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Introduction

Content
Browser

ite Directors use the Site Workspace to manage the entire website and

establish and maintain the main Site, while Subsite Directors use

Subsite Workspaces to establish and maintain their respective

subsites. What is labeled the Homepage Workspace is actually a

subset of either the Site Workspace or Subsite Workspace.
Consequently, some of the tasks discussed in this chapter will be useful for
Homepage Editors as well as Site Directors and Subsite Directors. The level
of editing privilege (i.e., Site Director, Subsite Director or Homepage Editor)
is noted for each task.

Accessing the Site Workspace
Only Site Directors have access to the Site Workspace.
To access the Site Workspace:

1. Sign in to the website. The Site Manager button will appear on the
MyStart bar. It will appear on every page of your website.

2. Click on the Site Manager button. A Site Workspace like the one
shown in Exhibit 5-1 will appear.

| &0 Community & Support | $C) Suggestions & Feedback Curvent User: Patrick Smith

Home Edit Users Tools Configure Help —.
©) schoolwlres

*Site Monager

#%. Happy Valley Area
School District

(ALPHA)

Site Workspace (Happy Valley Area School District (ALPHA))

T academics

V\:y Athletics

o Good Morning, Patrick!
‘C& @llessreems Today is Wednesday, January 25, 2006! Tutorials
& ooportments

\'_‘& o @ Getting Started @ Edit Homepage and Calendar & User Management & Tools /25{ Configure

‘\:19 Information

& o scros Welcome to Schoolwires

This information will help you get started with your Schoohwires web site,

Choose a quick task... ™

b Programs

‘\:9 Emelly Aomemas © Setup your site
<

5 Though you may decide to perform these tasks in a different order, the order here is generally most effective,
S Services

$ _ © Learn about Schoolwires Academic Portal

( ‘ “’n‘ Select a Site

Use these tutorials to learn about key areas of the Schoolwires Academic Portal.

[0 Do not show this tab again.

Mote: ©nce this tab is closed, wou will be able ta turn it back on by accessing the Configure tab,
Site
Tip of the Day! News & Announcements

By deselecting all the roles, or unchecking the Active box, you Updated: Training Job Aids (Quick Starts)
hid hile it's und truction.
EENITED Sl TR [ EieE et Updated Section Editar and Site/Subsite Directar Quick Starts.

Exhibit 5-1: Site Workspace
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Accessing the Subsite Workspace

A Site Director has access to the Subsite Workspace for each of the subsites
on the website. A Subsite Director only has access to the Subsite Workspace
for the assigned subsite.

Note: A user may be assigned as a Subsite Director for more than one subsite.

Site Directors

There are two ways for a Site Director to access a Subsite Workspace.
These are:

Navigating on the End User
Navigating within Site Manager

To access a Subsite Workspace navigating on the End User:

Sign in to the website. The Site Manager button will appear on the
MyStart bar. It will appear on every page of your website.

Choose the desired subsite from the Select a School link on the MyStart
bar.

Click on the Site Manager button. A Subsite Workspace like the one
shown in Exhibit 5-2 will display.

#Z, Happy Valley
Elementary

y\:}g Athletics

y\:}g Clubs

Faculty

q@ Select 2 Site

| @ Community & Support | @ Suggestions & Feedback

Good Evening, Patrick!
Today is Wednesday, &pril 05, 2006

@ Edit Homepage and Calendar @ User Management & Tools 25{ Configure

Use these tasks to maintain your site’s homepage and calendar,

Homepage
Edit the content of your site’s homepage.

Site Directors only®

Calendar

Tip of the Day!

Once you close out of the Site Manager browser, yvou should
refresh your End User browser to reflect any changes you
have made.

INTRODUCING

schoolwires | 4

Academic Portal

LEARN MORE

Manage vour site’s calendar by adding or importing events,

MNews & Announcements
Comprehensive AP4 Release Information
Important Note on Popup Blockers

New Section Management Information
Updated: Training Job Aids {Quick Starts)
MNew User Import Feature Information

Current User: Patrick Smith

Tutorials

Choose a quick task.,, (@

Exhibit 5-2: Subsite Workspace

User Guide
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To access a Subsite Workspace by navigating within Site Manager:

1. Sign in to the website. The Site Manager button will appear on the
MyStart bar. It will appear on every page of your website.

2. Click on the Site Manager button. A Site Workspace like the one shown
in Exhibit 5-1 will appear.

3. Click on the Select a Site link at the bottom of the Content Browser. A
Select a Site window like the one shown in Exhibit 5-3 will display.

Select a Site or Subsite
Flease click a link below to navigate to a specific site or subsite.

@ Happy Walley fArea School Districk (ALPHA]

@ Ha Wallew Elernentar

Back

Exhibit 5-3: Select a Site window

4. Click on the name of the subsite you want to access on the Select a Site
window. A Subsite Workspace like the one shown in Exhibit 5-2 will
display.

Subsite Directors
To access a Subsite Workspace:
1. Sign in to the website.

2. Navigate to your assigned subsite on the End User. The Site Manager
button will appear on the MyStart bar. It will appear on every page of your
assigned subsite.

3. Click on the Site Manager button. A Subsite Workspace like the one
shown in Exhibit 5-4 will display. Notice that you do not see a Select a
School link in the Content Browser. This link is only available to Site
Directors.
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* Site Monager | $C Suggestions & Feedback Current User: Marc Anthony

@Happy Valley Home Edit Users Tools Configure Help

Elemental
@ i Subsite Workspace (Happy Valley Elementary)
0 Athletics
@ Clubs
@ —— Good Evening, Marc!

i i |
Today is Tuesday, April 11, 2006! Tutorials

@ Edit Homepage and Calendar @ User Management & Tools E‘i’ Configure

Use these tasks to maintain your site’s homepage and calendar, Choose a quick task... %

Homepage
Edit the content of your site’s homepage.

Calendar
Manage vour site’s calendar by adding or importing events,

Tip of the Day! News 8 Announcements

Schoolwires recommends all images be directly uploaded and Comprehensive AP4 Release Information
not copied and pasted from other sites, See "How ko Insert an I tant Nok P Block

Image” in the tutarials on the Comrmunity & Suppart site, AMporiant Rote on Popup Hockers

New Section Management Information
Updated: Training Job Aids {Quick Starts)
INTRODUCING New User Import Feature Information

schoolwires 4

Academic Portal

LEARN MORE

Exhibit 5-4: Subsite Workspace as seen by Subsite Director
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Accessing the Homepage Workspace

The Homepage Workspace is actually a subset of the tasks in either the Site
Workspace or a Subsite Workspace. Only Homepage Editors will see
Homepage Workspaces since Site Directors and Subsite Directors can already
access the tasks on it from their respective workspaces.

To access the Homepage Workspace for the main site:

1. Sign in to the website. The Site Manager button will appear on the
MyStart bar.

2. Click on the Site Manager button. A Homepage Workspace like the
one shown in Exhibit 5-5 will display. You do not see a Content
Browser and the title of the workspace is Site Workspace with the
name of the main site in parenthesis.

—
“Site Monager . View Website ! @ Community & Support | S Suggestions & Feedback
Home Edit Help

Current User: Lindsey Smith

@ schoolwires

Site Workspace (Happy Valley School District)

Jomepage Workspace is labeled _
as' Site or Subsite Workspace  tutorils

Good Morning, Lindsey!
Today is Wednesday, April 12, 2006!

@ Edit Homepage and Calendar

Use these tasks to rnaintain your site’s homepage and calendar, Choose & quick task.., ¥

Homepage
Edit the content of wour site’s homepage.

Calendar
Manage your site’s calendar by adding or importing events, and maintaining calendar
categories and filtering options.

Tip of the Day! News & Anhouncements

Use the Active checkbox to keep a page or article from being Comprehensive AP4 Release Information
vigwed while vou are constructing it When vou are ready to . —— . Block

"unveil" vour page or article, simply place a checkmark in the DA s R Bl

Active box. New Section Management Information
Updated: Training Job Aids {Quick Starts)

New User Import Feature Information

INTRODUCING

s 4

Academic Portal

LEARN MORE

Exhibit 5-5: Homepage Workspace for a main site

To access the Homepage Workspace for a subsite:
1. Sign in to the website.

2. Navigate to your assigned subsite on the End User. The Site Manager
button will appear on the MyStart bar.

3. Click on the Site Manager button. A Homepage Workspace like the
one shown in Exhibit 5-5 will display. The title of the workspace is
Subsite Workspace with the name of the subsite in parenthesis. There
is no Content Browser.
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Working in Site Manager
Introduction to Site Manager

Regardless of whether you are in a Site Workspace or a Subsite
Workspace, the layout of Site Manager will be the same. A Homepage
Workspace will have essentially the same layout. However, as you saw in
Exhibit 5-5, it will have no Content Browser.

Viewing Tabs

' ‘ ' : Site Mu"uge( I | @ I:ommunity& SI.IFPOH | @ Sllml'l!& Feedback Current User: Patrick Smith
dome Edit Users Tools Configure Help _ |

) -
(ALPHA) Site Workspace (Happy Valley Area School District (ALPHA))
W Academics

Q Athletics Patrlck|<_ Name from User Profil S

Good Morning,
{}, Classrooms Today is Wednesday, January 25, 2006! T
CO nte nt w BEAIS @ Getting Started @ Edit Homepage and Calendar & User Management & Tools gi{ Configure
Cp Information
Browser Y . Choose a quick task... [
@ ourschcal Welcome to Schoolwires

) p This information wil help you get started with your Schoohwires web site.
w rograms

6 Guality Assurancs © setup your site

5 Though you may decide to perform these tasks in a different order, the order here is generally most effective,
W Services

6 _ © Learn about Schoolwires Academic Portal

f ‘ “’n‘ Select a Site

Use these tutorials to learn about key areas of the Schoolwires Academic Portal.

[0 Do not show this tab again.

Mote: ©nce this tab is closed, wou will be able ta turn it back on by accessing the Configure tab,

Site
Tip of the Day! News & Announcements
By deselecting all the roles, or unchecking the Active box, you Updated: Training Job Aids (Quick Starts)
e it & s s 6 ey e, Updated Section Editar and Site/Subsite Directar Quick Starts.
Exhibit 5-6: Site Workspace
Viewing Tabs

Notice the Viewing Tabs at the top left of the Site Manager window
shown in Exhibit 5-6. These two tabs always appear at the top of each
Site Manager.

Site Manager Tab—when you first access Site Manager, it will
default to the Site Manager tab. The information on this tab will
be in front and the tab itself will be a darker color.

View Website Tab—when you click on the View Website tab, the
information on that tab will move to the front and the tab itself will
be a darker color. Here you will see the refreshed website where
you can view any saved changes.
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Note: You will have two browser windows open:
e Site Manager browser window
e Original browser window

Links

Links at the top of Site Manager—there are two links at the top of Site
Manager:

e Link to Community & Support: This is a link to the
Schoolwires Help Site.

e Link to Suggestions & Feedback: This provides you with an
easy way to enter suggestions for product improvements.
However, you should use the link to Community & Support or
go to http://www.schoolwires.com/requestsupport to enter
support cases. You can also access Schoolwires support from
the Help drop-down menu.

Content Browser

The Content Browser on the far left displays the active channels and
provides you with access to sections and pages. It uses a tree view that
expands and collapses in response to clicking on the available
channels or sections. It is not available in the Homepage Workspace.

Note: Once you leave the Site/Subsite Workspace, you can return by:

e Clicking the site/subsite name at the top of the Content
Browser;

e Clicking on the workspace title;
e Clicking on Home on the Main Menu bar or in a breadcrumb.

The Content Browser is collapsible to enable you to enlarge the

workspace. You collaspse and expand it by clicking on the [£] between
Content Browser and the Site/Subsite Workspace. Exhibit 5-7 shows
how Site Manager appears when the Content Browser has been
collapsed. Since Homepage Editors will not see a Content Browser
(Exhibit 5-5), there is no way to collapse or expand it.

Color-coding

The workspaces are color-coded with the workspace name in
parenthesis. This provides you with a positive indication of your
location.

e Site/Subsite Workspaces are blue. In addition, since a
Homepage Editor is using a subset of the Site/Subsite
Workspaces, the Homepage Workspace is also blue and labeled
as either a Site or Subsite Workspace.

e Channel Workspaces are red.

e Section Workspaces are green.

User Guide Page 5-7
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Standard Elements

As you can see from Exhibit 5-7, there are some items that always
display when you are in the workspace. These items are:

e Choose a Quick Task--provides you with easy access to
frequently completed tasks. These include:
0 New Announcement (Site, Subsite Directors and

Homepage Editors)

New Headline (Site, Subsite Directors and Homepage

Editors)

New Event (Site, Subsite Directors and Homepage Editors)

New User (Site Directors only)

New Section (Site Directors only)

New Alert (Site and Subsite Directors)

e Tip of the Day—helpful hints for creating and maintaining your
Schoolwires website.

e News & Announcements—Iinks to hot topics from

@]

O 00O

Schoolwires.
e Link to Tutorials—links to tutorials about the Academic
Portal.
" Site Monager % View We | @ Community & Suppont | @ Suggestions & Feedback Current User: Patrick Smith
Home Edit Users Tools Configure Help . ; |
U schoolwlres
Site Workspace (Happy Valley Area School District (ALPHA))
Good Morning, Patrick! Tutorials
Today is Wednesday, January 25, 2006! Tutoria L| n k

@ Getting Started @ Edit Homepage and Calendar % User Management & Taols ﬁ! Corfigure

.
Welcome to Schoolwires

This information will help vou get started with your Schaalwires web site.

e Setup your site Choose a ule TaSk

3 =

Though you may decide ko perform these kasks in a different order, the order here is generally most effective.

© Learn about Schoolwires Academic Portal

Use these tutorials to learn about: key areas of the Schoolwires Academic Portal,

[ Do not show this tab again.

Moka: Onca this bab i closed, you will be 3ble ta burn it back on by accessing the Configure tab,

P News &
Tipofthe Day! | |P News & Announcements
If you want to have an Announcement or Headline appear Updated: Training Job Aids {Quick Starts) An nounceme ntS

i distel k this date & d ious ko th 4
In;T: Pl B33 B E ESU END (ARSI E9Ui3 B Updated Section Editor and Site/Subsite Director GQuick Starts,
S

Exhibit 5-7: Site Workspace with Content Browser collapsed
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Navigating in Site Manager
There are four main navigation elements in Site Manager. They are:
e Links: There are four main active links in the Site Workspace:
0 The site name at the top of the Content Browser is a link.

0 The workspace title: You can click on the title from anywhere
within the Site Workspace to return to the Site Workspace
Home.

0 Home on the Main Menu bar: You can click on Home from
anywhere within the Site Workspace to return to the Site
Workspace Home.

0 The Tutorials icon links to a library of Interactive Tutorials designed
to help you use the Schoolwires Academic Portal.

e Breadcrumb navigation enables you to:

0 See the tab or page on which you are working. It appears in bold. In
Exhibit 5-8, Edit Welcome Text is the current page.

0 Navigate backwards. In Exhibit 5-8, you can navigate back to Edit
Homepage or to Home (Site Workspace) by clicking on the appropriate
link.

Home Edit Users Tools Configure Help4_Mam Menu Bar

Site Workspace (Happy Valley Area School District (ALPHA))

ome = Edit Homepage = Edit Welcome Text Breadcrumbs
‘

Exhibit 5-8: Breadcrumb navigation in Site Workspace
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Main Menu bar: As you can see from Exhibit 5-8, the
Site/Subsite/Homepage Workspace contains a Main Menu bar,
which consists of a series of drop-down menus. These menus are
one way to access workspace tasks that. Generally, they correlate
with the workspace, tabs which are the fourth navigation element.

Home, however, does not correlate with any tab. It is a way to get
back to the workspace if you have navigated away from it. Help
also does not correlate with any tab in the workspace. As you can
see from Exhibit 5-9, it provides you with links to many
Schoolwires resources.

Request Support...
Wihiat's Mew

Schoolwires Tutorials

@ Schoolwires Community & Support
{7 Schoolvires Support Forums
ﬁ Schoolwires Self-Service

Schoolwires Resources

About Zchoalwires Academic Portal

Exhibit 5-9: Help Drop-down menu

User Guide
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ST 0 | @D Community & Suppot | S Suggestions & Feedback Current User: Patrick Smith
Home Edit Users Tools Configure Help |

@ schoolwires

Site Workspace (Happy Valley Area School District (ALPHA))

Tabs

Good Morning, Patrick! ‘
Today is Wednesday, January 25, 2005

@g Started @ Edit Homepage and Calendar % User Management & Taols H’ Co@

Welcome to Schoolwires

This information will help you get started with your Schookwires web site,

Tutorials

Choose a quick task... ¥

© setup your site

~
1l

Though you may decide ko petform these kasks in a different arder, the order here is generally most effective.

