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Knights of Columbus Original Charter              
Dated: March 29, 1882 
 
The original Charter created by our 
Founder specifically delineated a four part 
mission. Following are the parts they put 
first: 
 
1. To rendering financial aid to its members, 
their families and beneficiaries of members 
and their families. 
 
2. To render mutual aid and assistance 
to its sick, disabled and needy members 
and their families. 

We are Called to Work for a 
New Evangelization 



Unite with UKnight 
 
 
 
 
 
 
 

v.1.4 

Unite: /yo͞oˈnīt/ 
 

1. Come or bring together for a common purpose or action: “The Insurance and 
Fraternal sides of the Knights of Columbus unite behind their common cause". 

 
2. Come or bring together to form a unit or whole, esp. in a political context: “A 
Field Agent’s dual roles as Financial Professional and Brother Knight unite with 
UKnight". 



General Agents - Let’s Get Started 
 

General Agents Guide 
to Setting up your UKnight Agency Website 



Go To     UKnight General Agent Site – Home Page 

Go To     UKnight General Agent Site – Recruiting Page 

Go To     Step One – Activate Your Site 

Go To     Step Two – Set Up Your Site 

Go To              Establish your Field Agent Sites 

Go To              Contact Information – Photo – Biography  

                       Information of Interest Library 

  o To               Message to Knights Not Assigned to a Council 

                       Embed your Headline Video               

Go To 

Go To 

Go To 

Go To 

Go To 

Go To 

Go To 

Go To 

Go To 

General Agent’s Guide 
to Setting up your UKnight Website 



           

                       Team Recognition 

                       Testimonials 

                       Photo Slide Show 

Go To    Step Three – Manage Your Agency 

Go To              Examples of Top Field Agent Sites 

Go To              Field Agent Site Management 

Go To              Field Agent & Council Relationship Management 

                       GA, FA, and Council Information Center 

              Closing Page 

Go To 

Go To 

Go To 

Go To 

Go To 

Go To 

Go To 

Go To 

General Agent’s Guide 
to Setting up your UKnight Website 

Go To 



The UKnight General Agency Site 

Here is your Uknight Home Page 
First Section   
 
Photo 
 
Contact Information: Office & Direct 
UKnight Email Me Buttons 
 
Top Link to your Recruiting Page 
 (Field Agent Opportunity) 

Top Link to your Testimonials 
 
Search Box for Members 
to find their Field Agent 
 
Message to Members w/o Councils 
 
Contact Number and Link 
to every Field Agent Website 

Return 



Scroll down for your Second Section 

 

Agency Team Recognition 

 

Promotional and Informational 

Articles, Links and Videos 

 

1. Top Line Video – Imagine the 

impact you can have here! 

 

2. Six Favorite Articles, Links  

and Videos 

 

3. More Information of Interest 

Button which connects to your 

Agency’s unlimited library of 

Field Agent and Client-based 

Video and Printable Information 

The UKnight General Agency Site 

Return 



And Then Your Third Section 

 

Three of your Top Agency 

Testimonials with a button to access 

your unlimited Testimonials Library.   

 

Running Slide Show.  You can post as 

many photos from your personal life 

or Agency Events as you like.  

 

Admin button for password 

protected access to your Agency, 

Councils & Site Management tools. 

The UKnight General Agency Site 

Return 



Your Field Agent Recruiting Page 

Ethical Successful People  

seek opportunities to work with other                  

Ethical Successful People 

 

Much of Recruiting is timing.  When will 

that perfect recruit meet his crossroad, 

or simply open up to a new idea?  When 

will a demand at his current job conflict 

with his ethics and values?   When will 

that ultra-successful candidate begin to  

consider success beyond the mere 

financial?  When will he feel pulled to 

apply his well-developed talents to 

helping fellow Catholics make critically 

important life decisions?   

 

We can never know when that will be;  

so what we need to be is prepared.  

Return 



Your Field Agent Recruiting Page 

 

By leading success oriented achievers 

to your Recruiting Page, when that seed 

you planted starts to grow they will find 

the answers they seek whether it’s after  

a difficult meeting at work, or at 3am in 

the morning.   

