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About This Guide

Welcome and congratulations! You are about to learn how to become an active and integral contributor
to your Schoolwires Centricity2 website.

This guide provides you with what you need to know to become a Site Administrator. You will find
information about your Centricity2 website as well as instructions for common tasks you may need to
perform as a Site Administrator. Be sure to look for the green Pointer and blue How about that?
Information boxes as you progress through the workbook.

e‘"
2 ©
‘ll\‘

Pointers are included to Notes to help increase
identify a best practice. your Section Editor skills.
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Schoolwires Website Basics

Site Administrators, Site Directors and Subsite Directors should be familiar with the structure of the
website.

Website Navigation Elements

These navigation elements display on every page of the end-user website.

e MysStart Bar
e QOrganization Name
e Channel Bar

# District Home  Select a School g yStart Bar ¢ Sign In Register

* Happy Valley School District

Putting Children First

m About Us Academics

General navigation elements appear on the MyStart navigation bar of Centricity2. However, what you
see before you sign in and what you see after you sign in will be slightly different.

Prior to Signing In
The following navigation elements may be available to you on the MyStart bar before you sign in.

e Select a School—This drop-down list allows you to navigate to your subsites.

e Sign In—This allows registered users to sign in to the site and access their user accounts.
e Register—This allows visitors to create a user account for themselves by self-registering.
e Grades—This is an optional feature used to link to a separate grading program.

e Email—This is an optional feature used to link to a separate Email program.

After Signing In
The following navigation elements may be available to you after you sign in.

e MyView—This link displays MyView, where registered users can view and organize information
on their MyView Dashboard and Planner.
e Site Manager—This link allows you to edit areas of the website to which you have been assigned.
® My Account—This link provides access to account options.
e Edit Account Settings: Click this option to access your account information and modify it.
e Sign Out: Click this option to sign out of the site.
o My PassKeys—This link allows access to your library of single sign-on PassKeys which provide secure
access to web applications through Centricity2.

Wil
o

0. To ensure security, we
recommend thaot vou always
sign out when vou are finished
working.
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Channel Bar

Channels are visible on every page of your site or subsite. They provide visitors to your website with
consistent navigation throughout the site or subsite. The channels on each subsite may be different
from those on the main site or other subsites.

Channels contain sections and within each of those sections are pages of information about that
particular section. Think of your website as a filing cabinet of information.

Each CHANNEL is
like a DRAWER-

containing similar
information

within each CHANNEL
{DRAWER]), is one or more

hanging folders or
SECTIONS
# Happy Valley High School ] ’
v

Home About Us Activities Alumni Athletics Programs m Training Calendar
Sparks, Eric

* Mr. Sparks Welcome

* Homework.

* Homework Calendar

* Course Expectations
* Classroom Articles Hello Michael
Today is Tuesday, May 01, 2012

* Classroom Photos

* Helpful Resources Have you completed your homework? ‘
* Student MiniBase Within each SECTION

* Classroom (Folder) are the
Discussions ) .
PAGES of information
S Ciax=xoows Pogcasts about that section.
* Mr. Sparks May

Classroom
Discussions

T

Centricity2 allows you to have channel homepages and channel calendars. If you choose to enable these,
you can provide visitors with an overview of what they will find within your channel. You may also
choose to have a directory page, or just set the channel to automatically direct website visitors to the
first Section in the channel when they click the name.

You may choose to activate a channel’s homepage and
then add apps to the homepage to create a mini-site.
You might create an Athletics channel and create apps
for each program and use the channel calendar to
schedule program events.
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Site Structure and Navigation

Centricity2 provides visitors to your website with consistent channel navigation. Notice the two sections
within the Parents channel, PTO and Parent Handbook.

When you select the PTO section on the Parents channel drop-down, you are taken to the landing page
of that section, Definitions. From there you can navigate to the other pages within that section by
clicking the Volunteer! or PTO Calendar pages. You can also use the channel bar and choose a different
channel on that site or use Select a School on the MyStart bar to navigate to one of your other sites.

# District Home

PTO

» Definitions
* PTO Calendar

* Volunteer!

v MyView Site Manager My Account ¥ My PassKeys Search this Site

Happy Valley School District

Teach me and I remember. Involve me and I learn.