© Learn about Schoolwires Academic Portal

Use these tutarials ta learn about key areas of the Schoolwires Academic Portal,

[ Do not show this tab again.

Mate: &nce this kab is closed, you will be able to burn it back on by accessing the Configure tab,

Tip of the Day! News & Announcements

If you want to have an Announcement or Headline appear Updated: Training Job Aids {Quick Starts)

i diatel b this date b d. ious ko th 3

E;T: e Updated Section Editor and SitefSubsite Director Quick Starts.
S

Exhibit 5-10: Site Workspace with Content Browser collapsed

e Tabs: As you can see from Exhibit 5-10, the tasks in the Site
Workspace are organized on a series of tabs. The major tasks on
each of these tabs will be covered in detail later in this chapter.
These tabs are:

0 Getting Started tab: This tab is only available to Site Directors. It
provides them with links to tasks and resources that will assist them in
setting up their sites. Unlike the other tabs, this tab can be hidden. It
can be made visible again by clicking a check box on the Configure
tab.

o Edit Homepage and Calendar tab: All of the tasks on this tab are
available to Site Directors, Subsite Directors and Homepage Editors.
In fact, this tab is the only tab that will be visible to Homepage Editors
in their workspaces. It provides them with links to:

= Homepage task
= Calendar task

0 User Management tab: Some of the tasks on this tab are only available
to Site Directors. They are noted below. This tab provides links to:

= User Profiles: Displays the database of all registered users. Site
Directors add, import, edit or delete registered users using this
task.
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Role Management: Displays the list of all the roles (viewing
permissions) and system-generated role numbers for the site.
Site Directors add, edit or delete roles using this task.

Site Directors: Displays the list of registered users who have
been assigned as Site Directors. Site Directors assign or
remove Site Directors using this task. In the Subsite
Workspace, this task is called Subsite Directors.

Homepage Editors: Displays the list of registered users who
have been assigned as Homepage Editors for the main site (Site
Workspace) or a subsite (Subsite Workspace). Site Directors
and Subsite Directors assign or remove Homepage Editors
using this task.

0 Tools tab: Some of the tasks on this tab are only available to Site
Directors. They are noted below. This tab provides links to advanced
features and enhancement modules:

Files & Folders: Site Directors organize the files and folders
used in their sites and in the Shared Library using this task.
Subsite Directors organize the files and folders used in their
subsites using this task.

Web Address Mappings: Site Directors create and maintain
friendly URLSs for the entire sSite using this task.

Site Templates (Styler™): Styler™, an enhancement module,
must have been purchased for this to be active in the Site
Workspace. Site Directors maintain the active template and the
template library for the site using this task. A Site Director
must activate this task for subsites in order for a version of this
task to appear in the Subsite Workspace. Subsite Directors can
then apply available templates to their subsites.

Broadcast Alerts (E-Alerts): E-Alerts, an enhancement module,
must have been purchased for this to be active. Site Directors
and Subsite Directors add or edit Broadcast Alerts for their
respective Sites using this task.

Forms & Surveys: Forms & Surveys, an enhancement module,
must have been purchased for this to be active. Site Directors
and Subsite Directors create and manage forms and surveys for
their respective Sites using this task.

Page Layouts: Site Directors and Subsite Directors create and
manage page layouts that are used on their respective Sites
using this task.

Section Robot: Site Directors add or import sections to the site
and subsites using this task.

User Guide

Page 5-12



Schoolwires Academic Portal 4.0 Site Manager—Site/Subsite Workspace

= Content Routing: Site Directors and Subsite Directors maintain
content routing for their respective sites using this task.

= Site Reports: Site Directors and Subsite Directors view reports
for their respective sites using this task.

0 Configure tab: Some of the tasks on this tab are only available
to Site Directors. They are noted below. This tab provides links
to tasks needed to set up and maintain Site configurations.
These include:

= Site Configurations:

e Site Settings: Site Directors and Subsite Directors
control site information using this task. Site Directors
also control template settings if the organization has
Styler™ as well as MyStart settings.

e Sort Subsites: Site Directors control the order in which
subsites appear in the Select a School drop-down list
using this task.

= Channel Configurations:

e Edit Channel Names: Site Directors add and edit
channel names for use on the site using this task.

e Assign Channels: Site Directors and Subsite Directors
assign channels to be used on their respective Sites
using this task.

e Sort Channels: Site Directors and Subsite Directors
control the order in which the channels appear on the
Channel bar of the site using this task.

= Section Configurations: Site Directors design section
configurations that include section options and page
layouts using this task.
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Getting Started Tab

The Getting Started tab provides you with information that will assist you as
you set up your website powered by Schoolwires. As you can see from
Exhibit 5-11, you can hide this tab once you no longer require easy access to
that information.

Good Morning, Patrick!
Today is Thursday, April 06, 2006!

@‘ Getting Started @ Edit Homepage and Calendar & User Management & Tools ‘E‘J‘{ Configure

Tutorials

Choose a quick task... ¥

Welcome to Schoolwires

This information will help you get started with your Schoolwires web site.

© Ssetup your site

Though vou may decide to perform these tasks in a different order, the order here is generally most effective,

© Learn about Schoolwires Academic Portal

Use these tutorials ko lear wires Acaderic Portal.

L~ ) ) YOU Can hide this tab by
[] Do not show this tab again.
w: closed, you will be able to turn it back on by accessing the Configure tab, CI IC kl N g IN C h ec kbox h ere.
Tip of the Day! News 8 Announcements
‘fou can hide a headline while it's under construction by Comprehensive AP4 Release Information
deselecting all the roles, ar by leaving the Active box
b Important Note on Popup Blockers

New Section Management Information
Updated: Training Job Aids {Quick Starts}
INTRODUCING New User Import Feature Information

schoolwires | 4

Academic Portal

LEARN MORE

Exhibit 5-11: Getting Started tab

Hiding and Restoring the Getting Started Tab

To hide the Getting Started tab, click in the checkbox to the left of “Do not
show this tab again.”

As you can see from Exhibit 5-12, once you’ve hidden it, you can restore the
Getting Started tab from the Configure tab.
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Good Afternoon, Patrick!
Today is Thursday, April 06, 2006!

@ Edit Homepage and Calendar @ User Management

& Tools m’ Configure

Use these tasks to set up and maintain options for your site, including options for channels
and sections.

© site

Control site information, the order of your subsites, nawvigation and MyStart settings.

© Channels

Edit channel names fFar vour site and subsites; assign channels and sort channels For yvour site.
© Sections
. n you add sections manually or with the Section Robot,

[0 Show the Getting Started tab.

MNews & Announcements
Comprehensive AP4 Release Information
Important Note on Popup Blockers

Mew Section Management Information
Updated: Training Job Aids {Quick Starts)
Mew User Import Feature Information

Tip of the Day!

By deselecting all the roles {using the Options button shown to
the right of a section), vou can hide a section while it’s under
construction,

INTRODUCING

schoolwires

Academic Portal

4

LEARN MORE

Tutorials

Choose a quick task... »

Exhibit 5-13: Configure tab

Welcome to Schoolwires

This information will help you get started with your Schoolwires weh site.

@ Setup your site

Though vou may decide ta perform these tasks in a different order, the order here is generally most effective.

Add your initial users,
Aggign other Site Directoris),
Agsign Subsite Director (5) if you have subsites.

Configure the channels for the main site.

Add sections to your channels,

Plasse see the Schoolwirer Site Director Quick Start Job Aid, Chapter 15: Section
Managernent o Chapter & Channel Workspace for more information on how to add
sections ta your channels,

Add your content,

Import the rest of your users,

Assign your Section Editors & Homepage Editors,
Please see the Schoolwires Site Director Quick Start Job Aid or Chapter 5: Site Manager:
Site liiorkspace for more information on how to assign cther editars,

@ Learn about Schoolwires Academic Portal

Use these tutarials to learn sbout key areas of the Schoolwires Academic Portal.

Site Workspace Tutorials
Learn about the Site Workspace,

Channel Workspace Tutorials
Learn about the Channel Waorkspace.

Calendar Tutorials
Learn about the Calendar,

Choose a quick task... *

Exhibit 5-12: Getting Started tab
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Setting up Your Site

As you can see from Exhibit 5-13, when you expand Setup your site on the
Getting Started tab, it provides you with a logical sequence for completing the
tasks necessary to set up your Site. Many of these provide links to the actual
tasks within the Site Workspace or to documents that will assist you as you
complete the tasks.

Learning about the Schoolwires Academic Portal

When you expand this, you see a list of tutorials. Clicking on one of the
tutorials takes you to a searchable list of available tutorials. The number of
tutorials will continue to grow with the Academic Portal.
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Edit Homepage and Calendar Tab

Site Directors, Subsite Directors and Homepage Editors all have access to this
tab. For Homepage Editors, this tab represents their entire workspace.

@ Getting Started @ Edit Homepage and Calendar & User Management & Tools E"!{ Configure

Lse these tasks to maintain your site’s homepage and calendar.

Homepage
Edit the content of yvour site’s homepage,

Calendar
Manage vour site’s calendar by adding or importing events, and maintaining calendar
categores and filkterng options,

Choose a quick task... %

Exhibit 5-14: Edit Homepage and Calendar tab

You can also access these tasks through the Edit drop-down menu shown in
Exhibit 5-15.

Homepage

Calendar

Exhibit 5-15: Edit drop-down menu
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Editing the Homepage

Your homepage is the first page visitors to your site or subsite will see. You
can use it to provide them with up-to-date information about your
organization. The main site and any associated subsite(s) will each have its
own unique homepage. Exhibit 5-16 shows an example of a homepage as it
will appear on the website (i.e., End User). Its major components are:

e Welcome Text—enables you to provide visitors to your website with an
overview of your organization and your website.

¢ Announcements—enable you to provide visitors to your website with timely

information. Announcements may only appear on your homepage for a few

days. They should be brief and to the point. For information that will remain

on your website for a longer period or requires more detail, we recommend
that you use Headlines & Features.

e Headlines & Features—enables you to provide visitors with more information

than Announcements and to insert links, files and images as desired.

| A SEETA SCH00L

A DISTRICT

Schoolwires AP 4 BETA Site

“ Academics  Administration DB MNew Safari  Departments  Espanol — Initiatives  Services  Staff  Technology — Training Center  Calendar

SIGN OUT | ACCESS MYINFD ~ © SITE MANAGER

\

Announcements ) Site Shortcuts

‘Welcome bo the Schoolwires
AP Beta Sike!

Click below to access Google!
Google,com

Look at all the
super features in
Schoolwires AP4!

There wil be Fishsticks For lunch
every day for the rest of the

BETA

4

Delivering the easiest, most powertul,

®

schoolwires

Academic Portal

-

1 §

year,
7

& most affordable way for schoals
to create & manage their websites. Period

P Academic Portal 4 Internal BETA
Testing Overview & Agreement
{For Clients running BETA on
Schoolwires in-house test site)

P Academic Portal 4 Internal BETA
Q4 General Instructions (ORLY for
dlients running EETA on
Schoolwires in-house test site)

P Academic Fortal 4 Live BETA
Testing Overview & Agreement
({For Clients running BETA on their
owin Schoolwires-powered swte))

Headlines and Feature?

Weekend Celebrations
Spring Has Arrived!

Big Storm Coming
get your sleds out

SNOW DAY!

Welcome Text

One Billion Dollar Grant s

Questions or Feedbac
Terms of Use | TRUS

I ——
@ schoolwlres®

Copyright @2002-2005 Schoolwires, Inc. All rights reserved.

Exhibit 5-16: Homepage on End User

Note: Welcome Text, Announcements and Headlines & Features are the
components in the Schoolwires standard templates. If your organization has
purchased Styler™, you have the option of displaying all or none of these
three component plus an additional component—(Site) Shortcuts—within
your homepage.
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Accessing the Homepage Task
To edit your homepage:
1. Access the Site, Subsite or Homepage Workspace.

2. Click on the Homepage task from either the Edit Homepage and Calendar
tab or the Edit drop-down menu. A template of your homepage like the
one shown in Exhibit 5-17 will display.

3. It will have the following editable regions:
e Welcome Text
e Announcements
e Headlines & Features

Note: These are the editable regions in the Schoolwires standard
templates. If your organization has purchased Styler™, you will have
the option of displaying all or none of those three editable regions plus
an additional editable region—(Site) Shortcuts—within your
homepage template. As you can see, Exhibit 5-17 contains (Site)
Shortcuts. If you have a custom template, the number and location of
the editable regions will be determined by the design of the custom
template.

Home = Edit Homepage

LT TR R R

o
B e » ¢ (For Oents running BETA an

¥ There wil be Fishsicks fornch + & BETA I ¢ Schaohwresin-house teg ste)
every coy forthe restof the ¥ -IB

»year. = & B Academic Portal 4 Intemal BETA

H g = b A GenemlInstructions (ONLY far
sLook af all the i =, ® P L cients uaning BETA an
Lauper features in : : ' @ sC Wires 4 It Schoolwiesin-house ted ste)

. .t -5

o . o H o 5 % B fcaderic Partal 4 Live BETA
tSchoohvires AP41 & ¢ = Academic Portal Testing Owervew & Agreement

: g o
*wekeme tothe Schootwires  § F o L+ (For Qentsrunning BETA on ther
» AP Blota Skt = 4 awn Schaalwies-pawered dte)

Edit Announcements E

= Teadlines and Features

* *NCAA Tournament Pool Fundraiser
Big Storm Coming

= Eget your skeds aut
Edit Welco me Text .
TSNOW DAY!

vOne Bilion Dollar Grant

H

*Weekend Celebrations
TSunset and Evening Star

Edit Headlines & Features

Quastion i or Paddia 7

Tarrs of Lsa

Exhibit 5-17: Homepage template
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Editing Welcome Text

To edit Welcome Text, click on the Edit Welcome Text button in the
template of your homepage. A Schoolwires Editor like the one shown in
Exhibit 5-18 will display. You can enter and format content text within the
Schoolwires Editor or copy and paste from another source, such as
Microsoft® Word, Excel or your current website. You may need to do
some reformatting when copying and pasting.

The Schoolwires Editor shown in Exhibit 5-18 will display if you are
using a PC with Internet Explorer or Firefox or a Mac with Firefox. If you
are using a Mac® with Safari™, you will see a Java-based Editor. See
Chapter 8: “Working with the Schoolwires Editor"" for more information

on the Editor.

VRSGh i RREGE v 8 @
A Styles ~ Forthame~ Sizz2 -~ Aadp " B ;i U ¥

BB0 - 4083 O g B fowe-

Il
il
lill
111
1]
il
i
1

2 VIEWHTHL  EDITIN @D EDITIN

Save Cancel Create E-Alert...

Exhibit 5-18: Schoolwires Editor
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Editing Announcements

Announcements generally include information that you only want to
appear on your homepage for a few days. They should be brief and to the
point. For information that will remain on your website for a longer period

or requires more detail, we recommend that you use Headlines &

Features.

Adding a New Announcement

To add an announcement:

1. Click on the Edit Announcements button in the template of your
homepage. An Announcements window like the one shown in Exhibit

5-19 will display.

Status
Inactive
Inactive
Active
Active
Active
Active
Active
Artive

Active

Home = Edit Homepage > Announcements

New Announcement

Announcements
Announcements are listed below,

Sort Announcements

Anhouncement
test
Mineth Grade Dance on March 10th
It is snowing
Google me
Check this out
Lunch with Superintendent
Fish Sticks for lunch2
Mews AP4

Wlcome Message

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Exhibit 5-19: Announcements window

2. Click on the New Announcement button on the top left. A New
Announcement Title window like the one shown in 5-20 will display.

Note: You can also add a new Announcement by choosing New
Announcement from the Choose a quick task drop-down menu

within the workspace.
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Home = Edit Homepage > Announcements = New Announcement

New Announcement
Enter a new announcernent below,

Announcement
MName:
Nexrt Cancel

Exhibit 5-20: New Announcement Title window

Enter the Name of the announcement. This will be the title of the

announcement that appears in the Announcements window. It will not
be visible to visitors to your website.

Click the Next button. An Edit Announcement window like the one
shown in Exhibit 5-21 will display. Notice the limited-function

Editor.

Edit Announcement
Edit the announcement below,

Announcement Roles

Name:

Home > Edit Homepage = Announcements > Edit Announcement

IPermlasmns Slips for Spain

Announcement:

VihBGHE 9 ¢ 2

%g% Fort Mame = Size =~ B §

=
I=

When will this item be displayed?
Enter the dates the item will be displayed.

Start Date: [4/17/2006 <:11:47 FM

End Date: |4;16,'ZDDQ 4:11:47 PM
Active: []
Save Cancel Create E-Alert

aa

Exhibit 5-21: Edit Announcement window
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5. Enter the text for the announcement in the limited-function Editor.