 

24 hours every day, successful Field 

Agents are there to explain why your 

Knights of Columbus Agency is the 

ethical workplace he seeks; the ideal 

ethical workplace where he will find 

other successful Catholic men who 

strive for and achieve levels of personal, 

spiritual, and financial fulfillment he 

never thought possible. 

With your UKnight General Agency site, 
 

Whenever He’s Ready; You’re Ready 

Return 



General Agency Information    

       Agency Name   

       Address (Address, City, State, Zip Code)   

       Office Phone Number   

       Office Fax Number   

       Office E-mail Address (Office Manager/Admin Asst.)   

       Office E-Fax Address 

       Name of Office Manager   

       Password to enter Site Administration   

       List of All Councils Assigned to your Agency   

Step One – Activate Your Site 

Return 

The following few pages will outline the 

information required  and the initial 

steps involved with establishing your 

own UKnight General Agency website. 

 

The information on these first two pages 

is necessary for UKnight Interactive to 

build the framework for your specific 

agency and the Councils you serve. 

Return 



General Agent Member Record Info   

       Agent Number   

       Member Number   

       Professional Photo   

       Create your Professional Biography   

       Name (Prefix, First, Middle, Last, Suffix)   

       E-mail Address   

       Direct Office Phone (optional)   

       Your Cell Phone (optional)   

Return 

You control every aspect of your website; so 

you no longer have to wait for or pay a third 

party to perform routine tasks for you.    

 

Whether you need to move councils between 

agents, post fresh new promotional 

brochures, articles and videos, or just need to 

update your Team Recognition section, your 

Tech or Admin Assistant will have full access 

to the simple steps necessary to make those 

changes and updates.    

 

OK - Once you have this information  

together, please E-mail it to:                                                   

GA-Setup@UKnightinteractive.net 

Step One – Activate Your Site 



Your new Agency site truly is an 

interactive system that provides 

communication and support between 

you and your Recruits, between you and 

your Field Agents, and between your 

Field Agents the members they serve.   

 

However, despite this complexity, as 

you will see, your site is specifically 

designed to be simple to set up and 

easy to use and maintain.  Essentially, if 

your support staff can attach a 

document or photo to an email, they 

already possess the skills necessary to 

build out and manage your site for peak 

effectiveness.  

 

To start, click the Admin Button. 
Return 

Step One – Activate Your Site 



Now that your site framework has 

been established, the next step is to 

subscribe and activate your site. 

 

Here is your log-in page. Your log- 

in will always include your agent 

and member number, but from 

inside your admin center you can 

change your password anytime 

you like.  Initially, your password is 

the one you sent to UKnight.  

Step One – Activate Your Site 

Return 



Click the drop down arrow to 

choose whether you would like an 

annual or monthly subscription. 

Step One – Activate Your Site 

Return 



And then Click Subscribe.   

 

After the payment process is 

complete this payment box will no 

longer appear. 

Step One – Activate Your Site 

Return 



UKnight uses Pay Pal to manage 

subscriptions.  Pay Pal has grown 

to become one of the top 

processors in the world, and has an 

A++ reputation for accuracy and 

security.  If you already have a Pay 

Pal account you can use it here, or 

you can just create one through 

this process. 

Step One – Activate Your Site 

Return 



After you are finished, log back 

into your account and we will 

begin building out your site. 

Return 

Step Two – Set-Up Your Site 



Step Two – Set-Up Your Site 

Note that your payment alert is no 

longer active and has been removed 

from your admin center. 

 

So now let’s start your set-up by 

bringing your Field Agents into your 

site and linking them with their 

Councils.   

Return 



Field Agent Member Record Info   

(Required for each Field Agent)   

       Name (Prefix, First, Middle, Last, Suffix)   

       Agent Number    

       Member Number    

       Home Council Number (Initial Password)   

       E-mail Address   

       Residence Phone       

       Cell Phone   

       Assigned Councils 

  

       Professional Photo – To be added by Field Agent later   

Your UKnight General Agency site is  a 

complex system that not only provides 

interactive support and communication 

between you and your Field Agents, but also 

between your Field Agents and the 

members they serve. 

