Full members have the option to request an invoice, quote or pay 

online. If requesting an invoice a purchase order number must be provided. An automated event registration 

email is sent to the person making the booking to confirm a booking has been made and to colleagues included 

on the booking. The booking will also be shown in ‘Your member account. 

If an event has reached maximum numbers, bookings are placed on a waiting list and automated email is sent to 

the user to confirm this. 

BHBIA Administrator User receives an automated email when any user books for an event. BHBIA administrators 

can view online a report showing all users booked for a specific event or extract the report as an excel 

spreadsheet. BHBIA Administrators can also move bookings from the waiting list onto the actual bookings report 

and user will receive an automated email to confirm this. 

For consideration: it may not be necessary to have separate Events and Training/Webinars sections 

going forward. Sometimes there is an arbitrary distinction between what is an Event and what is a Course 

and it may be simpler to combine into one Events section. This would also mean that members just have 

one calendar to view. All the booking functionality is the same for Events and Training/Webinars already.  

11 Jobs 

11.1 Viewing Jobs 

All users can easily view current job opportunities - https://www.bhbia.org.uk/recruitment/currentvacancies.aspx  

11.2  Advertising / Posting of Jobs 

Registered & Certified non-member users can post jobs online, using the online form, for an appropriate charge 

and make payment.  Any posted jobs will be recorded in ‘Your member account’ 

Full Members can post jobs online free of charge by completing the relevant form (appendix L) and will receive an 

automated email confirming if the job submission has been approved / declined. 

BHBIA Administrator will receive a notification email when a job is posted online, which will require approval prior 

to going live on the website. If the BHBIA administrator declines a job advert, a message box for explanation 

appears for the BHBIA administrator to complete and this text is added to the decline email sent to the Full 

https://www.bhbia.org.uk/events/eventscalendar.aspx
https://www.bhbia.org.uk/recruitment/currentvacancies.aspx
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Member user. BHBIA Administrators have access to edit any job advert content and will be able to view a report 

showing job postings. 

12 Online Members News 

12.1 Viewing News 

There are two types of news – BHBIA & Members news and Pharma Times News. All users will be able to easily 

view a summary of all news items under both categories and view full details by clicking on the news item to read 

more. https://www.bhbia.org.uk/latestnews/news.aspx & https://www.bhbia.org.uk/latestnews/pharmatimes.aspx   

All users will be able to access the news archive https://www.bhbia.org.uk/latestnews/newsarchive.aspx, which is 

searchable by year. 

12.2 Adding News 

Full members can add a Members News item free of charge, by completing the online form under ‘Your member 

account’ (appendix M) and any posted news items will show in their profile. An automated email will be received 

to confirm if the news item has been approved / declined. 

BHBIA Administrator will receive a notification email when a news item is posted online, which will require 

approval prior to going live on the website. If the BHBIA administrator declines a news item, a message box for 

explanation, appears for the BHBIA administrator to complete and this text is added to the decline email. BHBIA 

administrator can edit any news item received, add additional news items themselves and will be able to view a 

report showing news postings. 

13 BOBI Awards Sponsorship Application 

Full members can indicate their interest in sponsoring a BOBI awards by completing an online application form and will 

receive an automated email confirmation. This will be recorded in ‘ Your member account’ 

BHBIA administrator will receive a notification email when a full members submits their interest to sponsor a BOBI award. 

The administrator can amend the online form fields / award categories to reflect those on offer. The BHBIA administrator 

will also be able to view a report showing all members that have submitted their interest. 

This functionality is not currently available but would be useful to add. See further comments alongside the other BOBI 

awards forms - 15.6/7/8 

14 Conference Call for Content Submission 

Full member users can complete an online form to submit a conference call for content submission (appendix N) and this 

will be recorded in ‘ Your member account’. An automated email will be received to confirm the submission has been 

received. 

