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Introduction Glossary
Program — Refers to any out-of-school opportunity created by your organization that children and teens  
can participate in. We encourage our partner organizations to list all of their offerings in the My CHI.  
catalog, regardless of what category they may be. 

In Person programs — These are programs that take place in a physical setting and have an address attached. 

Online programs — These can include live online events (like Zoom calls) that happen at a specific date and 
time, or static Do-It-Yourself activities (like a YouTube video) that can be accessed anytime. 

Folders — A feature on the “Programs” tab that groups programs together on your dashboard. Please send  
your programs to the “My Programs” folder, as you will not be able to create new folders in your account. 

Organization Admin — The Organization Admin has global access to create, edit and manage all of the assets 
associated with your organization, including all programs. Organization admins have the power to add new 
people to the organization’s account as well. 

Program Manager — As a Program Manager, you have access only to the programs that have been assigned  
to you. You cannot add any yourself.

Hello! Thank you for taking time to create an account and upload your programs to My CHI. My Future. 
Our mission is to connect every young person in Chicago to all the meaningful out-of-school time  
opportunities offered in our city, and we couldn’t make this happen without your help. 
 
This guidebook serves as a quick and easy guide and reference tool for you to use before you  
upload your content. The process is simple, and we want to make it even more streamlined for you.  
If you have any questions, please do not hesitate to reach out to Stender in the Mayor’s Office  
(Stender.VonOehsen@CityofChicago.org). We will always be here to help!

mailto:Stender.VonOehsen%40CityofChicago.org?subject=
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Account Login
To log in to your account, you will need to check with the My CHI. team to make sure that you have an  
admin account set up with the proper permissions. Please email Stender the exact name, email, and  
organization of the desired admin from your organization to have access to the account. Multiple people 
can be admin if you so desire.

Once you are given access, you will receive and email to your inbox to log in to your account. Here, you can 
set up a new password. If you ever forget your password, you may reset it from the login page by clicking 
“Help, I have forgotten my password.”

For your reference, the link to your admin page login is https://mychimyfuture.org/admin/login. Please save 
or bookmark this link in a convenient place so you can access it easily.

Important note! If you remember ever getting registered through Chicago City of Learning, this platform  
login will be the same as before. Simply visit the link above and enter your email and password. If you  
forgot your password, please follow the above steps to reset it. We cannot make a new account for you  
if you are already in our system.

https://mychimyfuture.org/admin/login


Account Login (Continued)
Account Guidebook

5

Once you have logged in, you will see your account dashboard.

You are now able to upload programs, change admin, and update your organization details. On the  
dashboard, please ignore any Data Insights, Badges, and Groups language or sections.
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How Do I Create Programs?
The Simple Way to Get Started

Log into your account. On the left-hand side toolbar on 
your organization’s Dashboard, click the Programs tab 
to go to the Org Programs page. Once there, click the 
“Add Program” button at the top right of the page.  
You will be taken to the Add Program page!

On the first step of creating your program, select the Folder to create the Program in (required), then add 
the program’s name (required), Program description (required) and logo (required). For the folder option, 
you can simply click the “My Programs” folder from the dropdown menu. For the description, please include 
all language translations you wish to see on your post. Please upload a desired logo or photo for each  
program. This can include a flyer. Once you have filled out this information, click “Add Program Details”  
to advance to step 2.

Create and Publish Your Program in 6 Steps

Once you arrive at the Add Program page, you will get to add necessary information for our platform. Note: 
Only the information with a * next to it is required. Please follow these six steps to submit your program:
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On step 2, select one or two categories that best fit your Program (required), use the Program Capacity field 
to show the maximum number of people this Program can serve (optional), and select the minimum and 
maximum ages that this Program is recommended for (required). Click “Add Program Type and Location” 
to advance to step 3.
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On step 3, select the Meeting Type as In Person or Online (required). For an In-Person program, use the  
Location Name tab to add further details to the address, and enter the physical address of this Program 
using the Program Address field (required).* If you select online for a program, you will only have to provide 
a web URL for the program. Click “Add Program Date and Time” to advance to step 4.

In Person option:

Online option:

*�If�you�wish�for�your�program�to�appear�on�a�specific�community�page,�this�will�typically�happen�automatically�
with�a�physical�address!�The�system�will�auto-populate�programs�to�a�community�page�based�on�the�organiza-
tion�or�program’s�address.�If�the�program�does�not�appear�on�the�community�page�you�wish�to�see�it�on,�please�
email�us�and�we�will�fix�it.
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On step 4, set the start and end dates for this Program (required), set a start and end time, specify a  
registration URL (highly recommended) and set a registration deadline. Please be sure the URL begins  
with https:// (the website will make you add one before you can move to the next step).

You may also schedule by day of the week by choosing that option in the Schedule Type dropdown menu.