Parents

PTO
Happy Valley School District » Parents » PTO

Parent Handbook

What is a PTO?

A Parent Teacher Organization (PTO) is a formal organization that consists of parents, teachers and school staff. The
organization's goals may va?/ from organization to organization, but essentially the goals include volunteerism of

parents, encoumﬁement of teachers and students, community involvement and welfare of students and families. It is similar
to 3 Parent-Teacher Association (PTA) or Parent-Teacher-Student Association (PTSA).

What is a PTO Board?

A PTO generally consists of a board. These members may include a president, vice president, secretary and treasurer. They
may also include various specialty positions, such as hospitality or programs. The board typlcaﬁy governs the PTO by creating
and voting on meeting dates, general meeting programs, etc.

Why participate?

* PTO parents get involved by supporting their students, teachers and staff. Parents can volunteer to be room
parents to assist with class parties or field trips. They can help set up at a carnival or health fair. They can help
teachers and staff by making copies for the class.

e Teachers and staff may become involved by helpinfg to plan events that encourage the education of the students.
These may include workshops, tutoring or special family nights (math, science, reading).

e The students reap the benefits by the involvement and support of all the adults involved in the PTO. The PTO
supports the educational goals of the school, thus extending those goals to the students.

Questions or Feedback? | Schoolwires Privacy Policy (Updated) | Terms of Use @meres

Copyright © 2002-2013 Schoolwires, Inc. Al rights reserved
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Getting Started

If you have a user name and a password, you can sign in to the website. You can also edit your
My Account settings.

Signing In

Here’s how you sign in to the website.

1. Open your web browser. Enter the web address (URL) for your website. If you are developing
your website, your URL will be in the format http://YOURSITE.schoolwires.net. When your
website is live, the URL will be the domain name that you have provided to Schoolwires.

2. Click Sign In on the MyStart bar. A sign in window displays.

# District Home Select a School... Sign In Register  Search this Site... Q

Putting Children First Menus Email Contact

# Happy Valley School District . o N

m About Us Academics Alumni Athletics Departments Our District Calendar

3. Enter your User Name and Password. Passwords are case-sensitive.

Enter your user name and password to sign in.

You can use this site without being registered or signing in. However, registered users who sign in have access to some features and information that are not
available to other users. Remember that your password is case-sensitive.

User Name:

|

Password

@ Forgot My Password

4. Click Sign In. Your User Name and Password are authenticated and if correct, you are signed into
the website.

|

If you forget your password, click Forgot My Password. A link you use to reset your password is sent to
the Email address entered in your User Account settings.

My Account

After signing in, My Account displays on the MyStart bar. From here you sign out of the website. You can
also edit your My Account settings.

# District Home Select a School... Site Manager My Account ¥ My PassKeys  Search this Site_. Q

Edit Account Settings

# Happy Valley School District Sign Out 9 ) N

Putting iren First Menus Email Contact

About Us Academics m Athletics Departments Our District Calendar
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Edit Account Settings

Here’s how you edit your account settings.

Site Administrator Guide

1. Select Edit Account Settings from the My Account drop-down list. The Edit Account Settings

dialog displays on the Information tab.

Happy Valley School District

Putting Children First

ar @ R

Grades Calendar Directory

Hi, Eric Sparks!

Information

b

»3

E-Alert Settings

Subscriptions

PassKey Accounts

School Associations

Connected Services

s B B S @

Change Password

Delete Account

=1l

Alumni Departments

Information

e

User Name:

esparks

Email Address:

esparks@schoolwires.com
First Name:

Eric
Last Name:

Sparks

Title:

Teacher

Phone Number:

814-555-1212

Street:
328 Innovation Blvd
Suite 200

City, State & Zip:

State College PA 16801

Landing Page
When | sign in to the website

Open the MyView Dashboard

© Remain on the current page

Save Changes

Sign Out
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2. There are eight tabs on the Edit Account Settings dialog. You will see additional tabs if PassKey
and MyView are active for your site.