6. Enter the Start Date/Time and End Date/Time for the announcement.

TIP: Clicking on this icon B will bring up a calendar that you
can use to find the date you want. The default start date/time
is the date and time you create the announcement. The default
end date/time is three years from the date you created the
announcement. The format for the date and time must be:

mm/dd/yyyy hh:mm AM or PM.

7. If you wish to limit who can view the announcement, click on the
Roles tab. A Roles tab like the one shown in Exhibit 5-22 will display.

Home > Edit Homepage > Announcements > Edit Announcement

Edit Announcement
Edit the announcerment below.

Announcement  Roles

Who can view this item?

Click. in the check boxes ko the left of the viewing permissions (roles) For which you wish this headline to display,

[ Administratar (120)
[JeETA Ga f110)

[ BETA Role Tester (107)

[ BETA Teacher (109

[ BETA Tester (108)

[ community (115)

[ pistrict web Manager (106)
General Public (ALL) (1)
[JHigh School Teachers (117)
Intranet User (5]

Active: []

Dparents [118)

[ rrincipal Test (121)
[¥]Registered Guest (2)
DSchool Board [114)
[ students (118)
[JTeachers (1135)
[Jweb pude (1132)

Save Cancel Create E-Alert

Exhibit 5-22: Roles tab of Edit Announcement window

8. Designate who can view this announcement by selecting the desired
viewing permissions (roles) and deselecting all others. Note: If you
make no changes on this tab, the default viewing permissions (roles)
will apply (Intranet Acct, General Public (ALL) and Registered
Guest), and any visitor to the website will be able to view this
headline. See Chapter 3: “Site Structure, Navigation and User
Registration” and “Role Management” later in this chapter for more
information on viewing permissions (roles).

9. Click in the Active check box if you want to make the announcement
visible on your homepage on the Start Date. If you don’t make the
announcement active, it will not display on your website on the Start
Date. You can enter an announcement at any time (preplanning), but
have it display in the future by setting the date in the future and
making it active. It will automatically appear on the website on the
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Start Date and disappear from the website on the End Date. Although
it does not display on the website after the End Date, it remains in Site
Manager. You can, therefore, edit it and reuse it in the future.

10. Click on the Save button. A window confirming the successful save
will display. If you use the breadcrumbs to navigate back to the
Announcements window, you will see the new announcement. If you
made it active, it will appear on the homepage within the specified
date range.

Editing an Announcement
To edit an announcement:
1. Click on the Edit Announcements button in the template of your

homepage. An Announcements window like the one shown in Exhibit
5-23 will display.

Home = Edit Homepage > Announcements

New Announcement Sort Announcements

Announcements
Announcements are listed below,

Status Anhouncement

Inactive test be
Tnactive Mineth Grade Dance on March 10th Edit  Delete
Active It is snowing Edit Delete
Active Google me Edit Delete
Artive Check this out Edit | Delete
Active Lunch with Superintendent Edit Delete
Active Fish Sticks for lunch2 Edit| | Delete
Artive Mews AP4 Edit Delete
Active Wlcome Message Edit Delate

Exhibit 5-23: Announcements window

2. Click on the Edit button to the right of the announcement you wish to
edit. An Edit Announcement window like the one shown in Exhibit 5-
21 will display.

Make changes to the text, dates and roles as required.

4. Click on the Save button. A window confirming the successful save
will display. If you made it active, the changes will display on the
homepage within the specified date range.
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Sorting Announcements

You can change the order in which the announcements appear on the
End User. To sort the active announcements:

1. Click on the Edit Announcements button in the template of your
homepage. An Announcements window like the one shown in Exhibit
5-24 will display.

Home > Edit Homepage > Announcements

New Announcement Sort Announcements

Announcements

Announcements are listed below,
Status Announcement
Inactive test Edit Delate
Inactive Mineth Grade Dance on March 10th Edit Delete
Active It is snowing Edit Delete
Active Google me Edit Delete
Active Chedk this out Edit | Delete
Active Lunch with Superintendent Edit Delete
Active Fish Sticks far lunch2 Edit Delete
Active Mewy AP Edit | Delete
Active ‘welcome Message Edit Delete

Exhibit 5-24: Announcements window

2. Click on the Sort Announcements button on the top right. A Sort
Announcements window like the one shown in Exhibit 5-25 will
display.

Home > Edit Homepage = Announcements = Sort Announcements

Sort Announcements
Highlight the first announcement youw wish to move then use the up and down arrows to move the announcement into the position in
which you want it to display, Repeat these steps until the active announcements are in the desired order, Click Save.

Active Announcements

[tis snowing

Google me

Check this out

Lunch with Superintendent
Fish Sticks for lunch2
Mew AP

Welcome Message

Save Cancel

Exhibit 5-25: Sort Announcements window
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3. Highlight the first announcement you wish to move.

4. Use the up and down arrows to move the announcement into the
position in which you want it to display.

5. Repeat Steps 3 and 4 as required until you have the announcements in
the desired order.

6. Click on the Save button. The Announcements window will return as
the active window with the active announcements in the desired order.
They will display in the new order on the End User.

Deleting an Announcement
To delete an announcement:
1. Click on the Edit Announcements button in the template of your

homepage. An Announcements window like the one shown in Exhibit
5-26 will display.

Home > Edit Homepage > Announcements

New Announcement Sort Announcements

Announcements

Announcements are listed below,
Status Announcement
Inactive test Edit T
Inactive Mineth Grade Dance on March 10th Edi
Active It is snowing Edit DeTEte
Active Google me Edit Delete
Active Chedk this out Edit | Delete
Active Lunch with Superintendent Edit Delete
Active Fish Sticks far lunch2 Edit Delete
Active Mewy AP Edit | Delete
Active ‘welcome Message Edit Delete

Exhibit 5-26: Announcements window

2. Click on the Delete button to the right of the announcement you wish
to delete. A confirmation window like the one shown in Exhibit 5-27
will display.

b J Click @K b delete this ibem!
3 Remember, this is permanent, and DATS WILL BE LOST!

L Ok ] [ Cancel

Exhibit 5-27: Confirmation window
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3. Click on the OK button. The Announcements window will return as the
active window. The announcement will be deleted. If it was an active
announcement, it will no longer display on the End User.

Editing Headlines & Features
Headlines enable you to link to items on your homepage that are lengthy

and/or require images or formatting. For concise information that will

remain on your website for a shorter period, we recommend that you use
Announcements.

Adding a New Headline
To add a new headline:
1. Click on the Edit Headlines & Features button in the template of your

homepage. A Headlines window like the one shown in Exhibit 5-28
will display.

Home = Edit Homepage = Headlines

Mew Headline Sort Headlines

Headlines
Headlines are listed below,

Status Headline Title
Inactive Shart Edit  Delete
Active SHNOWY DAY Edit Delete
Active Big Storm Coming Edit Delete
Active Weekend Celebrations Edit  Delete
Active This is the MEW HEADLINE Edit  Delate
Active Sunset and Evening Star Edit  Delete
Active Super Bowl Tickets Fundraiser Edit Delete

Exhibit 5-28: Headlines window

2. Click on the New Headline button on the top left. A New Headline
window like the one shown in Exhibit 5-29 will display.

Note: You can add a new Headline by choosing New Headline
from the Choose a quick task drop-down menu within the
workspace
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Home = Edit Homepage > Headlines = New Headline
New Headline
Enter a newr headline below,

Headline

Title:

Teaser Text:
Appears below the Title, Should be a shart, catchy description designed to pique interest, Limit to 255 charactars.,

Next Cancel

Exhibit 5-29: New Headline Title window

Enter the title for the new headline.

4. Enter teaser text in the Teaser Text field. This will appear with the title
of your headline on your homepage. It should be a short, catchy
description of the headline designed to pique interest like the opening
paragraph in a newspaper article.

TIP: You are limited to 255 characters for the teaser text.

5. Click on the Next button. An Edit Headline window like the one
shown in Exhibit 5-30 will display. The window consists of four tabs:

e Headline tab: Enter the headline title, teaser text and display start
and end dates. You can make the headline active or inactive.

e Headline Body tab: Enter the content of the headline into the
Schoolwires Editor.

e Roles tab: Determine who can view this headline by choosing
viewing permissions (roles).

e Author tab: Enter information about the author or contact person if
desired.

Note: If you are using Safari on a Mac, the Headline Body tab
will not display. Instead, the Java-based Schoolwires Editor
will display at the bottom of the Headline tab.
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Home > Edit Homepage = Headlines > Edit *olleyball Team Wins State Championship®

Edit Headline

< Headline Headline Body Roles Author

)

Ll Styles * FontMame = Size =~ Aap "B ; U ¥ =

EBI - 4280 O & o g o fowdes

1
Il
i
i
i
i
!

5L OVIEWHIML  EDITIN @ EDITIN

Save Cancel Create E-Alert

active: [

Exhibit 5-31: Edit Headline window

6. Click on the Headline tab. A Headline window like the one shown in
Exhibit 5-30 will display.

Home = Edit Homepage = Headlines = Edit "Yolleyball Team Wins State Championship®

Edit Headline
Edit the headline below,

Headline Headline Body Roles Author

Title:
|VDIIeybaII Team Wing State Championship

Teaser Text:
Appears below the Title, Should be a shart, catchy description designed to pique interest, Limit to 255 characters,

When will this item be displayed?
Enter the dates the item will be displayed.

Start Date: [2/15/2006 12:35:56 P |

End Date:  [2/14/2009 12:35:56 Pl i
Active: []

Save Cancel Create E-Alert

Exhibit 5-30: Headline window
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10.

a. Edit the title as needed. This is the title that will appear on your
homepage and should be similar to a headline you might see in a
newspaper.

b. Edit the teaser text as needed.

c. Enter the start date for the headline in the Start Date field. The
headline will not appear on your website until that date. Note: The
headline must be set as Active in order to appear on your website
on the designated Start Date.

TIP: Clicking on the calendar icon B will bring up a
calendar that you can use to select the desired date. The
default start date/time is the date you created the
headline. The format for the date and time must be:
mm/dd/yyyy hh:mm AM or PM.

d. Enter an end date for the headline in the End Date field. The
headline will no longer be displayed on your homepage after the
end date. It will remain in the Site Workspace after the expiration
date unless you delete it.

TIP: The default end date/time is three years from the date
you created the headline.

e. Click in the Active check box if you want the headline to be visible
to visitors to your website. As long as the headline is Inactive it
will not appear on the website.

TIP: While the headline is under construction, leave the
Active box unchecked. Remember to make it active or it will
not appear on the date you selected.

Click on the Headline Body tab. The Schoolwires Editor will display
in the Headline Body window as it does in Exhibit 5-30.

Enter the content of the headline in the Schoolwires Editor. See
Chapter 8: “Working with the Schoolwires Editor” for more
information.

Click on the Save button as you work to save your headline content.

Click on the Roles tab (optional). A Roles window like the one shown
in Exhibit 5-32 will display. Designate who can view this headline by
selecting the desired roles and deselecting all others. Note: If you
make no changes on this tab, the default viewing permissions (roles)
will apply (Intranet Acct, General Public (ALL) and Registered
Guest), and any visitor to the website will be able to view this
headline. See Chapter 3: “Site Structure, Navigation and User
Registration” and “Role Management” later in this chapter for more
information on viewing permissions (roles).
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Home = Edit Homepage = Headlines = Edit "Yolleyball Team Wins State Championship®

Edit Headline
Edit the headline below.

Headline Headline Body ~ Roles Author

Who can view this item?

Click in the check boxes ta the left of the viewing permissions (roles) For which you wish this headline to display.

FINTRANET ACCT* (5) [ Teacher (108)

[ adrministrators (110) [ Technical staff (113)
[¥] General Public (ALLY (1) [Jtest (115)

[CJrarent (107)

D Guality Azsurance [114)

Registered Guest (2]

[ staff (109)

[ student (108)

Active: []

Save Cancel Create E-Alert

Exhibit 5-32: Roles window

11. Click on the Author tab (optional). A blank Author window like the
one shown in Exhibit 5-33 will display. Enter the name, phone number
and email address of the author or contact person. You can enter the
name with no other contact information if you desire.

Home = Edit Homepage > Headlines > Edit "¥olleyball Team Wins State Championship®

Edit Headline
Edit the headine below,

Headline Headline Body Roles  Author

Name:

|
Phone No:

Email Address:

active: [

Save Cancel Create E-Alert

Exhibit 5-33: Author window

12. Click on the Save button. A window confirming the successful save
will display. If you use the breadcrumbs to navigate back to the
Headlines window, you will see the new headline. If you made it
active, it will appear on the homepage within the date range.
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Editing a Headline
To edit a headline:

1. Click on the Edit Headlines button in the template of your homepage.
A Headlines window like the one shown in Exhibit 5-34 will display.

Hore = Edit Homepage = Headlines

Mew Headline Sort Headlines

Headlines
Headlines are listed below:

Status Headline Title

ITnactive Short

Active SMNOW DAY

Active Big Storm Coming Edit  Delete
Active Weekend Celebrations Edit  Delate
Active This is the MEW HEADLINE Edit  Delete
Active Sunset and Evening Star Edit Delete
Active Super Bowl Tickets Fundraiser Edit Delete

Exhibit 5-34: Headlines window

2. Click on the Edit button to the right of the headline you wish to edit.
An Edit Headline window like the one shown in Exhibit 5-35 will
display.

Home = Edit Homepage = Headlines > Edit "Yolleyball Team Wins State Championship®
Edit Headline
Edit the headine below.

Headline ~ Headline Body Roles Authaor
VRGHh y2BEE ¢ <=2 &
Aj Styles ~ FortMame ~ Size - A W@B i U ¥ = =

ER0 - 4283 O &E el &5 ook

il
1l
i
i
i
m

S5 VIEWHTML  EDITIN @ EDITIN

Save Cancel Create E-Alert

active: [

Exhibit 5-35: Edit Headline window
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3. Make changes to the information on the tabs as required.

4. Click on the Save button. A window confirming the successful save
will display. If you made it active, the changes will display on the
homepage within the date range.

Sorting Headlines

You can change the order in which the headlines appear on the End
User. To sort the active headlines:

1. Click on the Edit Headlines & Features button in the template of your
homepage. A Headlines window like the one shown in Exhibit 5-36
will display.

Home = Edit Homepage = Headlines

Sort Headlines

Mew Headline

Headlines
Headlines are listed below,
Status Headline Title

Inactive Shart Edit  Delete
Active SHNOWY DAY Edit Delete
Active Big Storm Coming Edit Delete
Active Weekend Celebrations Edit  Delete
Active This is the MEW HEADLINE Edit  Delate
Active Sunset and Evening Star Edit  Delete
Active Super Bowl Tickets Fundraiser Edit Delete

Exhibit 5-36: Headlines window

2. Click on the Sort Headlines button on the top right. A Sort Headlines
window like the one shown in Exhibit 5-37 will display.
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Home > Edit Homepage = Headlines > Sort Headlines

Sort Headlines
Highlight the first headline you wish to move then use the up and down arrows to move the headline into the position in which you want
it to display. Repeat these steps until the active headlines are in the desired order. Click Save

Spring Has Arrived|
Big Storm Coming
SHOW DAY

One Billion Dollar Grant
Weekend Celebrations

Save Cancel

Exhibit 5-37: Sort Headlines window

3. Highlight the first headline you wish to move.

4. Use the up and down arrows to move the headline into the position in
which you want it to display.

5. Repeat Steps 3 and 4 as required until you have the headlines in the
desired order.

6. Click on the Save button. The Headlines window will return as the
active window with the active headlines in the desired order. They will
display in the new order on the End User.
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Deleting a Headline
To delete a headline:

1. Click on the Edit Headlines button in the template of your homepage.
A Headlines window like the one shown in Exhibit 5-38 will display.

Home = Edit Homepage = Headlines

Mew Headline Sort Headlines

Headlines
Headlines are listed below,

Status Headline Title
Inactive Shart Edi
Active SHNOWY DAY Edit Delete
Active Big Storm Coming Edit Delete
Active Weekend Celebrations Edit  Delete
Active This is the MEW HEADLINE Edit  Delate
Active Sunset and Evening Star Edit  Delete
Active Super Bowl Tickets Fundraiser Edit Delete

Exhibit 5-38: Headlines window

2. Click on the Delete button to the right of the headline you wish to

delete. A confirmation window like the one shown in Exhibit 5-39 will
display.

2 Click K ko delete this item!
- Remember, this is permanent, and DATS WILL BE LOST!

L Ok J[ Cancel ]

Exhibit 5-39: Confirmation window

3. Click on the OK button. The Headlines window will return as the
active window. The headline will no longer appear on the list. If it was
an active headline, it will no longer display on the End User.
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Editing (Site) Shortcuts

Schoolwires offers Hierarchy List Navigation. At the site level, this is
called (Site) Shortcuts.