BHBIA Administrator user will receive an automated email when a full member user completes a conference call for 

content submission and will be able to view online and extract into excel a report showing all submissions. 

15 Variety of Web-Forms 

The release of the initial website, using the ‘Web-form Builder’ system (see section 21.8), will include the following forms 

already implemented and up-and-running. The BHBIA administrator will be able to amend the fields in these forms and 

remove any forms from any menus (either permanently or temporarily) as required: 

15.1 Journal/Yearbook Request Form 

Full member users can complete an online form to request one or more hard copies of the BHBIA Journal / 

Yearbook (appendix O). If a member requests a copy it will be recorded against ‘Your member account’ and they 

will receive an automated email. 

BHBIA administrator will receive an automated email when a member requests copies of the journal / yearbook. 

https://www.bhbia.org.uk/latestnews/news.aspx
https://www.bhbia.org.uk/latestnews/pharmatimes.aspx
https://www.bhbia.org.uk/latestnews/newsarchive.aspx
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15.2 Journal/Yearbook Members News Contribution  

Full Member users can submit a news item, including images, for possible inclusion within the journal / yearbook 

(appendix P). If a member submits a news item it will be recorded against ‘Your Member Account and they will 

receive an automated confirmation email. 

BHBIA Administrator will be notified by email when a members news contribution is submitted and can view all 

submissions online / extract a report in excel showing all members news contributions / content / submission 

dates. 

15.3 Journal / Yearbook Features Contribution  

Full Member users can submit an industry related article, including up to 5 images for possible inclusion within the 

journal / yearbook (appendix Q). If a member submits an article it will be recorded against ‘Your Member Account 

and they will receive an automated confirmation email. 

BHBIA Administrator will be notified by email when an article is submitted and can view all features online / 

extract a report in excel showing all features / downloadable article / authors details / images / submission dates. 

15.4  Journal / Yearbook Advertising or Classified Listing  

Full members can book a journal / yearbook classified listing / advertising space for inclusion within the BHBIA 

journal / yearbook (appendix R).https://www.bhbia.org.uk/members/advertisingapplication.aspx Full members 

have the option to request an invoice, quote or be directed to paying online. If a member book a classified listing / 

advertising space it will be recorded against ‘Your Member Account and they will receive an automated 

confirmation email. 

BHBIA Administrator will be notified by email when a classified listing / advertising space has been booked and 

can view all bookings online / extract a booking report in excel. 

15.5 Guidelines Query 

Full members can log in and submit a guidelines query through the Guidelines Query form. The form also allows 

them to upload associated files (appendix S). If a member submits a guidelines query it and the response will be 

recorded against ‘Your Member Account and they will receive an automated confirmation email. 

BHBIA Administrator will receive an automated email when a guidelines query has been submitted and they can 

type a response to the query through the website, by clicking respond and the response will be automatically 

emailed to the member and held in ‘Your member account’. The system will add automated disclaimers / sign off 

to the email, which can also be amended by the BHBIA administrator. BHBIA Administrators can view a full list of 

queries submitted and easily see if they have been replied to / showing date & time of reply. 

15.6 BOBI Award Entry – Panel Judged Awards 

Full members can log in and complete an entry form to enter the Panel Judged Awards (appendix T). The form 

must have options to upload entries, select award category and complete entry details. 

BHBIA Administrator will receive an automated email when a member submits an entry and can view / export to 

excel all entries submitted and the user also receives a confirmation form which can be content managed 

15.7 BOBI Award Entry – Best Newcomer 

Full members can log in and complete an entry form to enter the Best Newcomer Award (appendix U). The form 

must have options to upload entries, select award category and complete entry details. 