Tab Description

Information Includes fields such as user name, email address, first name, last
name, title, phone number and mailing address. Be sure to enter your
zip code as it is used to calculate distances to event locations. You can also
select an avatar here if you like.

E-Alert Settings Includes option to register your mobile phone to receive Broadcast
E-Alerts.

Subscriptions If you wish to receive notifications when updates are made to
homepages and sections on your site and subsites, subscribe here.

Change Password Allows you to change your password (maximum of 50 characters).

Delete Account Allows you to delete your account.

PassKey Accounts If you wish to add single sign-on web applications, add them here.

(PassKey)

School Associations You can add and remove School Associations, which indicate the

(MyView) sites from which you are interested in collecting information.

Connected Services If you are using Nimbus™ and it has been linked to Centricity2, you

(MyView) see the Connected Services tab.

3. Select a tab and respond accordingly. Note that fields marked with red triangles are mandatory
and must be completed.
4. Click Save when complete.

Sign Out
To sign out, click My Account and select Sign Out from the drop-down list.

District Home Button

Click on District Home at the top left of the MyStart bar to navigate to the homepage
L # District Home
of your main site.

Select a School

If you have subsites, you can choose any of them from the Select a School drop-down list. You will land
on the homepage of the subsite that you select.

Site Manager

Select a School
To launch Site Manager, click the Site Manager link on the MyStart bar. Where -

you land and to where you may navigate depend on the permissions you have e M.
been assigned Happy Valley Middie School

Happy Valley Elementary
School

M/ | Tips
: = Passwords should be at least seven characters in length. They

use sequenced or consecutive letters or numbers such as 12345, ghcde or
abc123. And avoid using strings such as gwerty, changeme or password.
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The Homepage

Site Administrator Guide

Each site and subsite has its own homepage. It is the first page visitors to the website see when they
navigate to a site. On the homepage, you can provide your visitors with current information about such

things as school closings and activities.

e

Site Shortcuts

Happy Valley School District

Puttir hildren First

Academics Athletics Departments Our District

District Directory

® District Volunteer Program

® Name our New Mascot!

e Majic 102.3

® WHUR

Upcoming Events

Welcome

There are no upcoming events
to display.

View Calendar

Welcome to Happy Valley School District!

Happy Valley School District serves the educational needs of over 5,000
students in grades K-12. Our professional staff is committed to providing
the knowledge, skills and opportunities for our students to compete in an
ever-changing global community. The community takes great pride in our
schools and through its financial support, provides opportunities for all
students to experience success and to prepare for the future.

Parents

(&)

S

Contact

Menus Email

Calendar

Announcements

Don't forget that the Happy Valley
District Open House will be held
Saturday afternoon between the
hours of 1:00 PM and 8:00 PM.
Come tour our district schools and
meet our teachers

School is closed Friday because of
an In-Service day for our teachers

Headlines

Happy Valley High School
Band to Participate in
Community Days!

And the band played on..

Order
Today
2-good 2-be 4-gotten!

your Yearbook
1
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Navigating Site Manager

You use Site Manager to configure and add content to your website. Registered users assigned editing
privileges see the Site Manager link on the MyStart bar when they sign in.

Editing Privileges

# District Home Select a School... Site Manager My Account ™ My PassKeys  Search this Site... Q

# Happy Valley School District o & N

Putting Children First i Menus Email Contact

m About Us Academics Alumni Athletics Departments Our District Calendar

Site Manager allows you to distribute the responsibility of maintaining the website and its content. Site
Manager includes five Editing Privilege levels. You assign these privileges to registered users.

Editing Privilege Description

Site Director Site Directors are individuals who have the highest level of editing privileges on your
site. Site Directors can assign additional Site Directors for the district site as well as
Subsite Directors, Channel Directors, Homepage Editors and Section Editors for all
sites. When associated with a Passport having all administrative privileges, these
individuals can perform such functions as registering users, creating user accounts,
granting all editing privileges, configuring sections and editing the main site
homepage and calendar. A Site Director also has access to all workspaces on the main
site and all subsites.