Hierarchy List Navigation allows you to build your own navigation at the
site, subsite, and section level. It provides you with the ability to add depth
below the section level on your site. It also provides automated link
support for sites, sections and pages.

Hierarchy List Navigation at the site and subsite level is dependent on
templates. Therefore, in order for Site Directors and Subsite Directors to
build Hierarchy List Navigation (Site Shortcuts) at the Site and subsite
level, their organizations must have purchased Schoolwires Styler™.

Since Hierarchy List Navigation at the section level is not dependent on
templates, Section Editors may build Hierarchy List Navigation on their
sections, provided the Site Director or Subsite Director has enabled
Hierarchy List Navigation for the sections.

See Chapter 9: “Edit Site and Section Hierarchy Navigation” for more
information on editing Hierarchy List Navigation.
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Editing the Calendar

Each site, subsite and section has its own calendar. Using the Schoolwires
calendar:

Site Directors, Subsite Directors, Homepage Editors and Section
Editors can:

o

O O O O

(0]

Add events that require minimal information by using the Quick
Event feature.

Add detailed events.
Import events.
Create recurring events.

Create registered events and view, print and export the rosters of
the registered events.

Add attachments to events.

Site Directors can:

o

Create event categories that will allow visitors to quickly identify
events.

Enable filters for use by visitors to your website. By applying these
filters, these visitors can view only the calendar events in which
they are interested. These events can be from any site or subsite or
section calendar whose filter the Site Director has enabled.

Create mandatory events. These will display on all calendars (i.e.,
calendars on every subsite and every section). Note: The
Homepage Editor for the main site can also create mandatory
events.

Allow events from subsites as well as the sections on the main site
to be posted to the calendar on the main site.

Subsite Directors can:

o

Request that subsite events be posted to the calendar on the main
site.

Allow events from sections on their subsites to be posted to the
calendar on their subsites.

Section Editors can request that events on the section calendar be
posted on the calendar of the Site or subsite in which the section
appears.

Visitors to your website can:

(0]
(0}

View the calendar using monthly, weekly and daily views.

Apply filters to the calendar to make all events visible in one place.
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O Print an event or the calendar view.
0 Export an event.
e Registered users of your website can:

O View events that are only visible to certain users (by role) if they
have been assigned that role.

0 Register for events once they have signed in.
0 View all events for which they have registered.

A Site Director has access to all calendars (i.e., calendars for the site, and all
subsites and sections), while the Homepage Editor for the main Site has access
to the site calendar only.

A Subsite Director has access to all calendars on the assigned subsite (i.c., that
subsite calendar and all section calendars on that subsite), while the
Homepage Editor for each subsite has access to that subsite calendar only.

A Section Editor only has access to the calendar for the assigned section.

See Chapter 13: “Working with the Schoolwires Calendar” for more
information.
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User Management Tab

As you can see from Exhibit 5-40, on the User Management tab, you can
access the following tasks:

e User Profiles—allows Site Directors to add users one at a time or import them
in batches. It also allows them to edit the profiles of registered users and
delete them from the database if required.

e Role Management—allows Site Directors to add or edit roles (viewing
permissions) used on the entire Site.

e Site Directors—allows Site Directors to update the list of registered users who
have this editing privilege for the entire site. In a Subsite Workspace, this task
is called Subsite Directors. It allows Site and Subsite Directors to update the
list of registered users who have this editing privilege for that particular
subsite.

e Homepage Editors—allows Site Directors to update the list of registered users
who have this editing privilege for the main site. In a Subsite Workspace, it
allows Site and Subsite Directors to update the list of registered users who
have this editing privilege for that particular subsite.

@ Getting Started Edit Homepage and Calendar @ User Management & Tools E&’ Configure
Use these tasks to maintain user information, including viewing permissions (roles) and Choose a guick task.., [+

editing privileges.

User Profiles
fdd or edit registered users for vaour site.

@ Role Management

fdd or edit user roles for your site,

Site Directors
Update the list of people who manage information on wour site,

@ Homepage Editors

Update the list of people who manage information for vour homepage and calendar,

Exhibit 5-40: User Management tab

You can also access these tasks through the Users drop-down menu shown in

Exhibit 5-41.

Uzer Profiles

Fole Management

Site Directors

Humepage Editars

Exhibit 5-41: Users drop-down menu
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User Profiles Task

As discussed in Chapter 3: “Site Structure, Navigation and User Registration,”
there are three ways users are registered on your website. These are:

Users can register themselves if your organization has enabled site
registration. See Chapter 3: “Site Structure, Navigation and User Registration’
for more information on how users do this. Schoolwires does not recommend
this as the way to register all your users.

b

You can register users one at a time. You will do this on the Users tab of the
User Profiles task. You can access this task from the User Management tab or
the Users drop-down menu in the Site Workspace. See Chapter 5: Site
Manager—Site Workspace” for detailed information on how to register users
one at a time. It is also covered in Appendix F: “Quick Starts.”

TIP: Selecting New User on the Choose a quick task in the Site
Workspace takes you to a blank user profile.

You can import a data file of users. You will do this on the Import Users tab
of the User Profiles task. You can access this task from the User Management
tab or the Users drop-down menu in the Site Workspace. You will use a CSV
(comma separated value) file when you import users. See Chapter 5: “Site
Manager—Site/Subsite Workspace” and Appendix G: “User Import Guide”
for detailed information on how to import users. The benefits to importing
your are:

0 Allows you to assign roles (viewing permissions).
0 Offers a quick way to register all users.

0 Allows you to remove a set of users by rolling back the import.

When you click on the User Profiles task from either the User Management
tab or the Users drop-down menu, a Users window like the one shown in
Exhibit 5-42 will display. There are two tabs in this window:

Users tab: displays the current list of registered users from which you can:
O Add anew user.

o0 Edit the profile of a user.

0 Remove a user from the database.

0 Export the current list of registered users.

Import tab: displays a list of imports from which you can:

O Import users.

0 Send emails to users that were in an import file.

0 View exceptions for an import.
(0]

Undo an import, which removes all the users that were in that import file.
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Locating a User Profile

There are five search tools that will help you find a particular user profile.
These are:

Tab

Last
Name

Site Workspace (Happy Valley Area School District (ALPHA))

New User Export Users... Role

Last Name and Role Filter:

Enter last name or role and click Fitegflor a filtered list of registered usely,

lter | Reset

Currently 45 registered users

A|BICIDIEIEIGIHILI2IKILIM[NICTE g\a|;\1|u|z|wmuz|&|4_A|phabet Filter
Last Name First Name Email Address Last Visit
Allen Melina Mallen@schoolhwires. com 1/24f2006 4:51:39 PM Edit Remove
Anthory Marc manthory@schoobyires, com 4{19f2006 11:24:11 AM Edit |Remove
Bartholornay Diang dbartholomay@schoohwires.com Mever Edit Remowve
Carpenter Murphyc murphycommidstatecollege. conm 1/12{2006 3:28:14 PM Edit |Remove
Checker Spell spellcheck@aaa.com 8/8/2005 3:41:56 AM Edit Remowve
Craig Chioe keraig@schoohwires. com 1/5/2006 2:20:23 PM Edit | Remove
Deep Cathy catherinedeep@yahoo.com 9272005 2:18:19 PM Edit Remove
Directar Subsite rstivers@schoolwires,com 2/23f2006 10:30:13 AM Edit | Remowve
Doe Jane test@schoolwires, com Mever Edit  Remove
Coe Jane Jsimon@schookwires.cam 1/24f2006 9:58:39 AM Edit | Remove
Douglas Haig hdouglas@schoolwire,com 1/6/2006 12:53:24 PM Edit Remove
Egli Michele megli@schookwires, com 12/19/2005 S:06:54 PM Edit | Remove
Hornat Gretchen ghoman@schoohires.com MNever Edit Remove
Homepage Editar tickstivers@grnal.com 2{28f2006 2:25:56 PM Edit |Remove
King Sky sking@schoolwires.com Mever Edit Remove
Learn 5 clearn@schoolwires.com 2{24{2006 1:24:14 PM Edit |Remove
Learn Craig clearn@schoohwires.com 3/6/2006 5:12:01 FM Edit Remowve
Letterman Rick tletterman@schoolwires.com 1/25/2006 1:25:39 PM Edit | Remove
Long Dave dlongi@gsd1.org 1/4/2006 1:53:00 PM Edit Remowve

smiller@schoohwires,com MNever Edit | Remove

Exhibit 5-42: Users window

Use the Last Name Filter to find users. Enter a last name or part of a last
name and click the Filter button. Only users whose last names begin with
the letter or letters you entered will display. Click the Reset button to
display the entire list of users again.

Use the Roles Filter to find users. Choose a role (viewing permission)
from the drop-down list and click the Filter button. Only users with that
role will display. Choose All from the drop-down list or click the Reset
button to display the entire list of users again.

Use the Alphabet Filter to find users. Click on a letter and only users
whose last names begin with that letter will display. Click the Reset button
to display the entire list of users again.
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Use the Go button on the bottom left of the window to get to a certain
page. Enter the page number and click on the Go button. That page of uses
will display.

Use the arrows on the bottom right of the window to move through the list
of users, one page at a time or move to the first or last page.
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Users Tab
The Users tab displays the list of all registered users. On this tab, you can:
e Add anew user.
e Edit the profile of a user.
e Remove a user from the database.
e Export the current list of registered users.

Adding a User

TIP: Before registering a user, check to see if he/she is already
registered. Use one of the search tools to make this task easier.

To add a user:
1. Access the Site Workspace.

2. Click on the User Profiles task from either the Users drop-down menu
or the User Management tab. A Users window like the one shown in
Exhibit 5-43 will display.

Site Workspace (Happy Valley Area School District (ALPHA))

Home > Users
New Use r—p ©M
Last Name and Role Filter:
Enter last name or role and click Fiter for a fltered list of registered users,
| All +| Filter | Reset
Currently 45 registered users
AlBICIDIEIEIGIHILIAIKILIMINIQIPIQIRISITIU|YI W 2| Y[Z]AL]
Last Name First Name Email Address Last Visit
Allen Melina Malen@schoohwires.com 1/24/2006 4:51:39 PM Edit  Remowve
Anthory Marc manthony@schoolwires.com 4/19/2006 11:24:11 AM Edit,  Remove
Bartholornay Diare dbartholomay@schoolwires,com MNewer Edit Remove
Carpenter Murphyc murphycommi@statecollege. com 1/12f2006 3:28:14 PM Edit|  Remove
Checker Spel spelicheck@aaa. com 8/8f2005 3:41:56 AM Edit  Remove
Craig Chlog keraigischoolwires, com 1/5/2006 2:20:23 PM Edit Remove
Deep Cathy cathetinedespi@yahoo, com 9f27,/2005 2:18:19 PM Edit Remove
Directar Subsite rstivers@schodlwires.com 2{23/2006 10:30:13 AM Edit|  Remove
Doe Jane test@schoolwires .corm MNevar Edit  Remove
Doe Jane Jsimon@schoolwires, com 1/24/2006 9:58:39 AM Edit,  Remove
Douglas Haig hdouglas@schoolwire com 1/6/2006 12:59:24 PM Edit Remove
Edgli Michele megliischoolwires.com 12{19/2005 5:06:54 PM Edit Remove
Horman Gretchen ghoman@schoohwires.com MNewer Edit  Remove
Homepage Editor rickstivers@gmail.com 2{28/2006 2:25:56 PM Edit|  Remove
King Sky sking@schoolwires.com Never Edit Remove
Learn (=1 clearn@schoohwires,com 2{24{2006 1:24:14 PM Edit | Remove
Learn Craig clearni@schoolwires.com 3f6f2006 5:12:01 PM Edit Remove
Letterman Rick tletterman@schoolwires. com 1/25/2006 1:25:39 FM Edit|  Remove
Long Dave diong@gsdl.org 1/4/2006 1:53:00 PM Edit Remove
Miller Steve smiller@schockwires.com Mever Edit |Remove
Page: Il_ E0 of3 [= 1~ 0= >

Exhibit 5-43: Users window
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3. Click on the New User button in the upper left. A blank user profile
like the one shown in Exhibit 5-44 will display.

New User

*=Required fields

Enter the new user infarmation below.

First Name* Last Name *

Address

City, State & Zipcode

@ User Roles

Aszign viewing permission(s) to this

I |

E-mail *

user,

You must save this user

Sign-In Name *

Save Cancel

e

before identifying role(s).

Locked Password* Confirm*

O |

Exhibit 5-44: Blank User Profile

4. Enter the pertinent information. Items with an asterisk (*) are required.

a. If your organization has purchased the E-alerts enhancement
module, the E-alerts checkbox will display. It defaults to active
(i.e., checked).

b. The Locked checkbox should be unchecked. This will be discussed
later in this chapter.

5. Click on the Save button. The user will be registered and will receive a
confirming email with the Sign-in Name and password.

Note: You cannot assign roles (viewing permissions) to a user until
you have saved that user. If you wish to assign roles after registering a
user, you must click on the Edit button to the right of the user’s name.
A user can have more than one role. You can develop custom roles
using the Role Management from either the User Management tab or
the Users drop-down menu. See “Role Management” later in this
chapter for more information.
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Unlocking a User Profile

When a user signs in, the system tries to match the Sign-in Name with
a Sign-in Name for a currently registered user. If it is either unable to
find that Sign-in Name or the password does not match the one for that
Sign-in Name, it returns a message like the one shown in Exhibit 5-45.

You may visit this site as a guest without
cornpleting registration or sign in. Registration,

as well as the ability to personalize certain
features.

Sign In Name:

Password:

If you have forgotten your Sign In andfor
Passward, please click here to retrieve it.

Sign In Notice: Mo profile matching the Sign-In
Marme and Password provided has been found,
I —— 2 /

however, will give you access to certain features

Exhibit 5-45: No Profile message

If a user enters a correct Sign-in Name but an incorrect password five
times, that user will be locked out. A message like the one shown in
Exhibit 5-46 will display on the sixth attempt.

C

Sign In Notice: Your Sign In Name has been
locked. Please contact your systerm administrator
to reset your login,

— /

You may wisit this site as a guest without
completing registration or sign in. Registration,
however, will give you access to certain features
as well as the ability to personalize certain
features.

Sign In Name:

Password:

FEignin ] (Concel

D

lick here to have Sign-in
Name and Password emailed

If you have forgotten your Sign In and/
Password, please click her y

Exhibit 5-46: Lock-out message

TIP: The best way to avoid being either locked out or simply frustrated
is for a user to have both the Sign-in Name and the password emailed
by clicking on “click here” at the bottom of the Sign-in window.
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If a user is locked out, only a Site Director can unlock that user. To
unlock a user:

1. Access the Site Workspace.

2. Click on the User Profiles task from either the Users drop-down menu
or the User Management tab. A Users window like the one shown in
Exhibit 5-47 will display.

Site Workspace (Happy Valley Area School District (ALPHA))

Home = Users
New User Export Users...

Last Name and Role Filter:

Enter last name or role and click Fifter for a filtered list of registered users.

[ all v | Filter | Reset

Currently 45 registered users

A[BICIDIEIEIGIHITII|EILIMIN|QIPIQIRISITIUIY|WIZ|¥|Z[AL]

Last Name First Name Email Address Last Visit

Allen Melina Mallen@schoolhwires. com 1/24f2006 4:51:39 PM = Remove
Anthory Marc manthory@schoobyires, com 4{19f2006 11:24:11 AM Remove
Bartholornay Diang dbartholomay@schoohwires.com Mever Edit Remowve
Carpenter Murphyc murphycommidstatecollege. conm 1/12{2006 3:28:14 PM Edit |Remove
Checker Spell spellcheck@aaa.com 8/8/2005 3:41:56 AM Edit Remowve
Craig Chioe keraig@schoohwires. com 1/5/2006 2:20:23 PM Edit | Remove
Deep Cathy catherinedeep@yahoo.com 9272005 2:18:19 PM Edit Remove
Directar Subsite rstivers@schoolwires,com 2/23f2006 10:30:13 AM Edit | Remowve
Doe Jane test@schoolwires, com Mever Edit  Remove
Coe Jane Jsimon@schookwires.cam 1/24f2006 9:58:39 AM Edit | Remowve
Douglas Haig hdouglas@schoolwire,com 1/6/2006 12:53:24 PM Edit Remove
Egli Michele megli@schookwires, com 12/19/2005 S:06:54 PM Edit | Remove
Hornat Gretchen ghoman@schoohires.com MNever Edit Remove
Homepage Editar tickstivers@grnal.com 2{28f2006 2:25:56 PM Edit |Remove
King Sky sking@schoolwires.com Mever Edit Remove
Learn 5 clearn@schoolwires.com 2{24{2006 1:24:14 PM Edit |Remove
Learn Craig clearn@schoohwires.com 3/6/2006 5:12:01 FM Edit Remowve
Letterman Rick tletterman@schoolwires.com 1/25/2006 1:25:39 PM Edit | Remove
Long Dave dlongi@gsd1.org 1/4/2006 1:53:00 PM Edit Remowve
Miller Steve smiller@schoohwires,com MNever Edit | Remove
Page: Il_ G0 nf3 il e

Exhibit 5-47: Users window

3. Locate the user you wish to unlock. Use one of the search tools to
make this task easier.

4. Click on the Edit button to the right of the user you wish to unlock. An
Edit User window like the one shown in Exhibit 5-48 will display.
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Edit User

*=Required fialds

First Name *

Edit the user information below,

Last Name *

|Lindsey

Address

Srrith

City, State & Zipcode

E-mail *

16803

Edit Roles...