BHBIA Administrator will receive an automated email when a member submits an entry and can view / export to 

excel all entries submitted and the user also receives a confirmation form which can be content managed 

15.8 BOBI Award Company of the Year Awards Entry Form 

Full members can log in and complete an entry form to enter the Company of the Year Awards (appendix V). The 

form must have options to upload entries, select award category and complete entry details. 

https://www.bhbia.org.uk/members/advertisingapplication.aspx
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BHBIA Administrator will receive an automated email when a member submits an entry and can view / export to 

excel all entries submitted and the user also receives a confirmation form which can be content managed 

15.9 New BOBI Forms 

The above forms are examples of those currently required, but the exact mix of awards changes each year and 

the preferred solution would be a flexible form builder (see section 21.8) that could be used to create new entry 

forms as required. (And with the ability to also create the associated email confirmations (site user and BHBIA 

administrator) and reports) The form would need to include the following options which could be included – or not 

– as required: 

• Category choice (option to add a drop-down menu to select category from options for that award type) 

• Main contact/entrant details 

• Other entrants’ details 

• Other text fields – e.g. for supporting information 

• Declaration/consent tick boxes 

• Upload fields 

15.10 Newsletter Sign-Up for Non-Members 

This simple form is for non-members to complete first name, surname, company name and email address to keep 

up to date with the latest news, events and information about BHBIA. Anyone completing the form will be added 

to the email system to receive BHBIA updates.  Additional options should be flagged when they click on the 

button – e.g. ‘why not join as a registered user to get access to online training resources and allow you to book 

for events/submit forms?’ or ‘Is your organisation already a member? If so click here to join your company’s 

existing membership and get access to additional website content and member benefits’. 

16 Content Management 

Overall BHBIA Administrators must have flexibility to manage the site content. All text should be editable by BHBIA 

administrators, including user instructions.   

16.1 Add Content Pages 

BHBIA Administrator users can add content pages on the website by selecting the appropriate content type and 

benefit from the optional use of a WYSIWYG editor. 

16.2 Edit Content Pages 

BHBIA Administrator can edit all content pages on the website and benefit from the optional use of a WYSIWYG 

editor. 

16.3 Clone Content Pages 

BHBIA Administrator can clone an existing content page and use it for the base of a new content page. 

16.4  Delete Content Pages 

BHBIA Administrator can delete content pages on the website. 

16.5 Content Types 

BHBIA Administrators will have a variety of content types available to assist with adding various types of page 

content. These will include: 

• Standard Page / Generic 

• Committee Members (example - https://www.bhbia.org.uk/aboutthebhbia/board.aspx)  

https://www.bhbia.org.uk/aboutthebhbia/board.aspx
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• Event (used for events / training courses / webinars – example 

https://www.bhbia.org.uk/trainingcourses/trainingcourses/introtopharma2017.aspx)  

• Job (example - 

https://www.bhbia.org.uk/recruitment/currentvacancies/researchdirectoroncologypermanent.aspx 

• Organisation 

• Profile 

• FAQ – title page and child pages with individual FAQs 

16.6 Display of multi-content entries on a single web page (Views)  

BHBIA Administrators can administer multi-content entries on a single web page. For example, Jobs and News 

items may be easily entered via templates which will consist of various fields. An example of multi-content entries 

on a single web page is that of a news listing. It may show news title, news date and news teaser from multiple 

content entries on a single page linking to individual news pages with full stories. 

16.7 Menu System 

The BHBIA Administrator can amend the location of pages within the website through an easy-to-use menu 

system. Pages can be added, removed or hidden in the main menu and also under ‘Your Member Account’. 

Navigation needs to be clear, easy to read and clearly labelled to improve visitor experience. 

16.8 Roles, Permissions and Functionality 

BHBIA Administrator will have the ability to work with roles, permissions and functionality. Roles are used to hold 

assignment of functionality which can then be allocated to users. Users may be allocated multiple Roles. For 

example, the role of 'Anonymous User' will have certain functionality or privileges and is the default for all users. 

The role of registered user is automatically assigned to a registered user and gives additional privileges. BHBIA 

Administrator will also have the ability to tag pages to restrict access to attendees of a specific event eg. 