Subsite Director Subsite Directors are individuals who are assigned editing privileges for a subsite.
Subsite Directors can assign additional Subsite Directors, assign Channel Directors,
assign Homepage Editors and assign Section Editors. They can also configure site
options; assign and sort channels and edit the subsite homepage and calendar.
Channel Director Channel Directors are individuals who are assigned editing privileges for a channel,
which allows them to manage that channel and all of the sections within it. This
includes the ability to add, edit and delete pages within a section and place content on
those pages. They can assign other Channel Directors to the channel, create and sort
sections and edit the channel homepage within the channel. The Channel Director can
also restrict viewing rights for a channel and its sections (and the pages within the
sections).

Section Editor Section Editors are individuals who are assigned editing privileges for a section, which
allows them to manage that section and all of the pages within it. This includes the
ability to add, edit and delete pages and place content on those pages. They can
assign other Section Editors to the section and can restrict the viewing rights for the
section and the pages within it.

Homepage Editor Homepage Editors are individuals who are assigned editing privilege for just the
homepage and calendar of a site or subsite. They can add and edit the apps on the
homepage (e.g., Announcements, Headlines& Features and Site Shortcuts). They also
have access to the homepage calendar and can add and edit events, as well as accept
events pushed to the calendar’s Event Queue.
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[ Entire Website ] Schoolwires Editing Privileges

W ¥ I N NN NN NN NN NI NN NI NN NI NN RENI NN AN NN NN RENENERE RN,
»

.
-

.‘. .‘

'..‘ ‘..,.-u-u-u-u-u--uu--uu--u-u-u-uu--uuuu-u-u-u-uu--u-u-uuuu-uu DIStI’ICt/MaIn S|te t.“
R SITE DIRECTOR S
] : : %

: : Section ' :
- Editor | : :
: : Section E
. i | Section Section Editor : .
: :| Editor Editor : :
: : [ Homepage Editor ] : :

w
o
o
14}
—
)]
H
H
H
H
H
H
H
0.'
‘.
.
'0
H
H
H
H
H
H
H
w
=
o
w
<y

P [ SUBSITE DIRECTOR J L [ SUBSITE DIRECTOR X
: ' Charnel Section i | Section .
T Director Editor | : | Editor ) .
= . \ E- Section :
. Section o ) H
R Editor - Editor :
". B [ Homepage Editor ] ; :._ [ Homepage Editor ] : ..'
. - KA Ex
". "v, ‘,0' .'.. o
* T MmssssssssmsssssssssssEsssssssssmssnennnnnnnnnnnnne?’ ..'.llllllllllllllllllllllllllllllllllllllllllllll"“."
000. .‘..

»

. .
- .
A e NN I NI NN NS NI NN I NN IS NN S NI NN NS N NNEEE NI EEEEEN SN EEEEEEEEEEEEEEEEEEmEmand?

Any registered user assigned as a Site Director at the main site will have editing privileges for all
workspaces on the main site and all subsites. Any registered user assigned as a Site Director at a subsite
will have editing privileges for all workspaces on that particular subsite (Subsite Director). Any registered
user assigned as a Channel Directory at a channel will have editing privileges for that particular channel.
Any registered user assigned as a Section Editor at a section will have editing privileges for that
particular section.

When registered users with editing privilege sign in and click the Site Manager link, they land in Site
Manager at a location to which they have editing privileges. They use the Content Browser to navigate
to other locations where they have editing rights.




Site Administrator Guide Schoolwires Centricity2

Site Workspace

Here’s what you may find in the site (and subsite) workspaces.

Off Canvas Menu Button
If you are working in Site Manager on a desktop or laptop that has the display resolution set to a value
of 1024 x 768 or greater and your screen is maximized, the Content Browser always displays.

Centricity "

Happy Valley High School

Happy Valiey High School

Current Pages Common Tools All Tools
il Avoutus
PAGE Files & Folders
& Ou school
Homepage Actions v [] Forms& Surveys
i Admicisration
=1 Happy Valiey HS Calendar e @ Friendly Web Address Mappings
i Academicy: Minibase
4—— Content Browser
i Programs of Study & Photo Gallery
& Atvietes
.
i Actvises gl \ Pending Comments All Comments
o Symposium on PARENT ENGAGEMENT & | —
st
Tuesday, October 22, 11:00am- 400 pm CT REGISTER TODAY . =

a" ol CENTRICTYZ ESSENTIAL TN
B A ERATtEuulau y :

IS How effectively s your district
ENGAGING PARENTS? 1

You may notice that as you manually resize the widow displaying Site Manager smaller, the Content
Browser becomes hidden and an Off Canvas button displays.