 

However, despite this complexity, your site 

has been designed to be simple and easy to 

set up and maintain.   

 

To load your Field Agents into your site, this 

is the information you will need for each of 

their records. 

Step Two – Set-Up Your Site 

Return 



Click to Create a New Field Agent 

Site for your Field Agents and 

establish their log-in credentials 

Step Two – Set-Up Your Site 

Return 



Enter the information for each of 

your Field Agents.  Do not forget to 

click the “CREATE THIS FIELD 

AGENT SITE…” button at the 

bottom of the page. 

Step Two – Set-Up Your Site 

Return 



And here is how your site will 

appear before you assign 

Councils to your Field Agents 

and before they upload their 

photos. 

Step Two – Set-Up Your Site 

Return 



Now you will assign Councils to 

each of your Field Agents.  Click 

Transfer a Council from one Field 

Agent Site to Another 

Step Two – Set-Up Your Site 

Return 



As you will see, every Council was 

assigned to you, the General Agent, 

when your site was built.  Now it is 

simple to transfer each Council to 

the appropriate Field Agent.   

 

The list can be sorted by Council #, 

Council Name, Locale, or Field 

Agent.  As you see it has been 

sorted by Council Number. 

 

Simply Click on the Council 

Number to be assigned.  For this 

example,  we will click on Council  

#205 which is to be assigned to 

Field Agent #15695. 

Return 

Step Two – Set-Up Your Site 



That opens the assignment or 

transfer page.  Checking up top we 

confirm that Council #205 is to be 

transferred, and we can see that 

none of the agents have their 

Councils assigned to them yet.  

 

To complete the assignment, we 

simply Click on the Agent Number 

to receive the Council. 

 

For this example we will scroll 

down and assign this Council to 

Field Agent #15695 by simply 

clicking on his Agent Number. 

Return 

Step Two – Set-Up Your Site 



And just like that, the assignment 

is complete.  As you see, Council 

#205 has now been assigned to 

Field Agent #15695. 

 

All you need to do is repeat that 

same process for each Council and 

with two-clicks each, all of your 

Field Agents will have their 

Councils assigned.  

Return 

Step Two – Set-Up Your Site 



When you go to transfer the next 

Council, Council #370 for example, 

you will see that Council #205 has 

been properly assigned to the 

correct Field Agent. 

Return 

Step Two – Set-Up Your Site 



This is where you click to split a 

Council between two Field Agents.   

Specific instructions can be found 

on page 91, but the process is 

extremely simple. 

Return 

Step Two – Set-Up Your Site 



And here is how your site will 

appear before your Field 

Agents upload their photos. 

 

Click on the Council Button 

under Agent #15695, Mark 

Bateman, and a window will 

pop up showing the Councils 

he serves.  

Step Two – Set-Up Your Site 

Return 



There you see that Council 

#205 is one of his Councils.  

 

With respect to Field Agent 

photos, this is an important 

part of presenting a 

professional image to your 

clients.  So we recommend 

having uniform, professional 

photos taken of each agent. 

Step Two – Set-Up Your Site 

Return 



Here you can see the 

impression it makes.   

 

If hiring a professional is not in 

the budget, with today’s photo 

technology, a decent camera 

with a tri-pod and nice 

background can also have 

impressive results.   

 

Just remember good lighting, 

professional dress, and the 

uniformity you see here. 

Step Two – Set-Up Your Site 

Return 



Step Two – Set-Up Your Site 

Return 

To introduce your Field Agents 

to their own Admin Center, we 

recommend that you have each 

of them upload their own 

photo.  It is quick and easy, and 

the full instructions are in the 

Field Agent Getting Started 

Guide. 



Next we will double check your 

Agency contact information, 

see how your professional 

photographs are posted, and 

then post your Biography.  