Conference 2017 delegates – attendees will be tagged so they are the only members with access to conference 

2017 content /pages 

16.9 Work-flow 

BHBIA Administrator User - The system is to provide the facility of work-flow for a certain number of pre specified 

tasks – such as the approval of members. The system should allow for additional work flow to be set-up. 

16.10 Version Control for Content 

BHBIA Administrator User - The system should have the facility to provide version control of authored content. 

16.11 Captcha 

When completing a form, anonymous users will be required to complete a captcha challenge and thereby reduce 

the spam received by BHBIA. 

16.12 Search website  

All users may search the website by entering keywords within a search box located on all pages of the website. 

BHBIA Administrator may access a report that shows the terms that have been used by users of the website. 

16.13 Blocks in left and right hand columns 

Anonymous & Registered users can view blocks of content in the columns which have been assigned by the 

BHBIA Administrator for access by 'Anonymous users' / ‘ Registered Users’. 

Full members can view blocks of content in the columns which have been assigned by the BHBIA Administrator 

for access by 'Full Member Users'. 

BHBIA administrator can easily add blocks that will be displayed in various regions of the website. They can also 

access permission levels so that they are only accessible to users of appropriate role and easily configure blocks 

to appear of specific pages only. 

https://www.bhbia.org.uk/trainingcourses/trainingcourses/introtopharma2017.aspx
https://www.bhbia.org.uk/recruitment/currentvacancies/researchdirectoroncologypermanent.aspx
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16.14  RSS Feeds 

The website will provide the ability to set-up RSS feeds. Such as RSS News feeds – see PharmaTimes News 

section  

16.15 Home Page Specific Content Management Requirements 

The key requirements are for: 

• a fresh, modern feel both visually and in terms of the language used (more friendly) 

• simpler menu structure/improved navigation to all key areas of the site 

• clearly at first glance show what the BHBIA is/does 

 

The following items are key for website users to be able to find easily at all times and therefore warrant dedicated 

space on the home page at all times, in addition to being in the menu, with editable text to feature latest 

news/updates: 

• Online training and certification 

• Guidelines  

• Training and Events – potentially with dynamic rotating advert blocks so that several events can be 

featured 

• How to join / register / log in 

 

It would also be good to have fully flexible editable ‘news block’ options that could be used for different topics as 

the need arises – e.g. BOBI Awards, Call for conference papers, Journal contributions etc. need to be prominent 

at certain times of the year but don’t need to be visible at all at other times 

Live twitter feed to appear on home page (possibly a dynamic field with rotation around the last 3 tweets), and 

also the latest news feed as at present 

17 Database Management 

BHBIA Administrators can manage all user / organisation records in the database, by editing / deleting / amending / 

adding new users and organisations. BHBIA Administrators can see easily whether users have logged in, been approved, 

company has been lapsed and if the company has paid. BHBIA Administrators can search user by first name, surname or 

organisation.  

18 Migration of data/Information from legacy website 

There must be an automated process to upload the Member Organisations with the 'Organisation' content type, all current 

information, historic information and allocate a unique reference number for each organisation.  

There must be an automated process to upload all users, including profile, contact details, email, profile information, tags, 

current / past certificates and link them to the correct Member Organisation where appropriate. Each Full Member and 

Certified non-member contact should be allocated a unique membership number. 

There are approx. 450 organisations and 11,000 user records in the current database. 

Proposals must also include the migration of all page information / files / images from the current website.  

19 Mass Emailing 

The system will have a dynamic template, with colour palette / style that can be amended to match the relevant activities / 

BHBIA Committees. BHBIA administrator will be able to be able to create an email, preview and save for subsequent 

sending. BHBIA Administrator can create a group of users based on profile criteria and send emails to groups. The 

emailing system contacts will be updated automatically to match the database of contacts in the website. The system 

should also have a report function, where BHBIA Administrators can view email statistics eg. bounce backs / opens etc. 