Centricity A B View Website B Community & Support Feedback Sign Out (esparks)

Happy Valley High School Settings

VOI

Summary Directors & Viewers Channels

Current Pages
PAGE
Homepage Actions ¥
Happy Valley HS Calendar Actions w

10
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Click the Off Canvas button to display the Content Browser.

E Centricity i =] View Website Community & Suppo
fQ Users -
= Happy Valley High School Settings
M. Groups St =
s Summary Directors & Viewers Channels
Gty Seftings
Current Pages
o, Sites PAGE
@, Channel Library Homepage
i{ Section Assets Happy Valley HS Calendar
:'1’ Calendar Assets

|4, Templates

Once you select an option on the Content Browser, the browser is hidden again.

— Centricity i [E] View Website Community & Support Feedback Sign Out (esparks)

Happy Valley School District Settings

Summary Directors & Viewers Channels Statistics Howdol..?

Current Pages
PAGE
Homepage Actions w
Happy Valley District Calendar Actions v

11
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If you are working in Site Manager on a desktop or laptop that has the display resolution set to a value
less than 1024 x 768, the Content Browser is hidden and an Off Canvas button displays. Again, click the
button to display the Content Browser—once you select an option on the Content Browser, the browser
is hidden again.

= Centricity " =

R Tl TS e
Subsite V

Happy Val

Links

There are four links at the top of Site Manager.

Element Description

View Website When you click this link, you see a refreshed version of the website and you can

view any changes you have made. You will have two browser windows open, the
Site Manager browser window and the original browser window.

Community & Support When you click this link, you are taken to the Schoolwires Share site.

Feedback When you click this link, a dialog displays where you enter comments and
suggestions.

Sign Out When you click this link, you are signed out of Site Manager.

Settings Button
Click Settings to access options for the Site or Subsite. Options are available on the
General, Contact and Advanced tabs.

Workspace Tabs

Click on a workspace tab to display its options. Tabs provide access to the functions contained within the
workspace. Summary, Mobile, Tools, Directors & Viewers, Channels, Statistics and How do I...? are tabs
you may see in the site and subsite workspaces.

Happy Valley School District Settings

Summary Directors & Viewers Channels

12
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Common Tools
Use Common Tools to quickly access options that are used most often. Click All Tools to navigate to the
Tools tab.

Common Tools

Files & Folders

D Forms & Surveys

@ Friendly Web Address Mappings
Minibase

= Photo Gallery

Pending Comments
Use Pending Comments to approve or decline comments. Click All Comments to navigate to the Approve
Visitor Comments dialog.

Pending Comments

1 would like to volunteer to help work on our
classroom Civil War project

Total Visits
Use the Total Visits display to quickly ascertain the total number of visits by date. Click A/l Statistics to
navigate to the Statistics tab.

Total Visits

55—
50 -

Content Browser
The Content Browser provides you access to information and options used to maintain your website. It
contains four functional areas.

e Users & Groups

e Configure

e Content Moderation
e Sites & Channels

Clicking the arrow to the left of an area expands or contracts the display of options for the area.

It is important to note that the functional areas and options that display within the Content Browser are
dependent upon what extended privileges have been assigned to you in your Passport. This is true for
Users & Groups, Configure and Content Moderation. For Sites & Channels, you will be able to see and
access all those to which you have editing privileges.

13
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R Users
o, Groups

g, Seftings

= Sites

@i Channel Library
u Section Assets
= Calendar Assets

|| Templates

g. Apps

l_i? PassKeys

B Mobile Communications App

System Setlings

Moderated Groups

®

Happy Valley Elementary...

ﬁ First Grade
ﬁ Second Grade
ﬁ Third Grade
ﬁ Fourth Grade
@ Fifth Grade

ﬁ Teacher Lounge

o Change Site

Schoolwires Centricity2

Here is what you may see within the Content Browser.