 

Open your Admin Center and 

on UPDATE Your Contact Info, 

Photos, Bio, etc. 

Step Two – Set-Up Your Site 

Return 



This is where a lot of your 

functionality resides.   

 

These are the buttons to upload 

and change your photo.  Important 

to note, whenever you have an 

opportunity to choose a file from 

your computer, different browsers 

can give you a different way to 

locate and choose that file. 

 

This is MS Internet Explorer for 

example.  This browser offers a  

“Browse” Button that looks like 

this. 

Step Two – Set-Up Your Site 

Return 



This is Google Chrome and it offers 

a Button to “Choose File” and it 

looks like this.  In either case, the 

function is the same – to find a file 

on your computer to upload.   

 

Also, please note the proper 

dimensions for the photo. 

  

200px by 275px for the Portrait 

150px by 160px for the thumbnail. 

 

UKnight provides an easy to use 

photo editing program for this and 

detailed video instructions on how 

to crop and resize your photos so 

they look their best. 

Step Two – Set-Up Your Site 

Return 



Review your Contact 

Information and scroll down to 

your BIO Section. 

Step Two – Set-Up Your Site 

Return 



Office Manager is the title used 

for the person who helps to 

manage and administer your 

website, and who responds to 

phone calls and emails 

generated by your website.   

 

Looking at Upload Your Bio 

PDF File, you can see another 

example of the upload format 

used by Internet Explorer. 

Step Two – Set-Up Your Site 

Return 



And here you see the format used 

by Google Chrome. 

Step Two – Set-Up Your Site 

Return 



If you have a professionally printed 

Bio, with the Choose File or Browse 

button you will upload your BIO 

the same way you would upload a 

photo or a document to an email.  

 

If you do not, you can write your 

own Bio in this text box. 

 

We recommend the Professional 

Bio that many of the General and 

Field Agents have printed by 

Supreme.   

 

When you are finished, do not 

forget to scroll down and click 

 

Step Two – Set-Up Your Site 

Return 



 

 

If you do not click to update, all 

of your changes will be lost. 

Step Two – Set-Up Your Site 

Return 



Now a Biography Button shows 

up right below your photo.  

When a visitor clicks it, your 

Biography will pop-up in a new 

window so they do not have to 

leave your site. 

Step Two – Set-Up Your Site 

Return 



Step Two – Set-Up Your Site 

Return 



Now we will log back into your 

Admin Center to Embed a Video 

and post a Link or a PDF to your 

GA Information of Interest Library. 

 

With few exceptions, your Field 

Agents are only allowed to post 

articles and videos to their 

Information of Interest sections 

from your Library.  This way you 

can be certain that only the most 

accurate, recent, and appropriate  

materials are available for 

members and clients to read, 

watch, review and rely upon. 

Step Two – Set-Up Your Site 

Return 



There are two places from which 

you can manage your Information 

of Interest Library.   

 

Directly from: 

UPDATE Your Information of 

Interest Library,  

 

Or, as we will for this example,  

 

From within: 

UPDATE Your Contact Info, Photos, 

Bio, etc. 

Step Two – Set-Up Your Site 

Return 



Click to UPDATE Your Information 

of Interest Library 

Step Two – Set-Up Your Site 

Return 

http://kofcknights.org/Admin/GeneralAgentPDFsUPDATE.asp?GA=6152&FROM=GeneralAgentUPDATE.asp


Position: The order in which your 

materials are posted are not limited to 

Alphabetical or Chronological.  You can 

order them any way you like.  This 

position number will place them in the 

sequence you decide.   

 

We recommend that you begin 

numbering your positions by 10.  So if 

your initial top position is #10,  when 

you want to change what is in your top 

position later you can easily do that by 

creating position #5, thereby dropping 

the #10 spot to second on your list.   

 

You are in control.  So you can 

reposition your material any way and 

as often as you like. 

Step Two – Set-Up Your Site 

Return 



Posting a video first, we will start in 

position 10 and check the Video circle. 

 

We will then paste the Embed Code in 

the Video Embed Code Box. 