20 Reports 

Anonymous User, registered users and Certified Non-members can access a variety of non-member reports. 



 

20 

Full members can access a variety of member’s reports. 

BHBIA administrator can access a variety of pre-built BHBIA Administrator reports and also configure their own reports 

using a report generator (see new functionality).  

Pages on the website should also have an analysis functions such as Google Analytics to enable the BHBIA to monitor / 

analyse traffic to / from and around the website.  

21 New Functionality  

21.1 Event / Training Courses / Webinar Confirmations 

BHBIA Administrators should be able to create tailored confirmation emails for events / training courses / 

webinars, to be sent at the time of booking to all those attending, not just the person booking. It should also be 

possible to also create updated confirmation/event details at later dates and send these to attendees and bookers 

21.2 Event / Training Course Early Bird Rates 

Early bird rates are relevant for some training courses / webinars and the system should have an option to enter 

an early bird rate / deadline date, with the system automatically changing back to full rates after that date. 

21.3 Additional Online Training Functionality 

Ability to add tests that do follow the usual rules but also ideally a range of different permutations would be 

available – e.g. pass marks other than 100%, one-off certification (rather than entering the cycle of annual 

updates). Ability to add a new payment gateway – i.e. the option to charge users to view slides/take tests, with 

different options depending on user types, and this would need to link to additional access permutations – e.g. 

even non-members being able to take tests, if they had paid. 

21.4 Additional Database Functionality 

Improved flexibility to enable BHBIA Administrators to add additional fields to the database to collect information 

at company and individual level such as segment the company structure and collect additional preferences from 

individuals. This may also include the option to add free text – e.g. a description of the company’s services – that 

could be displayed in the members directory. 

21.5 Improved Time out notification 

Clearly show when users have timed out 

21.6 Improved upload functionality 

For any forms, where the upload of information/documents is required, clearly state file formats accepted, size 

and state if form rejected due to file upload issue. 

21.7 Improve Member Paid Communications to Users 

Show clearly to users taking online certification if their organisation has paid. Clearly state on certification records 

organisation renewal status – renewal year / paid or unpaid.  

21.8 Automated User Tagging 

The system could automatically tag user when booked to attend an event, training course or webinar. The event 

page will include a tag field, which will be automatically be added to the users profile when a person books to 

attend an event. BHBIA Administrator can automatically amend tags as required on users records. This could 

also include an option for social sharing to linkedin or twitter 

(NB. It would also be useful to explore more generally where there can be any link up between activity on the site 

and the BHBIA Company LinkedIn page. For example, if someone shares that they have booked for an event 

could these feed through to an update on the company page, or similarly could an event testimonial – see 21.17 

below feed through to the page. 
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21.9 Web-Form Builder 

The system is to provide the BHBIA Administrator with a web-form builder. This functionality should enable 

various forms to be built and implemented without the need for HTML/programming expertise. The BHBIA 

Administrator will be able to easily view submissions made and also download submissions for use within likes of 

MS Excel. The BHBIA administrator will be able to create their own forms with fields as required and will be able 

to place them in pages or within the menu / ‘Your member account’ system. The BHBIA Administrator will be able 

to view web forms that have been submitted and be able to specify an email address or email addresses where 

the form will automatically be sent when submitted by a user.  

In the event that an implemented form is submitted by a user the user account and member organisation 

accounts will be updated to record the submission of the form. 

Depending on functionality, this may also incorporate Survey functionality – see section 21.16 

21.10 Report Builder 

The system is to provide the BHBIA Administrator with a report builder. This functionality should enable various 

reports to be built and saved in the system. The system should enable reports to be pulled to include some all 

categories of members/non-members and users and by type eg. agency / pharma. The system should also allow 

reports to be pulled to show organisations who don’t have key roles eg. Organisations with no main contacts. The 

report builder should allow all fields to be select including certification status on any active tests, option to 

download certificates from report, tags and all fields used for each user / organisation,  

21.11 ‘Pop-ups’ 

Option to have pop-up messages appear when members access different parts of the site – e.g. when someone 

clicks on a guidelines page: “Have you considered attending our guidelines training course?” 