Users & Groups

Element

Description

Users

Click to navigate to the Users workspace to create and
manage users. Additional functions include import users,
update users and import Family Relationships (MyView). You
can also manage passports.

Groups

Click to navigate to the Groups workspace to manage your
groups. Functions include import groups, create categories
and mass assign users.

Settings

Click to navigate to the Users & Groups Settings
workspace to set a from email address and set
automatic account unlocking.

Configure

Element

Description

Sites

Click to navigate to the Sites workspace to edit and
organize your sites.

Channel Library

Click to navigate to the Channel Library workspace to
create and manage a set of channels for your sites.

Section Assets

Click to navigate to the Section Assets workspace to
create and manage page types, editor layouts and
section configurations.

Page types are made up of a page layout that includes
one or more apps. You can create pages based on page
types. You can include pages types in section
configurations.

Editor layouts may include tables, text, images and the
like. You apply them to apps with the full editor.

Section configurations allow you to create sets of
pages with apps which you can make available to
Section Editors.

Calendar Assets

Click to navigate to the Calendar Assets workspace to
create and manage event categories (legend) and
collections (used to post events to site, subsite, channel
and section calendars).

Templates

Click to navigate to the Templates workspace to create
and manage templates. Templates control the look
and feel of your website.

Apps

Click to navigate to the Apps workspace to restrict the
use of apps. By default, all editors have rights.

PassKeys

Click to navigate to the PassKey workspace to create
and manage PassKeys.

MyView

If you are using MyView, click to navigate to the
MyView workspace to create and manage
configurations and assign group access to MyView.

Mobile
Communications

App

Click to configure screens and notification.

System Settings

Click to manage your system settings.
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R Users
Groups

Seftings

=, Sites
Channel Library

[ Section Assets

'{ Calendar Assels

(s

Templates

F

g

Apps

e
&

) PassKeys

Mobile Communications App

¢o» System Setlings

rr

@ Moderated Groups

,, Happy Valley Elementary...
ﬁ First Grade
ﬁ Second Grade
ﬁ Third Grade
ﬁ Fourth Grade
@ rifth Grade

ﬁ Teacher Lounge

<< Change Site

Content Moderation

Element

Description

Approval Queue

Click to navigate to the Content Moderation
workspace to approve content submitted by
moderated users.

Moderated
Groups

Click to navigate to the Content Moderation
workspace to create and manage content groups. You
create groups of workspaces and users in order to
moderate the content they create within your website.

Site & Channels

Element Description

Site The currents site name displays, along with the
channels for that site.

Channel Names Slightly indented under the current site name, you see
the channels for the site. Think of a channel as a
drawer within a filing cabinet. You choose what
channels display for a site during the site setup. Once
you have added sections into the channels, the number
of sections display to the right of the channel name.
Hovering over the number displays a fly-out menu
containing the name of the channel, along with a list
of the sections contained within that channel.

Select a channel name to navigate to its Channel
workspace (color-coded red). Select a section to
navigate to its Section workspace (color-coded green).

Change Site In order to access the workspaces of your subsites (if
applicable), click Change Site to display a fly-out menu
listing all your sites. Click on a site name to navigate to
that site.

B Avoutus

ﬂ fease Freshenan Class

B A Sophomace Class i

& rovs e < Section Fly Out
‘ Programs. Seakon Close

& san Serioe Class Play

i) Tones Avvtcs

e Dance Club

B Aboutus Happy Valley School District

) Actvises Magpy Vatey High School

B Aume Happy Valley Misdie School

Bl Avetcs Happy Valley Elementary School :

i Frooams < Site Fly Out
i s

@ Tones

& e

Change Ste
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Users & Groups Introduction

Users & Groups workspaces are where you add or import new users, update users. You also create and
manage groups which are used to assign editing privileges as well as viewing and sharing rights within

your site.

Site Administrators typically manage the users for the entire website, which includes: creating and
modifying passports, groups and group categories. The privilege of managing users and groups can also
be assigned to any registered user using a passport with those extended privileges.