 

If you do not know how to find and 

embed on-line video content, the 

UKnight Field Agent’s Guide has 

detailed instructions.  

 

Click the link below and give the 

instructions time to open up.  Then go 

to page four and click on how to Embed 

Your Optional Headline Video.  

 

UKnight Field Agent’s Guide 

Step Two – Set-Up Your Site 

Return 

http://kofcknights.org/Training/FAGettingStarted.pdf
http://kofcknights.org/Training/FAGettingStarted.pdf
http://kofcknights.org/Training/FAGettingStarted.pdf


Next enter the Title and the Author. 

 

Description is to encourage clients to 

watch the video you are posting. 

 

Field Agents will ask you to upload things 

to your library so they can post it on their 

own site.  Remember, the system allows 

them to post only those things you have 

approved and placed in your library. 

 

If you would like any item to show on 

your site, click YES; If you choose to 

approve it but not show it on your own 

GA site, Click NO. 

 

Then Click  

Step Two – Set-Up Your Site 

Return 



Now let’s post a PDF in the #20 position 

so that it will be easy to post something 

ahead of it or behind it later.  Put 20 in 

the Position Box and mark “PDF”. 

 

And as you did for your Bio we click the 

Choose File Button, and just like attaching 

a document to an email we choose the 

PDF Document you would like to post.   

 

Only PDF documents will upload.  PDF’s 

cannot be altered, PDF quality can range 

from simple text articles to beautiful full 

color brochures, and the software to 

open and view them is universal.  

Step Two – Set-Up Your Site 

Return 



Next, give your document a Title. 

 

Credit the Author as appropriate. 

 

Create a compelling Description that will 

encourage your visitors to open and read 

your promotional or informational piece. 

 

Click whether or not you would like to 

Show the promotional or informational 

piece on your own website.  

 

Then Click  

Step Two – Set-Up Your Site 

Return 



At the bottom you see the two items in 

your library.  There is no limit to the 

number of items in your library.   

 

SHOW IT means they are showing on 

your GA Site. To keep material in your 

library but not show it on your GA Site, 

click on SHOW IT to change it to DON’T 

SHOW IT.  It’s just that easy.    

 

Click WATCH VIDEO or click the PDF icon 

to review the material. 

 

Click on the      to change its position or 

edit its description. 

 

Click on the      to delete it from your 

library entirely. 

Step Two – Set-Up Your Site 

Return 



Closing that window leaves this 

Admin Center page open. 

 

Now we will write a message to the 

Knights coming to your site who 

are not currently associated with a 

Council.  For this example we will 

assume that a specific agent has 

not yet been assigned to work with 

these Knights who are without a 

council. 

Step Two – Set-Up Your Site 

Return 



Type in your message.  Scroll to the 

bottom and click:  

 

Step Two – Set-Up Your Site 

Return 



 

 

If you do not, all of your changes 

will be lost. 

Step Two – Set-Up Your Site 

Return 



That message shows up here, on 

your Home Page.   

 

When you are ready, you can easily 

change the message to  direct these 

Knights to a specific Field Agent.  If 

you leave the message box empty, 

the headline will not appear. 

Step Two – Set-Up Your Site 

Return 



Back to your Admin Center, scroll 

down to the next section and we 

will continue your Site Set-Up. 

Step Two – Set-Up Your Site 

Return 



First, make sure your hours and 

contact information are correct.   

 

Now we will EMBED VIDEO CODE 

at the top of the Information of 

Interest section. 

 

To see to how to find and embed 

video code, click “UKnight Field 

Agent’s Guide” below, go to page 

four, and go to Embed Your 

Optional Headline Video.  

 

UKnight Field Agent’s Guide 

Step Two – Set-Up Your Site 

Return 

http://kofcknights.org/Training/FAGettingStarted.pdf
http://kofcknights.org/Training/FAGettingStarted.pdf


The Video Embed Code goes here. 

 

And you MUST scroll to the bottom 

of the page and click:  

 

 

 

If you do not, all of your changes 

will be lost. 