Click “Add Program Price and Contact Info” to advance to step 5:
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Set the price range (required), Scholarship offered (optional), Paid Participation (optional), Offers Free 
Food (optional), contact info (Highly Recommended), specify a URL for more information (optional), and 
indicate whether private transportation is provided for this program. Click “View Program Summary and 
Save” to advance to Summary:

On the Summary step, review your info. Click the “Edit” buttons on the right to return that specific section 
and make changes. When you are satisfied with all of the information, click “Publish Program”.

Once published, you may now search for your program at www.mychimyfuture.org on the explore page!

IMPORTANT DISCLAIMER: If you have 15 or more events to upload at once, please email  
StenderVonOehsen@cityofchicago.org with this request. We can support you with a mass program upload.

https://explore.mychimyfuture.org/
mailto:StenderVonOehsen%40cityofchicago.org?subject=
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Viewing and Editing Program Information

1.

In Order to View and Edit a Program:

Log into your organization’s admin dashboard and click the “Programs” tab on the left-hand toolbar.

Locate the Program icon on this page that you would like to edit and click the Program icon to go to the 
Program Details page.

You will be taken to the Program Details page. The Program Details page is your portal to manage all 
aspects of your Program in one place. Here you can view and edit Program metadata, see Data Insights 
for Learners that have registered for the Program, view and register more Learners, and award and create 
Badges. To edit the metadata, click “Edit Details” in the top right:
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By clicking the “Edit Details” link, you will be taken to the Edit Programs page. Here, you can edit all of the 
metadata for this Program. See “Create and Publish Your Program In 6 Steps” above for further details on 
editing these fields.

To hide your Program, on the Program Details page, click the “Hide” link in the Programs panel. The link will 
change to an eyeball icon, indicating that it is now hidden from public view.

To unhide the Program, simply click the eyeball icon. It will change back to a “Hide” link, indicating that it is 
now visible to the public.

When you are finished editing your Program, click the “Publish Your Program” button to save your changes. 
You will be taken back to the Program Details page and see a banner declaring that the Program was  
updated successfully.

4.

1.

2.

5.

Hide/Unhide This Program

There are instances in which you may have published your Program, but do not want it visible to the public 
(for example, if registration is private or you intend to make further edits). For these cases, we provide the 
ability to hide the Program from public view on the Program Details page:

“Null” Response Errors When Publishing a Program

Some users have reported that they receive a “null” error when attempting to create their programs through 
the form. Often, this occurs because a session has ended or timed out, for instance, if you momentarily 
drop an internet connection or leave the system idle for a long time. If you see the following text: “there was 
a problem saving your scheduled workshop - null” or something similar, the primary fix is usually to log out 
and log back in, then try creating your program again. This ensures that you are in a live session, and you 
should be able to proceed with no issues.
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Admin Access: What This Means and How To Add
On this platform, there are two levels of administrative access: An Organization Admin, and a Program 
Manager (see glossary).

The Organization Admin position should be assigned to users within your organization that need to have 
a global view of you’re My CHI. operations and are responsible for creating assets such as Programs. The 
Organization Admin has complete access to create, edit and manage all of the assets associated with your 
organization, including all Programs. You may have multiple admins if there are multiple people you wish to 
have this access.

The Program Manager role should be assigned to users within your organization that will only be  
responsible for managing assets. Program Managers are able to access only the Programs that are  
assigned to them and can edit those Programs and award badges to registered learners. It is important  
to note that Program Managers cannot create new assets for the organization, so anyone that will need  
to create badges or programs independently should not be assigned to this role.

1.

Add a New Member to Your Organization Account

Go to your Overview dashboard, and click “Add New Member”:
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Add the Name, Last name, and Email for your desired Admin/Manager (required). Then, select which User 
Type, and search for your organization in the search bar. Click add user, and your new contact will receive 
an email to log in to their new account.

2.



Editing Organization Information
Account Guidebook

1.

2.

3.

4.

15

Editing Organization Information

Conclusion

Click “Edit Org” tab on the left-hand toolbar on the program homepage.

Please visit our My CHI. My Future. Partners page to get started with your My CHI. My Future. account:  
https://partners.mychimyfuture.org. If you need more assistance, please check out our informational video on how 
to upload programs. If you need further help, please email Stender at Stender.VonOehsen@CityofChicago.org. 
Thank you for being a great partner to My CHI. My Future., and we can’t wait to showcase your programs!

Add all useful information, including Name, Description, URL, Logo image, Contact name, and Address.

Please be sure to include an address if you wish to see your online programs automatically populate on 
your community page. In-person programs that have an address attached will not require this information 
to populate.

Click Update Details when you are finished.

https://partners.mychimyfuture.org
mailto:Stender.VonOehsen%40CityofChicago.org?subject=
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