Sign-In Name *

Save Cancel

Ilsmiﬂw@scholwires.com

Ilsmith

<+—Ldit roles hére

E-Alerts

Locked Password*

Confirm*

Exhibit 5-48: Edit User window

Deselect the Locked checkbox to unlock that user.

Click on the Save button. The Users window will return as the active
window. The user will receive an email with the Sign-in Name and
Password.

TIP: It would be best to enter a new password for that user at the same
time you unlock the user. The user will then receive an email with the

Sign-in

Editing

Name and Password.

User Profiles

If you need to make a change to a user’s profile:

1.
2.

Access the Site Workspace.

Click on the User Profiles task from either the Users drop-down menu
or the User Management tab. A Users window like the one shown in
Exhibit 5-467will display.

Locate the user profile you wish to edit. Use one of the search tools to

make this task easier.

Click on the Edit button to the right of the user profile you wish to edit
. An Edit User window like the one shown in Exhibit 5-48 will
display.

Make the required changes, including editing the roles if required.

Click the Save button. The Users window will return as the active
window. The changes to the user profile will be made and the user will
receive an email confirming that changes were made.
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Deleting User Profiles

There are occasions when you may need to delete a user’s profile. For
instance:

The user’s profile (account) may have become corrupted. To correct
this, you will need to delete that profile and add it again.

A user may no longer need to have access to the benefits of being a
registered user.

To delete a user’s profile:

1.
2.

Access the Site Workspace.

Click on the User Profiles task from either the Users drop-down menu
or the User Management tab. A Users window like the one shown in
Exhibit 5-49 will display.

Locate the user you wish to delete. Use one of the search tools to make
this task easier.

Click on the Remove button to the right of the user you wish to delete
from the database. A confirmation window like the one shown in
Exhibit 5-50 will display.

choolwires

Site Workspace (Happy Valley Area School District (ALPHA))

Home > Users
New User
Last Name and Role Filter:
Enter last name or role and click Fifterfor a Alterad list of registerad users,
| all w| Filter | Reset
Currently 45 registered Users
AlBICIDIEIEIGIHILIAEILIMInIQIEIQIRISITIUIL I EI¥]Z]AL|
Last Name First Name Email Address Last ¥isit
Allen IMelina Mallen@schookwires.com 1/24/2006 4:51:39 PM Edit| _B 2
Anthomy Marc manthony@schoolwires.com 419/2006 11:24:11 AM Edi
Bartholomay Diane dhartholomay@schoolwires . com MNewer Edit Remove
Carpenter Murphyc murphycommi@statecolege .com 1712/2006 3:28:14 PM Edit| Remove
Checker Spell spelicheck@aaa. com 5/5/2005 3:41:56 AM Edit|  Remove
Craig Chioe keraig@schoolwires.com 1/5/2006 2:20:23 PM Edit  Remove
Deep Cathy catherinedeep@yahoo. com 9/27§2005 2:18:19 PM Edit Remowve
Director Subsite rstivers@schoolwires, com 2f23/2006 10:30:13 AM Edit| Remove
Dioe Jane test@schoolwires.com Newver Edit| |Remove
Doe Jane Jsimon@schoolwires.com 1/24/2006 2:58:39 AM Edit| Remove
Dovglas Haig hdouglas@schonlwire.caom 1/6/2006 12:59:24 PM Edit Remove
Eqli Michele megli@schoolwires, com 12/19/2005 5:06:54 PM Edit| Remove
Harnan Gretchen ghoman@schoohwyires.com Newer Edit | Remove
Homepage Editor rickstivers@gmail.com 2f28/2006 2:25:56 FM Edit Remove
King Sky sking@schoolwires.com Mever Edit|  Remove
Learn =3 clearn@schookwires.com 2f24/2006 1:24:14 PM Edit| Remove
Learn Craig clearnischoolwires. com 3/6/2006 5:12:01 PM Edit | Remove
Letterman Rick tletterman@schoolwires, com 1/25/2006 1:25:39 PM Edit| Remove
Long Dave diong@asdl.org 1/4/2006 1:53:00 PM Edit|  Remove
Miller Steve smiller@schoakwires.com Mever Edit| Remove
Page: '1_ G0 of3 i R

Exhibit 5-49: Users window
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\ ? J This will PERMAMEMTLY remove this user, Are wou sure?

[ Ok ] [ Cancel

Exhibit 5-50: Confirmation of deletion

5. Click the OK button. The Users window will refresh. The user’s
profile you deleted will be gone.

Note: If you delete a user’s profile and do not add it again, that user’s
profile is permanently deleted from the database. Consequently, that
user can no longer view anything that is only visible to registered users
or register for events. In addition, if that user had any editing
privileges, these will no longer be available.

TIP: If you have deleted a user’s profile and added it again, remember
to reassign that user’s roles (viewing permissions) and editing privileges
if required.

Exporting the User Database

You may want to export the user database, perhaps as a back up or to
sort it if looking for specific information. To export the database of all
registered users:

1. Access the Site Workspace.

2. Click on the User Profiles task from either the Users drop-down menu
or the User Management tab. A Users window like the one shown in
Exhibit 5-49 will display.

3. Click on the Export Users button on the top of the window. A File
Download dialog box like the one shown in Exhibit 5-51 will display.

File Download %]

Do pou want to open or zave this file?

@ Mame: UserInformation.csy
Type: Microsoft Excel Worksheet, 5.584 KB

Fram:  schoolwiresap4. schonlwires. cam

[ Open ][ Save ]L Cancel J

Always ask before opening this type of file

harm your computer. [f you do not tust the source, do not open or

@ ‘while files from the Internet can be useful, some files can potentially
zave this file, What's the risk?

Exhibit 5-51: File Download dialog box

4. Open or Save the file.
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Import Tab
The Import tab displays a list of imports. On this tab you can:
e Import users.
e Send emails to users that were in an import file.
e View exceptions for an import.
e Undo an import, which removes all the users that were in that import file.

Importing Users
The benefits to importing users are:

e Allows you to assign roles (viewing permissions).

e Offers a quick way to register all users.

e Allows you to remove a set of users by rolling back the import.
To import users, you need to:

1. Determine if you will import roles (viewing permissions) for the users.
You do not have to assign roles during the import. Therefore, this step
is optional.

2. Prepare the user import file. This will be a CSV (comma separated
value) file.

3. Perform the import.
Importing Roles

You may want to assign roles (viewing permissions) to users during
the import process. This is a good time to do this because you can
import users with their roles rather than assign them individually at a
later time.

Assigning roles (viewing permissions) allows you to selectively
display content based on these roles. In addition, if your organization
has purchased the E-alerts enhancement module, you can use roles
when distributing Broadcast E-alerts.

Note: These roles do not affect editorial privileges.

To include roles in the import file, you will need the role number(s) for
each user. You will include the role numbers in the import file. You
obtain these numbers from the Role Management task on the User
Management tab or the Users drop-down menu. The Role
Management task will be discussed later in this chapter.
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Preparing the CSV File to Import Users Initially

TIP: Break the user list into multiple CSV files rather than one large
file. This makes the process more manageable and allows you to roll
back (undo the import) a small number of users rather than all users.
For instance, you might organize the CSV files by roles (viewing
permissions) or buildings.

You can either export users from your current user database or system
to a CSV format or prepare a new CSV file. A CSV file can be a text
file of you can use a program like Microsoft® Excel to create the file.
If you use Microsoft® Excel to create the file, however, you will need
to save the file as a CSV file rather than a normal Excel file once you
have entered all the data.

4 Warning: Do not include any single or double quotes, commas or
hyphens in any field within the CSV file.

Here is the data that is required for the CSV file:

Column Name Character Limits Required
FirstName 40 characters yes

LastName 40 characters yes

UserName 25 characters yes

Roles Role numbers separated by * no (need comma in field if no

roles assigned)*
Email 50 characters yes
Password 1-14 characters no (need comma in field if no

password entered)*

*If you are using Microsoft® Excel, do not enter a comma in the cell. Simply
leave it blank. No commas are required or visible in an Excel CSV file.

Note: UserName is the same as Sign-in Name.

If you are using a text file, the CSV file will look something like this:

FirstName,LastName,UserName,Roles,Email,Password
Rick,Smith,Rsmith,106*107,r _smith@hotmail,
Rich,Smith,Rismith,106*107,richard.smith@yverizon.net,
Richard,Smith,RDSmith,,richsmith@adelphia.net,246smith

Notice that the last entry in this example has no roles assigned, but
does have a password assigned. For text files, indicate the end of the
row by hitting Enter.

Note: Please include the header row exactly as shown.

Here is how this information would appear in an Excel CSV file:

A | B | € | D | E | F ]
1 |FirstMame LastMame UUserlame Roles Email Fassword
2 |Rick Smith Rsmith  [106™107  |r_smith@hotmail.com
3 |Fich Smith Rismith  [106™107  |richard. smithi@werizon. net
4 |Richard |Smith EDSmith tichsmithi&adelphia. net 24Bsmith
I—
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If you have not included a password in the CSV file, upon import, a
random number is automatically appended to the end of the username
to generate a password. User can change this password by accessing
the site, signing in and clicking the Access My Info button at the top
right of the grey MyStart bar.

Note: If you are using a Macintosh computer, when you save the Excel
file, you must save it as a CSV (Windows) rather than CSV (comma
delimited) because the Mac handles returns differently.

Preparing the User Import File for Updating Roles and Passwords

I\ Warning: Exercise caution when employing the User Import to
update user information. The User Import will update every field
within the user database except the Sign-In Name (i.e., UserName).
Therefore, before you begin any imports to update user information,
we highly recommend that you export your current user database to
ensure you have a backup. Undoing an import for an update will
remove all users included in that import.

I\ Warning: Do not use the User Import to update passwords or roles
for any users with identical Sign-In Names (i.e., UserNames). If you
do, the first user will be updated multiple times while the other users
will not be updated. To ensure that this does not occur, you should
check your current user database for duplicate Sign-In names (i.e.,
usernames) before attempting any updates using the User Import. The
easiest way to do this is to export your current user database to a CSV
file and sort by UserName or do a search for duplicate UserNames.

If you are updating only passwords, the roles currently assigned to the
users will not be affected provided you include the role numbers for
roles currently assigned to the users in the CSV file.

I\ Warning: If no role numbers are entered for a user, any existing
roles will be lost during the update.

Note: Updating roles or passwords will have no effect on assigned
editing privileges.

How to Update Roles

To update user roles, you will need to prepare a user import file using
the same fields as you did for the original user import file. Change the
role numbers as required within that file and proceed with the user
import.

Iy Warning: Any role numbers that are entered will replace role
numbers currently in the user database for that user. If no role numbers
are entered for a user, any existing roles will be lost during the update.
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How to Update Passwords

To update passwords, you will need the following data in your CSV
file:

Column Name Character Limits Required
FirstName 40 characters yes

LastName 40 characters yes

UserName 25 characters yes

Roles Role numbers separated by * no (need comma in field if no

roles being updated)*; if no
role numbers are entered for a
user, any existing roles will be
lost during the update

Email 50 characters yes

Password 1-14 characters

yes (for users whose passwords
you are updating); put a
comma in the field if no
password is entered*

*If you are using Microsoft® Excel, do not enter a comma in the cell.
Simply leave it blank. No commas are required or visible in an Excel
CSV file.

Note: Passwords are not case-sensitive.
Note: UserName is the same as Sign-In Name.

Below is an example of the format for the comma-separated file when
updating passwords. In an update, no passwords will be changed
unless they are included in the CSV file. There is no auto-generation
of passwords when updating existing users. Notice that the last entry in
this example has no roles or passwords assigned. If that user had roles
assigned, those roles would be lost with this update. For text files,
indicate the end of the row by hitting Enter. Note: If you are saving
your file as an Excel CSV file rather than a text file, you will not need
to enter commas in the cells.

FirstName,LastName,UserName,Roles,Email,Password
Rick,Smith,Rsmith,106*107,r _smith@hotmail.com,changeme
Rich,Smith,Rismith,106*107,richard.smith@verizon.net,12bca
Richard,Smith,RDSmith,,richsmith@adelphia.net,

Note: Include the header row exactly as shown.

Here is how this information would appear in an Excel CSV file:

|

A | B ] ¢ | D | E | F
1 |FirstMame| LastMame Useriame Roles Emaill Fassword
2 |Rick amith Remith  106%107  |r_smith@&@hotmail. com changeme
3 |Fich =mith Rismith  106"107  |richard. smith@wverizon.net  |123bca
4 |Richard | Smith RDSmith richsmith@adelphia. net
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4\ Warning: Any role numbers that are entered will replace role

numbers currently in the user database for that user. If no role numbers
are entered for a user, any existing roles will be lost during the update.

Importing the CSV File

To import the CSV File:

1. Access the Site Workspace.

2. Click on the User Profiles task from either the Users drop-down menu
or the User Management tab. A Users window like the one shown in

Exhibit 5-52 will display.

Site Workspace (Happy Valley Area School District (ALPHA))

choolwires

Enter last name or role and click Fiferfor a filtered list of registered users,

| | Filter | Reset

Email Address

Mallen@schoohwiras.com

manthony@schoolwires.com
dbartholomay@schoolwires com

murphycommi@statecolege . com

spelicheck@aaa. com

keraig@schoolwires, com

catherinedeep®yahoo, com

rstivers@schoolsires,com
test@schoolwires.com
jsimon@schoolwires.com
hdouglas@schoolwire.com
megliischoolwires.cam
ghoman@schoohwires.com
tickstivers@grail.com
sking@schoolwires.com
clearn@schoakwires.com

clearn@schoolwires.com

Hetterrnan@schoolwires, com

diong@gsdl.org

smiller@schoakwires.com

Home > Users
New User Export Users...
Last Name and Raole Filter:
| Al
Currently 45 registered users
Last Name First Name
Allen Melina
Anthorey Marc
Bartholomay Diane
Carpenter Murphyc
Checker Spell
Craig Chioe
Deep Cathy
Directar Subsite
Doe Jane
Doe Jane
Douglas Haig
Eali Michele
Harnar Gratchen
Homepage Editor
King Sky
Learn 5
Learm Craig
Letterman Rick
Long Dave
Miller Steve
Page: Il_ 60 of 3

Last Yisit

1/24f2006 4:51:39 PM
4f19/2006 11:24:11 AM
Mewver

1f12/2006 3:26:14 PM
8/8f2005 3:41:56 AM
1/5/2008 2:20:23 PM
9272005 2:18:19 PM
2/23/2006 10:30:13 AM
Mewer

1/24/2006 9:58:39 AM
1/6/2006 12:59:24 PM
12/19/2005 5:06:54 PM
Newer

2[28/2006 2:25:56 PM
Hever

2/24/2006 1:24:14 PM
3/6/2006 5:12:01 PM
1/25/2006 1:25:39 PM
1/4/2006 1:53:00 PM

Mever

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

=

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

Remove

<=l

3. Click on the Import Users tab. An Import Users window like the one

Exhibit 5-52: Users window

shown in Exhibit 5-53 will display.
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Home Edit Users Tools Configure Help

Site Workspace (Happy Valley Area School District (ALPHA))

Import Users

Home = Users = Imporkt Users

Import Users...

A\ Do not use this User Import to update passwords or roles for any users with identical Sign-In Names (i.e., usernames),

Import Users
Existing user import files are listed below:.

No. of Users |

Batch # Batch Date e File Name
1001 2f3f2005 1 irnport.csy Send Emails Undo Import
1002 8/3/2005 n] Limport, csy |Send Emails| | View Exceptions | Undo Import
1003 8f11/2005 2 LISErs, sy Send Emails Undo Import
1004 2f11/2005 2 LISers, csy Send Emails Undo Import
1015 of22/2005 1 Lisers, oy Send Emails Undo Import
1016 Q/22/2005 1 Lisers, Csy Send Emails Undo Tmport
1018 1/13/2006 5 UserImportBeta.csy Send Emails Undo Import
1039 32f29/2006 1 Samplelmport.csy Send Emails Undo Impm-t:
1041 2f30/2006 1 Documenters111605.csy | Send Emails Undo Import

Exhibit 5-53: Import Users window

4. Click on the Import Users button at the top of the window. Step 1 of
the Import Wizard will display as you see in Exhibit 5-54.