Step Two – Set-Up Your Site 

Return 



And the video shows up and plays 

right from here on your Home Page 

Step Two – Set-Up Your Site 

Return 



Back to your Admin Center, we will 

update your Team Recognition. 

 

To recognize your FA of the month, 

click on Update Agent of the Month. 

Step Two – Set-Up Your Site 

Return 



This will pop up a box to enter the 

info for your Agent of the Month. 

 

It is best that your photos are 

uniform in size.  The recommended 

dimensions for Recognition Photos 

are the same as the Portrait Photos 

your Field Agents posted on their 

websites.    

 

When you are finished, click on 

Update Agent of the Month and 

Close This Window. 

Step Two – Set-Up Your Site 

Return 



And the Agent appears here in 

your Admin Center. 

 

Now repeat this process for your 

Agent of the Year and your Award 

trip Winners. 

 

Your MDRT members are pulled 

from your Agents own UKnight 

Field Agent Admin Centers. 

Step Two – Set-Up Your Site 

Return 



And here is where they appear on 

your Home Page.  If you do not 

have an agent for a category, that 

category does not appear.   

 

When you click for the categories 

that have multiple award winners, 

your MDRT Members and Trip 

Winners …  

Step Two – Set-Up Your Site 

Return 



Their photos Pop Up in a strip that 

will scroll from agent to agent. 

Step Two – Set-Up Your Site 

Return 



Back to your main Admin Center, 

now you will UPDATE Your Field 

Agent Testimonials for Your Field 

Agent Opportunity Page, or what is 

also called your Recruiting Page.   

 

These are intended to be from your  

Field Agents to help those you 

would like to recruit appreciate the 

value and benefits of working with 

Your Agency from your Field 

Agents’ perspective. 

Step Two – Set-Up Your Site 

Return 

http://kofcknights.org/Admin/GAFATestimonialsUPDATE.asp?GA=6152


This form with its Position Box 

works in the exact same way as the 

form you used to update your 

Information of Interest Library 

earlier.  The order of testimonials 

is not dictated chronologically, but 

in any order you prefer.   

 

Some testimonial letters can be 

very long.  To keep it short and 

uniform, retype your testimonials 

in pertinent part in this text box.   

Step Two – Set-Up Your Site 

Return 



The Field Agent testimonials you 

place in the top two positions will 

go here on your Recruiting Page.   

 

Clicking the More Testimonials 

button will open up a separate 

page with any others you have 

posted.  There is no limit. 

Step Two – Set-Up Your Site 

Return 



Back to your main Admin Center, 

now you will UPDATE Your “Other” 

Testimonials for Your Home Page.   

 

These are intended to be any 

testimonials you like that reflect 

the perception that others have of 

your agency.  These testimonies 

could range from those received 

from clients to community leaders. 

Step Two – Set-Up Your Site 

Return 

http://kofcknights.org/Admin/GAFATestimonialsUPDATE.asp?GA=6152


This form also works in the exact 

same way as the forms you have 

used earlier for other sections. 

Step Two – Set-Up Your Site 

Return 



The Agency testimonials you place 

in the top three positions will go 

here on your Home Page right 

below your Information of Interest 

Section and just above your Photo 

Slide Show.   

 

As with your Field Agent 

Testimonials, the More 

Testimonials Button will open a 

separate page where you have an 

unlimited area to post additional 

testimonials. 

Step Two – Set-Up Your Site 

Return 



The Photo Slide Show included 

with your site can tell a compelling 

visual story.  Some GAs post 

personal photos of themselves 

with their family, some post photos 

of agency get-togethers and time 

spent volunteering with their 

Councils, and some post both.  

 

To make your Photo Slide Show 

look its best, click “UKnight Field 

Agent’s Guide” below, go to page 

four, and go to Create and Update 

your Slide Show.  

 

UKnight Field Agent’s Guide 

Step Two – Set-Up Your Site 

Return 

http://kofcknights.org/Training/FAGettingStarted.pdf
http://kofcknights.org/Training/FAGettingStarted.pdf


And your unlimited Slide Show 

complete with captions you create, 

will post right here underneath 

your testimonials. 