21.12 Visibility of additional content 

It would be useful if users could see what additional content would be available to them if they joined/logged in – 

e.g. it has been suggested that items currently not available could be displayed as ‘greyed out’ lines within a 

menu. Currently users don’t always log in because they do not realise what else would be available to them. This 

may also help with encouraging non members to join, to access the additional content.  

21.13 File Access Permissions 

Enhanced permission options for viewing/downloading files – i.e. BHBIA administrators should be able to classify 

by specific member type who can view (currently this is only possible for web pages) 

21.14 Banner Advertising 

The option to have one or more advertisement blocks so that members could be charged to post content. 

21.15 Secure Sharing Platform 

A platform that would allow selected members to upload and share materials in a secure section of the site (an 

alternative to dropbox, about which some security concerns have been expressed). This might be used for BOBI 

awards materials development, Ethics and guidelines, or Board matters for example. Would need options to 

define permissions – down to individual level (i.e. tagged individuals) as well as by member type, with 

permutations such as ‘view only’ or ‘upload and view’ (ideally also to include the possibility of making changes 

within the document). 

21.16 Survey Functionality 

Option for BHBIA administrators to create simple polls within the system (similar to online survey tools) so that 

members could input responses and their personal details would be captured automatically (but with the option to 

offer an opt out of recording personal details where required).  
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21.17 Event Testimonials / Reviews 

Show event testimonials / reviews submitted through the website (would need to be approved in the CMS before 

being made live manually) 

21.18 Social Media Sharing 

Option for BHBIA administrators to add buttons (key ones being Twitter and LinkedIn) to specific pages as 

required – e.g. events  

21.19 Conference / BHBIA App 

Production of a BHBIA or conference specific App for BHBIA administrators to manage content. 
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22 Appendix 

 

A Your Member Account 
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B Edit Personal Details 
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C Members Directory – visible by all Full Members 

 

 

Logo displayed 
here 
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D F4 - Online Training Slide view 

 

E Online Training Test Questions 

 

F Online Training – Correct Answer 
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G Online Training – Incorrect Answer 

 

H Registered users – Classroom Training Booking form 
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I BHBIA administrator – Classroom / Webinar booking report 

 

J BHBIA administrator – Classroom / webinar booking exported report 

Full Name Forename Surname Show Stars Organisation Name Membership Type Organisation Type Address 1 Address 2 Address 3 Town/City Postcode Country Telephone Email Address Comments/Diet Ticket Type Ticket Price Payment method PO number Paid (booked by) Forename (booked by) Surname (booked by) Organisation (booked by) Email (booked by) Telephone Booked on (date)

Aline Rogers Aline Rogers Aline Rogers Personal Member Agency 125 BHBIA Lane BHBIA United Kingdom 01727 896085 admin@bhbia.org.uk Intro to Pharma - 2017 247 invoiced na No Aline Rogers Aline Rogers admin@bhbia.org.uk 01727 896085 17-Nov-16

Introduction to the Pharmaceutical Industry and Business Intelligence Practice
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K BHBIA Administrator – Event/ Training Course / Webinar Set up options 
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L Add job Form 
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M Online Members News Form 
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N Conference Call for Content Form 
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O  Journal Request Form 
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P  Journal / Yearbook Members News Contribution Form 
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Q Journal / Yearbook Features Contribution Form 
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R  Journal / Yearbook Advertising or Classified Listing Application 
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S Guidelines Query Form 
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T BOBI Panel Judged Awards Entry Form 
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U BOBI Award Entry – Best Newcomer  
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V BOBI Company of the Year Awards Entry Form 
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W BHBIA Brand Guidelines 
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