B y
upload the file to the

Browse... |

Next = Cancel

Exhibit 5-54: Step 1 of Import Wizard

5. Click on the Browse button. A Browsing window like the one shown
in Exhibit 5-55 will display.
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Look in: [ 5 4P4 N el =

= () Screenshots
LJ | ~gaftaw UserGuide Ch 5 Y2_042006

Recent ) ~wWRL2933, bmp
@AlphaOneUserImport

@ @Draftsw UserGuide Ch 5 ¥2_042006
@Draftsw UserGuide Ch 5 ¥Z2_Eeta_040506

Deskiop @Samplelmport

@Userlnformation

@Userlnformation_SPl

] Liserstab_n42006

Iy Computer
My Metwork File name: || j Iil
Places
Files of type: IAII Files [*.%] LI ﬂl
= |

Exhibit 5-55: Browsing window

6. Browse your computer until you find the CSV file you created.

7. Select the file and click on the Open button. Step 1 of the Import
Wizard will return as the active window. The path for the file you
chose will display as you see in Exhibit 5-56.

and u Ju] load the

= wou wish o upload. Click on the A% button to

upload the: file to

IC:\DDcuments and SettingsiKathe CraigiMy O Browse... |

Cancel

Exhibit 5-56: Step 1 of the Import Wizard

8. Click on the Next button. You will see a message that the file is
uploading. Then Step 2 of the Import Wizard as you see in Exhibit 5-
57 will display. It contains a message that the file has been
successfully uploaded.
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Step 2: Pri the file.

Click on th ¢ button ko process the file and add the users ko the system,

UserInformation_SP1.cs¥ has been successfully uploaded to t@

o

Exhibit 5-57: Step 2 of the Import Wizard

9. Click on the Next button.

a. If the import failed completely, a message like the one shown in
Exhibit 5-58 will display.

sed due to an errar,

The file is not formatted correctly, Processing of the file has been aborted,

< Finish I

Exhibit 5-58: Unsuccessful Import
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b. If the import was successful, a message like the one shown in

Exhibit 5-59 will display.

Successful Import

The file has been pra

sed and the users have been added to t

UserInformation_SP1.csy has been successfully processed.

10. Click on the Finish button.

a. If the import was unsuccessful, the Import window will display
and no additional imports will display.

b.

Exhibit 5-59: Successful Import

If the import was successful, an Import window like the one shown

in Exhibit 5-60 will display. The file you just imported will

display.

Home Edit Users Tools Configure Help

Site Workspace (Happy Valley Area School District (ALPHA))

Import Users

Home > Users > Import Users

Import Users...

Import Users
Existing user import files are listed below.

No. of Users

Batch # Batch Date i File Name
1001 8/3/2005 1 uimport, csy
1002 8/3f2005 o uimport, csy
1003 28/11/2005 2 LISEIS,C5Y
1004 a8/11/2005 2 LISEIS.C5%
1015 9/22/2005 1 LISEIS.C5%
1016 9/22/2005 1 LISEIS.C5%
1018 1/13/2006 5 UserImportBeta.cay
1033 3292006 1 Sarnplelmport.csy
1041 3f30/2006 il Documents
1042 532006 =1 UserInformation_SP1.csyv

Exhibit 5-60:

A\ Do not wse this User Import to update passwords or roles for any users with identical Sign-In Names (i.e., usernames).

Send Emails
Send Emails
Send Emails.
Send Emails

Send Emails

Send Emails

Send Emails

Send Emails

Send Emails

Undo Import
Undo Import
Undo Import |
Undo Import |
|Undo Import
Undo Import |
Undo Import |

Undo Import

ile that was st ilruported

Import window after successful import
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Viewing Exceptions

If any of the records fail to import, you will see a View Exceptions
button to the right of the file as you can see in Exhibit 5-60. To view
exceptions after the import, click on the View Exceptions button. A
View Exceptions window like the one shown in Exhibit 5-61 will
display.

Import Users

Home = Users = Impork Users > Wiew Exceptions

Export Exceptions...
View Exceptions
The users who were not imported are listed below,

First Name Last Mame User Name Roles Email Address Exception Description

Craig Learn cdle 1 cdlearn@schochwires.com User already exists,

Exhibit 5-61: View Exceptions window

Notice that you can export the exceptions to make the corrections and
import that file. To export the exceptions, click on the Export
Exceptions button. Follow the instructions for exporting the entire user
database provided earlier in this chapter.

Sending Emails to Users after Import

TIP: When you are importing users, do not send these emails until you
are ready to assign editing privileges (e.g., Section Editors) and train
the users.

To send the emails:

1. Click on the Send Emails button to the left of the file containing the
users to whom you wish to send the confirmation emails with Sign-in
Name and password. A confirmation window like the one shown in
Exhibit 5-62 will display.

\ ? ) Are you sure you wank to send emails to all users in this user import: file?

ﬁ Ok I[ Cancel J

Exhibit 5-62: Send Emails confirmation window

2. Click the OK button. The Import window will refresh. The users will
receive their confirmation emails.
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Undoing an Import

4 Warning: When you undo an import, all users within that file will
be removed from the database. They will not receive any notification
of this change.

To undo an import:

1. Click on the Undo Import button to the right of the import you wish to
undo. A confirmation window like the one shown in Exhibit 5-63 will
display.

2 Are wou sure you wank to undo this user import? Undoing this User Import will remove all users within it from the
system. Users will not automatically be notified!

L Ok J[ Cancel l

Exhibit 5-63: Undo Import confirmation window

2. Click the OK button. The Import window will refresh and that import
file will no longer display. Those users will no longer be in the
database.
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Role Management Task

Assigning roles (viewing permissions) allows you to selectively display
content based on these roles. In addition, if your organization has purchased
the E-alerts enhancement module, you can use roles when distributing
Broadcast E-alerts.

As previously discussed, you assign roles to users in their individual user
profiles or when importing those users into the database. As you create
content, you will be given opportunities to determine who can view that
content. You do this by identifying roles (viewing permissions).

As a Site Director, you add and edit the roles that will be available to other
editors using the Role Management task.

Adding a New Role
To add a new role:
1. Access the Site Workspace.

2. Click on the Role Management task from either the Users drop-down
menu or the User Management tab. A Roles window like the one shown in
Exhibit 5-64 will display.

Home = Roles

Roles

You can use viewing permissions (roles) to selectively display content and to apply site features once wsers are signed in, There is a limit

of 50 roles.
Role Role #
Teacher 106 ) Edit  Remove
Parent 107 Edit Remove
Student 108 Edit Remove
Staff 109 Role Edit  Remove
Administrators 110 Numbers Edit  Remove
Technical Staff 113 Edit Remove
Quality Assurance 114 Edit Remove
Testing Role 115 Edit Rermove

Exhibit 5-64: Roles window

4. Click on the New Role button on the top left of the window. A New Role
window like the one shown in Exhibit 5-65 will display.
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Home > User Roles = Add Role

New Role
Enter a new role below.

Role Name: ||

Cance'

Exhibit 5-65: New Role window

5. Enter a name for the role.

6. Click on the Save button. The Roles window will return as the active
window. The role you just added will display on the list. The system will
automatically assign a number to that role.

Note: You will only need the role numbers if you plan to import roles
when you import users.

Editing a Role
To edit a role:

1. Click on the Edit button to the right of the role you wish to edit. An Edit
Role window like the one shown in Exhibit 5-66 will display.

Home = User Roles = Edit Role "High School Teachers'

Edit Role
Edit the role below.

Role Name: |High Schoal Teachers

Save Cancel

Exhibit 5-66: Edit Role window

2. Edit the role name as required.

3. Click on the Save button. The Roles window will return as the active
window. The role you just edited will display on the list with the new
name.

User Guide Page 5-62



Schoolwires Academic Portal 4.0 Site Manager—Site/Subsite Workspace

Removing a Role

X Warning: If users have already been assigned a role, removing that
role will remove it from the users. Content that has been made visible only
to that role will no longer be visible.

To remove a role:
1. Access the Site Workspace.

2. Click on the Role Management task from either the Users drop-down
menu or the User Management tab. A Roles window like the one shown in
Exhibit 5-64 will display.

3. Click on the Remove button to the right of the role you wish to remove. A
confirmation window like the one shown in Exhibit 5-67 will display.

b J Are wou sure you wank ko remove this role? This action will permanently remove this viewing permission from the
2 assigned users, You may want ko consider renaming the role instead of removing it.

l (2] ]’_ Cancel ]

Exhibit 5-67: Confirmation window for removing role

4. Click the OK button. The Roles window will return as the active window.
The role you just removed will no longer appear on the list.
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Site Directors/Subsite Directors Tasks

As Site Director, you may need to assign people the editing privileges of a
Site/Subsite Director or remove someone as a Site/Subsite Director.

Regardless of the editing privilege, you will assign users to it and remove
users from it in the same manner. You will, however, perform the process in
different places within Site Manager.

You will use the Site Directors task in the Site Workspace to assign or remove
Site Directors. You will use the Subsite Directors task in the Subsite
Workspace to assign or remove Subsite Directors for that subsite. A Subsite
Director for that subsite can also assign or remove Subsite Directors.

TIP: Schoolwires recommends that you have at least two Site Directors, but no
more than five. Schoolwires recommends that you have one to two Subsite
Directors at each subsite.

You cannot actually change a user’s level of editing privilege. You must
remove that user from one level and reassign that individual at another.

Before you begin assigning individuals as Site Directors, be certain they are
registered. If they are not registered, you must register them before
proceeding. See User Profiles earlier in this chapter for more information on
how to do this.

Assigning a Site Director/Subsite Director

& Important: You cannot assign Site Directors as Subsite Directors,
Homepage Editors or Section Editors for the main site or any subsite. As
Site Directors they can already have these editing privileges. You cannot
assign Subsite Directors as Homepage Editors or Section Editors on their
assigned subsite. They can, however be assigned these privileges at other
subsites or on the main site. The names of Site Directors and Subsite
Directors will be missing when the list of users for assigning editing privileges
displays if they are not eligible for that editing privilege.

& Warning: Do not assign someone with a lower editing privilege as a Site
Director or Subsite Director. That user profile may become corrupted if you
do. To prevent this, remove that user from the lower editing privilege prior to
assigning the Site or Subsite Director privilege.
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To assign a Site Director or Subsite Director:

1. In the appropriate Site or Subsite Workspace, click on Site or Subsite
Directors from the Users drop-down menu or on the User Management
tab. A Site or Subsite Directors window like the one shown in Exhibit 5-
68 will display. Notice the list of Current Directors.

Home > Site Directors

Assign Director

Current Directors

Directors

g Director, Site

No Remove button

Exhibit 5-68: Site Directors window

2. Click on the Assign Director button on the top left of the window. A list of
registered users like the one shown in Exhibit 5-69 will display.

Note: A user must be registered before being assigned as a Site
Director or Subsite Director.

Last Name Filter
Enter last name and click Siter for a filtered list,
I— Filter | Reset

Last Name First Name
Directar Subsite Select
Editor Homepage-Site Select
Editar Sectionl Select
Editar Section2 Select
Editor Homepage-Subsite esiTe
Learn Craig

Page: |1 GO pf1 l< = > (=1

Exhibit 5-69: List of users

3. Use the search tools, including the Last Name Filter, to locate the user you
wish to assign.
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4. Click on the Select button to the right of the name. The Site or Subsite
Directors window will return as the active widow. The name you selected
will appear in the list of Current Directors.

Removing a Site or Subsite Director
To remove a Site Director or Subsite Director:

1. In the appropriate Site or Subsite Workspace, click on Site or Subsite
Directors from the Users drop-down menu or on the User Management
tab. A Site or Subsite Directors window like the one shown in Exhibit 5-

70 will display.

Home > Subsite Directors

Assign Director

Current Directors

Directors
8 Director, Subsite

Exhibit 5-70: Subsite Directors window

2. Click on the Remove button to the right of the user you wish to remove as
a Site or Subsite Director. A confirmation window like the one shown in

Exhibit 5-71 will display.

Note: The name of the user who is signed in will not have a
Remove button to the right of it. This is evident in Exhibit 5-68.

\ ? ) This will permanently remove this role For this editor, Do you want bo continue?

L OF ]’_ Cancel ]

Exhibit 5-71: Confirmation window for deleting Director or
Editor

3. Click on the OK button. The Site or Subsite Directors window will refresh.
The user you removed as a Site or Subsite Director will no longer appear
on the list of Current Directors.
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Homepage Editors Task

In order to distribute responsibility for maintaining your website, you may
wish to assign one or more people as Homepage Editors. You may also need
to remove someone as a Homepage Editor. You will use the Homepage
Editors task to do both of these things. It works the same way as the Site
Director and Subsite Directors tasks.

Homepage Editors only have access to two tasks within the Homepage
Workspace. These two tasks are:

Homepage

Clicking on this task brings up a template of the site or subsite homepage.
Homepage Editors use this template to modify the content of the site or
subsite homepage.

Calendar
Homepage Editors will use this task to add or edit events for the site or
subsite calendar on the assigned site or subsite.

See Edit Homepage Task and Edit Calendar Task earlier in this chapter for
more information on how Homepage Editors perform these tasks.

Assigning a Homepage Editor
To assign a Homepage Editor:

1. In the appropriate Site or Subsite Workspace, click on Homepage Editors
from the Users drop-down menu or on the User Management tab. A
Homepage Editors window like the one shown in Exhibit 5-72 will
display.

Home = Homepage Editors

Assign Editor

Current Editors
Editors
8 Homepage, Editor Remove

a Smith, Lindsey Remove

Exhibit 5-72: Homepage Editors window

2. Click on the Assign Editor button in the upper left of the window. A list of
registered users like the one shown in Exhibit 5-69 will display.

Note: A user must be registered before being assigned as a
Homepage Editor.

4. Use the search tools, including the Last Name Filter, to locate the user you
wish to assign.
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5. Click on the Select button to the right of the name. The Homepage Editors
window will return as the active widow. The name you selected will
appear in the list of Current Editors.

Removing a Homepage Editor
To remove a Homepage Editor:

1. In the appropriate Site or Subsite Workspace, click on Homepage Editors
from the Users drop-down menu or on the User Management tab. A
Homepage Editors window like the one shown in Exhibit 5-72 will
display.

2. Click on the Remove button to the right of the user you wish to remove as
a Homepage Editor. A confirmation window like the one shown in Exhibit
5-71 will display.

3. Click on the OK button. The Homepage Editors window will refresh. The
user you removed as a Homepage Editor will no longer appear on the list
of Current Editors.
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Tools Tab

As you can see from Exhibit 5-73, on the Tools tab, you can access the
following tasks:

e Files & Folders: Site Directors organize the files and folders used in their
sites and in the Shared Library using this task. Subsite Directors organize the
files and folders used in their subsites using this task.

@ Getting Started @ Edit Homepage and Calendar & User Management % Tools ﬁ Configure

Lse these advanced and premium features to enhance the form and functionality of your Choose a quick task... '+
site,

Files & Folders
Organize the files and folders used in wour site and Shared Library,

@- Web Address Ma

Create and maintain friendly URLs for vour site.

E’% Site Templates (Styler™

fiaintain the active template and the template library for yvour site,

Broadcast Alerts (E-Alerts)
4dd or edit Broadcast E-&lerts that are used on wour site,

Forms & Surveys
Create and manage forms and surveys for vour site,

E“ Page Layouts
R Create and manage page layouts that are used on wour site,

5y  Section Robot
=
L wdd or import sections, using specific page layouts and unique section configurations,

Content Routing
fhaintain content routing for wour site. This includes maintaining routing profiles and
routing options, and viewing the routing queue.

[I:tl Site Reports
Wiews wour site’s reports,

Exhibit 5-73: Tools tab

e Web Address Mappings: Site Directors create and maintain friendly URLSs for
the entire Site using this task.

e Site Templates (Styler™): Styler™, an enhancement module, must have been
purchased for this to be active in the Site Workspace. Site Directors maintain
the active template and the template library for the site using this task. A Site
Director must activate this task for subsites in order for a version of this task
to appear in the Subsite Workspace. Subsite Directors can then apply available
templates to their subsites.

e Broadcast Alerts (E-Alerts): E-Alerts, an enhancement module, must have
been purchased for this to be active. Site Directors and Subsite Directors add
or edit Broadcast Alerts for their respective sites using this task.

e Forms & Surveys: Forms & Surveys, an enhancement module, must have
been purchased for this to be active. Site Directors and Subsite Directors
create and manage forms and surveys for their respective sites using this task.

e Page Layouts: Site Directors and Subsite Directors create and manage page
layouts that are used on their respective Sites using this task.
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e Section Robot: Site Directors add or import Sections to the Site and subsites
using this task.

e Content Routing: Site Directors and Subsite Directors maintain content
routing for their respective sites using this task.

e Site Reports: Site Directors and Subsite Directors view reports for their
respective Sites using this task.