Step Two – Set-Up Your Site 

Return 



Now we will review the tools in 

your Admin Center that make it 

very easy to manage your Agency. 

Step Three – Manage your Agency 

Return 



But first, what constitutes a good 

Field Agent site?  Click Here to see 

a list of Field Agents who possess 

varying levels of expertise and who 

have offered their sites to be used 

as examples or guides to help other 

Field Agents build effective 

websites for themselves.  

Step Three – Manage your Agency 

Return 



Also, the more advanced sites often 

have very effective promotional 

media.  These media elements have 

already been approved by their 

General Agents, so these sites are a 

good source of material for you 

and your Field Agents.  

 

The instructions are very detailed 

and show how easy it is to pull 

media from these sites and others 

for your own Information of 

Interest Library. 

Step Three – Manage your Agency 

Return 



Here, you can quickly see and 

confirm the number of Field Agent 

Sites associated with your Agency. 

Step Three – Manage your Agency 

Return 



Next you can check Field Agents 

with their associated Councils. 

Step Three – Manage your Agency 

Return 



Next you can check Field Agents 

with their associated Councils. 

Step Three – Manage your Agency 

And the list is sortable by clicking 

Agent #, Name, or Locale / City 

Return 



Here is where you created the 

framework for your Field Agent 

Sites earlier. 

Step Three – Manage your Agency 

Return 



Here is where you and your Office 

Manager can find or update your 

Field Agents’ Passwords so they 

can Access their Admin Centers. 

Step Three – Manage your Agency 

Return 



If  a Field Agent were to forget his 

password, or if you need to lock 

him out of his site for some reason, 

here is the form to use with the 

now familiar       for Change.      

 

If a Field Agent’ home Council is 

not yet on the UKnight System, and 

has therefore not uploaded their 

Membership List from Supreme, 

the system will not recognize his 

Membership Number as valid.   

 

This will not effect his log-in 

capability since you entered his 

identification numbers into the 

system when setting up his site. 

Step Three – Manage your Agency 

xxxxxxx 

xxxxxxx 

xxxxx 

xxxxx 

xxxxx 

xxxxxxx 

xxxxxxx xxxxx 

xxxxx 

xxxxx 

xxxxx 

xxxxx ####### / XXXXXXXXX 

####### / XXXXXXXXX 

####### / XXXXXXXXX 

####### / XXXXXXXXX 

####### / XXXXXXXXX 

####### / XXXXXXXXX 

####### / XXXXXXXXX 

####### / XXXXXXXXX 

xxxxxxx 

xxxxxxx 

xxxxxxx 

xxxxxxx 

Return 



From here you can reassign every 

Council associated with a specific 

Field Agent to another existing 

Field Agent, a new Field Agent, or 

to yourself, the General Agent.  You 

can then delete the Field Agent 

from the system entirely, or not. 

Step Three – Manage your Agency 

Return 



If you choose to delete a Field 

Agent site from here, UKnight will 

automatically reassign all of his 

Councils to you, the General Agent. 

Step Three – Manage your Agency 

Return 



Here you can see the number of 

Council Sites associated with your 

Agency. 

Step Three – Manage your Agency 

Return 



This opens the list of Council Sites 

associated with your Agency and  

their assigned Field Agent. 
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To help you locate a Council or an 

Agent, this list is sortable by 

clicking on Council #, Name, or 

Locale / City. 
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And it shows you how the list is 

ordered. 
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This where you transfer Councils 

between Field Agents.  
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Again, the list can be ordered by 

Council #, Council Name, 

Locale/City, or Field Agent 

Number. 

 

Simply Click on the Council 

Number to be transferred.  For this 

example we will click on Council 

number 370 which is associated 

with Field Agent number 15695. 
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Checking here we can confirm the 

Council to be transferred. 

 

Now simply Click on the Agent 

Number to receive the Council. 