You can also access these tasks through the Tools drop-down menu shown in

Exhibit 5-74.

Files & Faolders...

Webh Address Mappings
Site Templates (Styler)
Broadcast Aletts (E-Alerts)
Forms & Surveys

Page Layouts

Section Robot

Contert Routing

Site Reparts

Exhibit 5-74: Tools Drop-down Menu
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Files & Folders Task

Each editor will use the Files & Folders task in the Site, Subsite or Section
Workspace to upload and organize files for that site, subsite or section. It is an
excellent tool for pre-planning the content of the Site, subsite or section. Files
for each site, subsite and section are uploaded to a different location on the
server.

Files and folders are unique to each site, subsite or section and generally
cannot be shared. The one exception to this is the Shared Library. This folder
resides within Files & Folders in the Site Workspace. Only a Site Director
may add files to the Shared Library. However, its contents may be accessed
by any editor using the Insert Wizards in the Schoolwires Editor. The Shared
Library is useful for storing commonly used files and images such as logos
and Clip Art.

See Chapter 16: “Managing Files & Folders” for more information.
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Web Address Mappings Task

The Web Address Mappings task allows Site Directors to create friendly
URLs to be used on the End User. For instance if the Chess club has a URL of
http://SchoolwiresAP4.schoolwires.com/98320125152415/site/default.asp, a
friendly URL might be http://SchoolwiresAP4.schoolwires.com/Chess.

Site Manager—Site/Subsite Workspace

Adding a Mapping

To map a web address:

1.
2.

Access the Site Workspace.

Click on the Web Address Mappings task from the Tools drop-down menu
or on the Tools tab. A Web Address Mappings window like the one shown
in Exhibit 5-75 will display.

Home > Web Address Mappings

New Mapping

New Mapping

Existing mappings are listed below:.

Mapping Address Map To

http:f/SchoohwiresAP4 . schoolwires,com) http:ffSchoolwiresAP4, schookwires.comf608101101015... | Edit| | Delete
http:ffSchookviresAP4 schoolwires.comfCraig http:ffSchoolwiresAP4.schoolwires.com 608101223728, Edit. | Delete
http:f/SchoolwiresAP4.schoolwires comnfCraig2 http:f{SchoolwiresAP4.schoolwires,comf608101101015... | Edit, | Delete
http:ffSchookwviresAP4. schoolwires.comfephoxexample  httpffschoolwiresapd. schoobwires. com/documentfann... | Edit| | Delete
hittp://SchookwiresAP4 . schoolwires,comyf Jordan http:ffSchoolwiresAP4, schookwires.com/602109215232,.. | Edit| | Delete

hittp:ffSchookwviresAP4, schoolwires. comyKathek CRlex httpiffSchoolwiresAP4, schookwires.com/602101213114... | Edit| | Delete
hittp:f/SchoolwiresAP4.schoolwires . comfiKatheReference  http:ffSchoolwiresAP4, schookwires.com/608101213114... | Edit| | Delete
http:/fSchoohwviresaP4, schoolwires, comfKeyClub http:ffSchoolwiresaP4,schoolwires.comf983201251524... | Edit| | Delete

Page 1of 1

3.

Exhibit 5-75: Web Address Mappings window

Click on the New Mapping button on the top left of the window. A New
Mapping window like the one shown in Exhibit 5-76 will display.

Save

Home = Web Address Mappings > New Mapping

New Mapping

Enter a new mapping below.

Address: |ht‘[pjlu",-"SChDD|WirBSAP4.SChDD|WirBS.CDm,-" |

Map to: |

| Browse...

Cancel

Exhibit 5-76: New Mapping window
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4. Type in the friendly URL after the final / in the Address field.

Click on the Browse button to browse your website for the page to which
you want to map. Step 1 of the Link Wizard will display as you see in
Exhibit 5-77.

will guide you through the insertion of links, Please choose an option below ko get

® Insert a link to a site, section or page...

Next = Cancel

Exhibit 5-77: Step 1 of Link Wizard

6. Click on the Next button. Step 2 of the Link Wizard will display as you see
in Exhibit 5-78.

Step 2 of 4

Select a Site or Subsite from the list. ..

HAPPY WALLEY AREA SCHOOL DISTRICT (ALPHAY
HAPPY WALLEY ELEMEMTARY

Next = Cancel

Exhibit 5-78: Step 2 of the Insert Wizard

7. Highlight the site or subsite that contains the page to which you wish to
map.

8. Click on the Next button. Step 3 of the Link Wizard will display as you see
in Exhibit 5-79.
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Step 3 of 4

Select the Site or a Section under the Site from the list...

Art L

Special Services

IMusic

Mathematics

Physics -
Athletics

Baseball

Sport Scores

Foothall

Basketball |

Exhibit 5-79: Step 3 of the Link Wizard

9. Highlight the site, subsite or section that contains the page to which you
want to map.

10. Click on the Next button.

a. If you chose a section, Step 4 of the Link Wizard will display as you
see in Exhibit 5-80.

Step 4 of 4

Select a page link from the list. ..

\elcome!
Coaches
Roster
Calendar

Exhibit 5-80: Step 4 of the Link Wizard

b. Ifyou chose a site, Step 5 of the Link Wizard will display as you see in
Exhibit 5-81 and you will skip to Step 13 of these instructions.
Note: You will be linking to the homepage of that site or subsite.

11. Highlight the page to which you want to map.

12. Click the Next button. Step 5 of the Link Wizard t will display as you see
in Exhibit 5-81.
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Step 4 of 4

Your link has been selected.

Flease click the Insert Link button to insert your link,

Insert Link Cancel

Exhibit 5-81: Step 5 of the Link Wizard

13. Click on the Insert Link button. The New Mapping window like the one
shown in Exhibit 5-82 will return as the active window. It will be
populated with the URL for the page to which you wish to map.

Home = 'Web Address Mappings = New Mapping

New Mapping

Enter a new mapping below,

Address: |http:,-",-"SchoolwiresAPél.schooIwires.com,-"ElasebaII |

Map to: |http:,.",."SchoolwiresAPél.schooIwires.com,-"60810322113135393,-"site|| Browse...

Save Cancel

Exhibit 5-82: Populated New Mapping window

14. Click on the Save button. The Web Address Mappings window will return
as the active window. The mapping you just completed will display on the
list. Users can enter the friendly URL and get to the page to which you
mapped it.

Editing a Mapping
To edit a web address mapping:
1. Access the Site Workspace.

2. Click on the Web Address Mappings task from the Tools drop-down menu
or on the Tools tab. A Web Address Mappings window like the one shown
in Exhibit 5-83 will display.
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Home = Web Address Mappings

New Mapping

New Mapping

Existing rappings are listed below.
Mapping Address Map To
http:ffSchoolwiresAP4. schoolwires. com)f hittp://SchookwiresAP4 schoolwires, com/&602101101015... E:I< Delete >
http:f fSchoolwiresAP4, schoolwires. com/fCraig http:ffSchookwviresAP4 schoolwires,comfE603101223728...  Edit  Delete
http:ffSchoolwiresAP4, schoolwires. com/fCraig2 hittp:f/SchookwiresAP4 . schoolwires comf&08101101015... | Edit | Delete
http:ffSchoolwiresAP4, schoolwires.comfephoxexample  http:ffschoolwiresap4. schoohwires.comy/documentfann... Edit| | Delete
http:ffSchoolwiresAP4.schoohwires. comyfJordan http:f/SchoohwiresaP4 . schoolwires comf603109815232... | Edit | Delete

http:ffSchoolwiresAP4, schoohwires, com,kKathek CFlex http:ffSchookviresaP4, schioolwires.comf603101213114...  Edit  Delete
http:ffschoolwiresaAP4. schookwires.com/KatheReference  hitp:f/Schoolwires&P4.schookwires, comnfe08101213114... | Edit| | Delete
http:ffSchoolwiresAP4, schookwires. com,KeyClub http:ffSchookviresAP4, schioolwires, comf98320125 1512

Page 1of 1

Exhibit 5-83: Web Address Mappings window

3. Click on the Edit button to the right of the mapping you want to edit. An
Edit Mapping window like the one shown in Exhibit 5-84 will display.

Home = Web Address Mappings > Edit Mapping

Edit Mapping
Edit the mapping below.

Address: |http:,-",-"Scho0IwireSAP4.Schoolwires.comeeyClub |

Map to: |hiipy/SchoohwiresAP4.schoohwires.com/28320126162415/site/de] | Browse...

Save Cancel

Exhibit 5-84: Edit Mapping window

4. Make the required changes.

5. Click on the Save button. The Web Address Mappings window will return
as the active window. The mapping you just edited will display with the
new mapping. Users can enter the friendly URL and get to the page to
which you mapped it.
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Deleting a Mapping
To delete a web address mapping:
1. Access the Site Workspace.

2. Click on the Web Address Mappings task from the Tools drop-down menu
or on the Tools tab. A Web Address Mappings window like the one shown
in Exhibit 5-83 will display.

3. Click on the Delete button to the right of the mapping you want to delete.
The Web Address Mappings window will refresh. The mapping you just
deleted will not display on the list.
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Site Templates (Styler™) Task

Schoolwires Styler™ is an enhancement module that allows Site Directors to
design, edit and manage templates, to import and export templates and to
otherwise control the look and feel of their sites and subsites.

If enabled by the Site Director, Styler™ also allows Subsite Directors to
apply templates to their assigned subsites.

See Chapter 11: “Using Schoolwires Styler™” for more information on
working with Styler™ and templates.
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Broadcast E-Alerts Task

The Broadcast E-Alerts task is a function of E-Alerts, an enhancement
module. This module gives your organization access to two different kinds of
E-alerts:

Broadcast E-Alerts: Site Directors and Subsite Directors access these
through the Broadcast Alerts (E-Alerts) task within the Site or Subsite
Workspace and allow them to send an email message to specific email
addresses or to group(s) of users assigned the same viewing
permissions (roles).

Content E-Alerts: These allow editors to send email notification to
subscribers whenever the editors make significant changes to pages
within sections or to the homepage or calendar. The email message
that users receive contains a link to the actual section or homepage,
allowing them immediate and direct access. Content E-Alerts are
activated from within the Schoolwires Editor and do not require the
use of the Broadcast Alerts task within the Site or Subsite Workspace.

See Chapter 10: “Using E-Alerts” for more information about Broadcast E-
Alerts and Content E-Alerts as well as Chapter 8: “Working with the
Schoolwires Editor” for more information about Content E-Alerts.
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Forms & Surveys Task

Forms & Surveys is an enhancement module that enables you to create forms
and surveys for your organization. You will be able to:
e Design forms and surveys.

e Develop and apply styles to enhance the look and feel of the forms and
surveys.

e Create and maintain libraries of items (questions) for use on future forms and
surveys.

e Display forms and surveys on your website for completion by users.

If your organization has purchased this enhancement module, this task will be
active in the:
e Site Workspace

e Subsite Workspace

e Section Workspace if activated in the section options in the section
configuration or the Channel Workspace. See Chapter 15: “Section
Management” for more information about setting section options in
section configurations and Chapter 6: “Site Manager—Channel
Workspace” for more information on setting Section options in the
Channel Workspace.

See Chapter 12: “Managing Forms and Surveys” for more information about
this enhancement module.
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Page Layouts Task

The Schoolwires Section Management suite contains three tools. They appear
in the workspace as tasks. The three tasks are:

e Page Layouts (available in Site and Subsite Workspaces)
e Section Configurations (available in Site Workspace only)
e Section Robot (available in Site Workspace only)

Page Layouts allows Site Directors and Subsite Directors to create page
layouts, which are pages that are pre-populated with content to assist editors
in adding content.

Site Directors may create as many page layouts they desire for:

e Section homepages (i.e., Overview page), used by Site Directors when
creating section configurations.

e Flex Pages, used by Site Directors when creating section
configurations and by editors when adding Flex Pages to sections.

Subsite Directors may create as many page layouts for Flex Pages used by
editors when adding Flex Pages to sections.

See Chapter 15: “Section Management™ for more information on page layouts
and their relationship to Section Configurations and Section Robot.
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Section Robot Task

The Schoolwires Section Management suite contains three tools. They appear
in your workspace as tasks. The three tasks are:

e Page Layouts (available in Site and Subsite Workspaces)
e Section Configurations (available in Site Workspace only)
e Section Robot (available in Site Workspace only)

The Section Robot allows Site Directors to:

e Add a single section and choose the site or subsite and channel to
which to add it as well as the desired section configuration for that
section.

e Import multiple sections and assign them to different sites, subsites
and channels. Site Directors will assign a section configuration to the
sections during the import.

See Chapter 15: “Section Management” for more information on page layouts
and their relationship to Section Configurations and Section Robot.
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Content Routing Task

Through Site Manager, you can route content for approval prior to posting it
on your Site or subsite. This provides you with the ability to monitor the
content being posted while distributing the work of content creation to others
in your organization.

You can set up routing to require approval at up to nine levels. Within each
level you can have up to three people functioning as approvers. However, the
approval of only one person is required in order to move the content to the
next level of approval (or upload it to the website if you are at the highest
level or have only one level). Additional approvers back up the primary
approver.

Though content routing is a powerful tool, it should be applied judiciously.
The number of levels of approval and approvers at each level will affect how
long it takes for content to be activated on your website. Content providers
may become frustrated by long lead times, particularly when the material is
time-sensitive.

Only Site Directors can activate content for the main site and all subsites,
while Subsite Directors can activate it on their assigned subsites. Once content
routing is activated, everyone except editors who have been exempted must
route content for approval.

See Chapter 14: “Using Content Routing” for more information.
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Site Reports Task

Site Directors and Subsite Directors will use the Site Reports task to view and
print reports that will help manage the site and subsites.

Viewing a Report
To view a report:
1. Access your Site or Subsite Workspace.

2. Click on the Site Reports task from the Tools drop-down menu or on the
Tools tab. A Site Reports window like the one shown in Exhibit 5-85 will
display. As you can see, you can view four different reports:

Home > Site Reports

Site Reports

Click a report to view below,

[hl Current Storage Usage by Site/Section
What iz my current Storage Usage?

[l]l Custom Roles By User

Whao iz assigned to each role?

[hl Section Editors by Section

Who are Section Editors at each Section?

Sections by Site and Subsite Report
What are the total number of zections by site and subsite?

Exhibit 5-85: Site Reports window

e Current Storage Usage by Site/Section
e Custom Roles by User

e Section Editors by Section

e Sections by Site and Subsite Report

Note: If you are working in a Subsite Workspace, you will only see
the information pertinent to that subsite on all the reports except
“Custom Roles by User.”
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3.

Click on the title of the report you want to view. The report will display.
In Exhibit 5-86, the “Sections by Site and Subsite Report” for a main site
is displayed.

Current Sections by Site and Subsite Report

Site/Subsite Number of Sections

Happy Yalley Area School District (ALPHA) 142
Happy Yalley Elementary 56

Total Sections = 198

Exhibit 5-86: Current Sections by Site and Subsite Report

Printing a Report

To print a report:

1. Access your Site or Subsite Workspace.

2. Click on the Site Reports task from the Tools drop-down menu or on the
Tools tab. A Site Reports window like the one shown in Exhibit 5-85 will
display.

3. Click on the title of the report you want to view. The report will display.
In Exhibit 5-86, the “Sections by Site and Subsite Report™ is displayed.

4. Click on the Print button in the top left of the report. Your printer dialog
box will display.

5. Choose your printing options.

6. Click on the Print button. The report will print.
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Configure Tab

Exhibit 5-87 shows the expanded Configure tab as it appears in the Site
Workspace. Exhibit 5-88 shows it as it appears in the Subsite Workspace.

@ Getting Started @ Edit Homepage and Calendar @ User Management & Tools E&! Configure

Use these tasks to set up and maintain options for your site, including options for channels |Chggge a quick task... ¥
and sections,

O site

Control site information, the order of your subsites, navigation and MyStart settings.

Control site infarmation, including the name of your site. Control wour navigation and
MywStart settings as well as template settings.

ﬂ Site Settings

Sort Subsites
Control the order in which subsites appear in the Select a School drop-down list,

©® channels

Edit channel names For your site and subsites; assign channels and sort channels For your site,

Edit Channel Names
#dd and edit channel names for use on your site and subsites,

ﬂ Assign Channels

hzzign channels to be used on vour site,

Sort Channels
Control the arder of the channels on the channel bar of vour site,

© Sections

Design section configurations ko use when you add sections manually or with the Section Robot,

ﬂ Section Configurations

Design section configurations that include section options and page layouts,

Exhibit 5-87: Configure tab in Site Workspace

@ Edit Homepage and Calendar @ User Management & Tools E:E! Configure

Use these tasks to set up and maintain options for vour site, including options for channels Choose a quick task... %
and sections,

© site

Control site information and navigation settings,

ﬂ Site Settings

Control site information, including the name of vour site,

© Channels

Assign channels and reorder channels For yaour site.

hszign channels to be used on your site,

ﬁ Assign Channels

Sort Channels
Control the order of the channels an the channel bar of vour site,

Exhibit 5-88: Configure tab in Subsite Workspace
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As you can see, Section Configurations is only available in the Site
Workspace. In addition, Subsite Directors do not have access to all the same
tasks or subtasks that Site Directors can access in the Site Workspace.

You can also access the configuration tasks from the Configure drop-down
menu as shown in Exhibit 5-89.

Configure
Site 3
Channelz »

Sectionz  #

Exhibit 5-89: Configure drop-down menu

Site Configuration Tasks

Site Settings

Both the Site Workspace and the Subsite Workspace contain the Site
Settings subtask of Site Configurations. To set Site Settings:

1. Access the Site or Subsite Workspace.

2. Click on the Site task from either the Configure drop-down menu or the
Configure tab.

3. Click on the Site Settings task from either the Configure drop-down menu
or the Configure tab.

In the Site Workspace, a Site Settings window like the one shown in
Exhibit 5-90 will display.

If the Site Settings task for a subsite is accessed by a Site Director, a
Site Settings window like the one shown in Exhibit 5-91 will display.

If the Site Settings task for a subsite is accessed by a Subsite Director,
a Site Settings window like the one shown in Exhibit 5-92 will display.
As you can see, the Site Settings task for a Subsite Director does not
have a General tab.

On the General tab, the Site Director can change:
i. The name of the site or subsite.

ii. The contact information for the entire website. This will appear in
error messages. The email address associated with Questions &
Feedback in the footer is the one entered here.
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Home = Site Settings

Site Settings

Control site information, incuding the name of your site. Control your navigation and MyStart settings as well as template settings if you
hawe Styler™,

General Template Settings Mavigation Settings MySkart Settings
Site Name:
Enter the Site Mame that will display an your wehsite?

Wame:
Happy Walley Area School District (ALPHA)

Site Contact Information:

Enter the Contact Mame, Phone and Email Address vou wish to display on vour error messages,

Contact Name:
Patt DiSanto

Phone Number:
555

E-Mail Address:
pdisanto@schoohiires, com

A\ This e-mail address will appear on the Questions & Feedback? link in the footer of each page.

Save Cancel

Exhibit 5-90: Site Settings in Site Workspace

Home = Site Settings

Site Settings
Control site information, including the name of your site, Control your navigation settings and template settings if you have Styler™,
General Template Settings Mavigation Settings
Site Name:

Enter the Site Mame that will display on your website,

Mame:

Happy Yalley Elementary

Save Cancel

Exhibit 5-91: Site Settings on Subsite accessed by Site Director
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Home = Site Settings

Site Settings
Contral site information, induding the name of vour site, Control your navigation settings and termplate settings if you have Styler™,

Template Settings Mawigation Settings
Restrict Formatting:

To restrick Formatting For this site select the On option. To allow editors to control Formatting select the OFF option.

O on
® off

M\ Sections created before the option change must be set manually,

Exhibit 5-92: Site Settings for Subsite accessed by Subsite Director

Site Settings

Control site information, including the name of your site. Contral your navigation and MyStart settings as well as template settings if you
have Styler™,

General Template Settings Mavigation Settings MyStark Setkings

Template Level Control:

Allows the Site to retain control of all kemplates For the Site or allows this conkrol to be disseminated to the Subsites, so that each Subsite can
select their current template From those available.

O Site Level
® Subsite Level

Restrict Formatting:
To restrict Formatting for this site select the On option. To allow editors to control Formatting select the OFF option.

C on
® off

M\ Sections created befare the option change must be set manually,

Exhibit 5-93: Template Settings tab in Site Workspace

b. The Template Settings tab will only display if your organization has
purchased Styler™, On the Template Settings:

i. The Site Director can set template control to the Subsite Level.
This will display a Site Templates (Styler™) task in subsite
workspaces and allow Subsite Directors to apply shared templates
to their subsites.

i1. Site Directors and Subsite Directors can restrict formatting for the
entire Site or a single subsite. This means that editors will only be
able to select certain styles to apply to their text. See Chapter 8:
“Working with the Schoolwires Editor” for more information.
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A Important: You will need to change the settings for

restricting formatting for all sections created before this setting
was changed manually.

In addition, the section configuration determines the settings
for restricting formatting on all sections using that
configuration. This setting cannot be overridden by site/subsite
settings. In order to assure that the settings for sections created
after site/subsite settings are changed, the restrict formatting
option must be changed on that section configuration as well.

Home = Site Settings

Site Settings

Control site information, including the name of your site. Control your navigation and MyStart settings as well as termplate settings if you
have Styler™.

Cancel

General Template Settings Navigation Settings MySkart Settings

Directory Type :

Choose the kype of Format for your directory pages.

Cne Colurnn

One Colurmn with Alphabetical Grouping

Two Columns

Twio Columns with Alphabetical Grouping
Three Columnns

Three Columns with Alphabetical Grouping

®@00000

Display menu when only one Section appears under a channel?

Ta display a drop-down when only section appears dlick Display Menu or Da Mot Display Menu,

© Do Mot Display Menu
@ Display Menu

A\ This option requires publishing of your active template.

Exhibit 5-94: Navigation Settings tab: same in Site & Subsite Workspaces

c. Though there are fewer tabs in Site Settings task when a Subsite
Director accesses it, the Navigation Settings tab shown in Exhibit 5-94
is the same for both Site Directors and Subsite Directors. On the
Navigation Settings tab, you set:

i. The directory type: the way any directory pages (created when you
have 15 or more sections) will display on the End User.

ii. Whether to display a section drop-down list from the channel when
there is only one section in that channel.
Note: you will need to re-publish your template for this setting to
take effect.

User Guide

Page 5-90



Schoolwires Academic Portal 4.0 Site Manager—Site/Subsite Workspace

d. The MyStart Settings tab shown in Exhibit 5-95 is only available to
Site Directors in the Site Workspace. On the My Start tab, Site
Directors can:

i. Show or hide the Register button on the End User.

Home = Site Settings

Site Settings

Contral site information, including the name of your site. Control your navigation and MyStart settings as well as termplate settings if you
have Styler™.

General Template Settings Mavigation Settings MyStart Settings

Display Register button:
To hide or display the Register button select show or hide below,

QO  show
® Hide

Display Site and Subsite List:
To hide or display the Site and Subsite List in the MyStart bar select show or hide below,

@ Show
O Hide

Exhibit 5-95: MyStart Settings tab in Site Workspace

ii. Show or hide the subsite list (i.e., Select a School) on the End
User.
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Sorting Subsites

Site Directors can change the order in which the subsites appear on Select
a School drop-down list by sorting the subsites. To sort subsites:

1. Access the Site Workspace.

2. Click on the Site task from either the Configure drop-down menu or the
Configure tab.

3. Click on Sort Subsites from either the Configure drop-down menu or the
Configure tab. A Sort Subsites window like the one shown in Exhibit 5-96
will display.

Home = Sort Subsites [}\
Sort Subsites
Contral the order in which subsites appear in the Select a School drop-down list,
Lakepark Elementary School
Lakepark High School
Lakepark Middle School
Save Cancel
Exhibit 5-96: Sort Subsites
4. Highlight a subsite.
5. Use the up and down arrows until the subsites are in the desired order.

Click the Save button. The subsites will appear in the desired order on the
Select a School drop-down list.

Home > Sort Subsites

Sort Subsites

Control the order in which subsites appear in the Select a School drop-down list.

You cannot sort the Subsites because there are less than two Subsites under this Site.

Cancel

Exhibit 5-97: Only One Subsite

Note: If you try to sort subsites when you only have one subsite, you will
see the message displayed in Exhibit 5-97.

User Guide

Page 5-92



Schoolwires Academic Portal 4.0 Site Manager—Site/Subsite Workspace

Channels Configuration Tasks

The main site and each subsite may have different channels from one another.
Site Directors and Subsite Directors at each subsite may sort the assigned
channels to control the order in which they appear on the Channel bar.
However, only a Site Director may edit the channel names. This is done in the
Site Workspace. Exhibit 5-98 shows the Channel Configuration subtasks
available in the Site Workspace.

L

@ Getting Started @ Edit Homepage and Calendar % User Management & Tools BE’ Configure

Use these tasks to set up and rmaintain options for your site, including options for channels |Chc||jse a guick task... v|
and sections.

© site

Control site infarmation, the arder of vour subsites, navigation and MyStart settings.

e nnels

Edif channel names for vour site and subsites; assign channels and sort channels for vour site,

Edit Channel Mames
Add and edit channel names for use on wour site and subsites,

ﬁ Assign Channels

fzzign channels to be used on vour site,

Sort Channels
Control the order of the channels on the channel bar of vour site.

€ Sections

Design section configurations ko use when you add sections manually or with the Section Robot,

Exhibit 5-98: Channels task in Site Workspace
Editing Channel Names

If you are using a text-based template, editing the channel names is all that
is required. If you are using an image-based template, however, you will
need to create channel images and upload them to your template. See
Appendix A for more information. Channel names you add/edit here will
be available for assignment on the main site and all subsites.

TIP: You want to minimize horizontal scrolling for the visitors to your
website. Consequently, you should limit the number of channels assigned to
between eight and ten. This will vary depending on your template and the
length of the channel names.

Schoolwires recommends that you plan the number and names of the
channels that you will use throughout the website. For instance, will you
use Faculty or Teachers for a teacher channel? Having the same name
throughout the website will help visitors navigate.
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Adding a Channel Name
To add a new channel name for use on the main site and all subsites:

1. Access the Site Workspace.

2. Click on the Channels task from either the Configure drop-down menu
or the Configure tab.

3. Click on Edit Channel Names from either the Configure drop-down
menu or the Configure tab. An Edit Channel Names window like the
one shown in Exhibit 5-99 will display.

Home = Edit Channel Names

Edit Channel Names

Add and edit channel names for use on yvour site and subsites,

Sort Alphabetically | Sort By 10 éo rt By
No. Channel Name
58 Ahout Us Edit
30 Acadernics Edit
37 Acadermies Edit
S0 Activities a
a0 Administration Edi
32 Alurni Edit
121 Applications Edit
29 Art Gallery Edit
40 Athletics Edit
99 Calendar Edit
45 ChangedDBOA Edit
33 Clubs Edit
67 Co-0OP Edit

Exhibit 5-99: Edit Channel Names window

4. Click on the New Channel button on the top left of the window. A New
Channel window like the one shown in Exhibit 5-100 will display.

Home = Edit Channel Mames = New Channel

New Channel Name
Screen Description here

Channel Name:

Save Cancel

Exhibit 5-100: New Channel window
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5. Enter a name for the channel.

6. Click on the Save button. The Edit Channel Names window will return
as the active window. The new channel will display on the list.

Sorting Channel Names

You can sort the channel names as they appear in the Edit Channel
Names window (Exhibit 5-99).

1. To sort alphabetically, click on the Sort Alphabetically link. The Edit
Channel Names window will refresh and the channel names will be in
alphabetical order.

2. To sort by channel ID, click on the Sort by ID link. The Edit Channel
Names window will refresh and the channel names will be in order of
the channel ID numbers generated by the system. You will need the ID
numbers for the channels only if you need to create channel imagery
or will be doing a section import using the Section Robot. See
Appendix A for information about creating channel imagery and
Chapter 15: “Section Management” for more information about the
Section Robot.

Editing Channel Names
To edit a channel name for use on the main Site and all subsites:

1. Access the Site Workspace.

2. Click on the Channels task from either the Configure drop-down menu
or the Configure tab.

3. Click on Edit Channel Names from either the Configure drop-down
menu or the Configure tab. An Edit Channel Names window like the
one shown in Exhibit 5-99 will display.

4. Click on the Edit button to the right of the channel name you want to
edit. An Edit Channel Name window like the one shown in Exhibit 5-
101 will display.

Home = Edit Channel Mames > Edit Channel

Edit Channel Name

Screen Description here

Channel Name:

Histary

Save Cancel

Exhibit 5-101: Edit Channel Name

5. Make the desired change to the channel name.
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6. Click on the Save button. The Edit Channel Names window will return
as the active window. The new channel name will display. If this
channel was assigned, the name will change on the End User in a text-

based template.

Assigning Channels

Site Directors can assign channels for the main site and any subsite.
Subsite Directors can assign channels for their subsites. As long as the
Site Director has created the channel name, that channel can be assigned
anywhere.

To assign channels:

1.

Access the Site or Subsite Workspace.

2. Click on the Channels task from either the Configure drop-down menu or

the Configure tab.

Click on Assign Channels from either the Configure drop-down menu or

the Configure tab. An Assign Channels window (i.e., channel library) like
the one shown in Exhibit 5-102 will display. As you can see, this window
contains a list of all available channels.

Click in the checkbox to the left of the channels you wish to use. If you
are on the main Site, you are assigning channels for that site. If you are on
a subsite, you are assigning channels for that subsite.

Home = Assign Channels

Assign Channels

Assign channels to be used on your site,

aa (34)
Academies (37)
Alumni (32}

Art Gallery (39)
Classrooms (35)

Fundraising {55)
Libraries (44}

Our District (75)
Policies (123)
PTO (31)
Resources (65)
Services (100)
Teachers (70)
Technology (36)

0oOEROOO0OOOO0DOO0O0O0DOO0OO0EOOOO

Save Cancel

Community (120)

Custom Channel 1 (91)
Custom Channel 3 (93)
Custom Channel 5 (95)
Custom Channel 7 (97)
Custom Channel 9 (99)
Employment (72}

My Own Channel (45)

OOEROEEREOOEOEOOCOOOCOOREOO®E

Academics (30)
Activities (50)
Applications {121)
Athletics (40)

Clubs (33)

Curriculum (73)
Custom Channel 2 (92)
Custom Channel 4 (94)
Custom Channel 6 (96)
Custom Channel 8 (98)
Departments (38)
Faculty (71)
Information (115)
Library (42)
Organizations (80)
Our School (60}
Programs (46)

Quality Assurance (90)
Schools (43)

Staff (125)

Teams (41}

Yocational (47)

Exhibit 5-102: Assign Channels window
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5. Click on the Save button once you have selected your channels. They will
immediately appear in the Content Browser. If you check the End User,
however, you will not see the channels you assigned to your website. You
must have a least one section in a channel before it will display on the
channel bar.

TIP: You must have a least one channel assigned for your website to
display properly.

Sorting Channels

Site Directors can control the order of the channels on the Channel bar of
the main site or any subsite. Subsite Directors can control the order of the
channels on their subsites. You sort channels manually the same way you
sort subsites. However, as you can see from Exhibit 5-103, you may sort
channels alphabetically.

To sort channels:
1. Access the Site or Subsite Workspace.

2. Click on the Channels task from either the Configure drop-down menu or
the Configure tab.

3. Click on Sort Channels from either the Configure drop-down menu or the
Configure tab. A Sort Channels window like the one shown in Exhibit 5-
103 will display.

Home > Sort Channels

Sort Channels
Control the order of the channels on the channel bar of your site.

Sort Type

® Sart aAlphabetically
q% Sort Manually

Academics A
Ahletics

Classrooms )
Depantments €
Information (=
Our School
Programs

Cluality Assurance
Services )

Exhibit 5-103: Sort Channels window
4. To sort the channels alphabetically:
a. Click in the radio button to the left of “Sort Alphabetically”.
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b. Click on the Save button. The channels will display alphabetically in
the Sort Channels window, the Content Browser and on the End User.

5. To sort the channels manually, click on the radio button to the left of “Sort
Manually”.

Highlight a channel.
b. Use the up and down arrows until the channels are in the desired order.

c. Click on the Save button. The channels will display in the desired
order in the Sort Channels window, the Content Browser and on the
End User.
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Section Configurations Task

The Schoolwires Section Management suite contains three tools. They appear
in your workspace as tasks. The three tasks are:

e Page Layouts (available in Site and Subsite Workspaces)
e Section Configurations (available in Site Workspace only)
e Section Robot (available in Site Workspace only)

Section Configurations allows Site Directors to create Section configurations.
They can create as many Section configurations as they desire. In each
configuration they will:

e Set and store the section options for the sections that will use the
configuration.

e Choose the types and numbers of pages that will be in the
configuration.

e Choose the page layouts for the section homepage and each Flex Page
they will add to that section configuration.

See Chapter 15: “Section Management” for more information on page layouts
and their relationship to Section Configurations and Section Robot.
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