 

For this example we will reassign 

this Council to Field Agent 7483. 
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And just like that, immediately,     

E-mail, photos, calendars, 

birthdays, Financial Beacon, Field 

Agent Message, and all of the links 

are all now connected between 

Council Number 370 and Field 

Agent number 7483. 
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This is where you assign two Field 

Agents to a single Council.  
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To split a Council between two 

agents, first we click the number of 

the Council to be split. 
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Confirm the Council to be split. 

 

Click to choose First Field Agent 

 

Designate the Alpha-Split 

 

Click to choose Second Field Agent  

 

Designate the Alpha-Split 

 

Click  

 

Then close the window 
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Step Three – Manage your Agency 

And again, immediately, the 

Council is Split between the two 

Field Agents 
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To remove the split is just as easy. 
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Click to pop up the list of split 

Councils. 

 

Click on the Field Agent’s Number 

to be removed from the Council. 
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Step Three – Manage your Agency 

And that is it.  He is removed and 

the Council is again configured for 

a single Field Agent. 
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Finally, we are going to establish 

your Lotus Notes signature that 

looks like this and automatically 

attaches to every email you send 

from your Lotus Notes. 
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Just click on the Printed 

Instructions and watch the Video 

Help and you will be all set. 

 

We are working on getting images 

for the various designations so that 

you can add them as appropriate 

to your signature as well.  For 

example, MDRT and Supreme 

Knights Club. 
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Link to your  

General Agent Start-Up Guide 
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Link to your team’s  

Field Agent Start-Up Guide 
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This is the 250 page, well-indexed 

and searchable UKnight Features 

and Benefits Presentation for 

Councils. 

 

This document can be downloaded 

and saved to your computer by 

using the Adobe Tools.  This will 

enable you to use it as a guide to 

help Councils when there is no 

internet connection available. 
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These tools vary in the way they 

appear based upon the Adobe 

version you use, but there will be a 

line of tools such as you see here.   

 

To save to your computer open the 

document, move your curser to the 

point on the screen where these 

icons show up.  Depending on your 

version this could be from the top 

left to the bottom right, as they are 

here.  And then click on the iconic 

“floppy disc”.  Other versions have 

the file save icon on the menu bar. 
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This link will Pop Up a screen to 

play, or stream, the UKnight First 

Look video from an on-line file. 
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This link Pops Up a screen to play, 

or stream, the UKnight First Look 

video directly from an on-line file.  

To use this feature, a robust 

internet connection is required. 
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The video controls you see are part 

of the pop-up video player.  They 

will appear and disappear as you 

move your mouse over them. 
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To be able to play the video for 

Councils where there is no reliable 

internet access, you can download 

the video to your hard drive.   

 

Clicking this link will begin the 

download to your hard drive. 
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Browsers handle file downloads 

differently.  Some can be confusing 

by not telling you where they are 

putting the file, which is a problem 

when you want to play it. 

 

With the browser Google Chrome, 

when you Click to download the 

video to your computer, a little box 

appears at the bottom with file 

name, progress notice, and an 

arrow.  There it is blown up to be 

easier to read. 

 

Click the arrow. 
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That gives you file options.  Now 

you can click Show in Folder to see 

where the file is downloading.  

From there you can move it to 

where you can easily find it. 
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With Internet Explorer 10, when 

you Click to download the video to 

your computer a bigger box 

appears at the bottom of your 

browser.  There it is blown up to be 

easier to read. 

 

Clicking on the arrow next to Save 

gives you file options.  Choose Save 

As and put the file wherever you 

can easily find it later. 
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This is the format used by the 

Firefox browser which is again, 

different and unique.   

 

And there are still others.  So the 

key is to pay attention to how your 

browser is managing the 

download, and make sure you 

know where the file is being saved 

so you can easily access it later. 
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We believe it is our mission to help  
General Agents and their Field Agents 

derive every advantage possible from the 
UKnight Interactive System. 

 
So if you have a question,  please do not 

hesitate to call us at (888) 582-2585. 
 

Blessings and Godspeed. 
Vivat Jesus! 
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