27 % N
USERS s~ 128
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- ! e.g. High School \
Assigned to ? Teachers \
' ﬁ 8 |
4 1
' ]
' ]
' ]
\ ]
\ ]
\ '
\ I
A
’
Y
< Users 34
N e
1 S N /. GROUP N
’ N 7 \
/ M(?;‘ it \\‘ P e.g. High School N\
’
£ o9 A 5 / Students \
/ v \
' M 9 '
| ﬁ B i |
H £ g '
' L '
1 1 1 '
‘ ! Al '
\ . \ ’
ho g \ '
. 4 \ ’
s . \ ’
b ,’ \ ’
i Users J N L/
2% B % Users L’
TsseaeeT Assigned
Assigned
Assigned
GROUP CATEGORY
e.g. Independence High School
”,—" "‘s\\\ 7 \\\ "—’ \‘x\\
S . GROUP 4 “
N
@ GROUP b /  eg.MathTeachers GROUP
,’ e.g. High School \ £ Y e.g. High School \
r Teachers At ! 2 ,’ Students 3
: . ' ;
' 1 ' o '
1 1 ' oo H
\ ' \ ' \ ‘
\ 1 \ ’ \ /
| l \ I’ l l
) ’
b ’
20 Users e
Users T L &% Users P

16



Schoolwires Centricity2 Site Administrator Guide

Navigating in Users & Groups

To access the Users & Groups workspaces, select Users & Groups from the Content Browser. There are
three available workspaces.

Workspace Description
Users Create and manage users and passports.
Groups Create and manage groups, group categories and mass assign group membership.
Users & Emails sent concerning Users & Groups, including new user emails utilize this Email address.
gr?:p s You can also elect to automatically unlock user accounts after a specified amount of time passes.
ettings
If your district has opted to configure Lightweight Directory Access Protocol (LDAP), it can be set
up in cooperation with the Schoolwires support team.

Users Workspace—Introduction

To access the Users workspace, click the Users in the Content Browser. The Users workspace window
displays, opening on the Users tab.

Update Users Import Family Relationships Recycle Bin

Users
Add new users and work with your current users.

Filter Users Unlock All Users | | Export Users Remove by Group | | By Name =

ACTIVE  USER USERNAME  PASSPORT NAME LAST SIGN IN LOCKED  ACTIONS
Cline, Kevin
keline TestProfile Iy Delete  More ¥
Craig, Chloe
keraig@schoolwires.com ceraig Teachers 1126/2012 2:47:46 PM Delete  More ¥

Craig, Ellie
noolwires.com ecraig Teachers 1214201093422 AM £ Delete  More ¥

keraig@schoolwir

Berfyl, Ferd
"

nailme@mail.net

ferd unassigned 211712012 420:06 PM 2 Delete  More ¥

B3

Here are tabs which you may see in the Users workspace.

Tab Description

Users This tab displays when you first access Users. Use this tab to manually create and manage your
user accounts. If using MyView, you can manually create family relationships here as well.

Passports Click this tab to create and manage your passports. Here you can also assign passports to users.

A passport is a collection of extended privileges. You can have multiple passports each with
different extended privileges. For example, if you have a user you would like to help you manage
the calendar assets, you will create a passport, activate the extended privileges MANAGE
COLLECTIONS IN CONFIGURE and MANAGE EVENT CATEGORIES IN CONFIGURE and assign that user to the
passport. A user can only be assigned one Passport.

To be a fully functional Site Administrator, in addition to being assigned as a Site Director on the
Directors & Viewers tab in the Site workspace, you must also be assigned to a passport having all
administrative extended privileges.

17
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Tab

Description

Import Users

Click this tab to access the Import function which you use to quickly create multiple user accounts
at once using a CSV file.

Update Users

Click this tab to access the Update Users function which you use to update multiple user accounts
at once using a CSV file.

Import Family
Relationships

If you are using MyView, click this tab to access the Import Family Relationships function which
you use to quickly associate guardian and dependent relationships for multiple users at once.

Recycle Bin

Click this tab to access the Recycle Bin. Users you removed display here. From within the Recycle
Bin you can restore or permanently delete these users.

Howdo I...?

Click this tab to access a variety of help articles, interactive video tutorials and user guides,
workbooks and help cards. To filter for a particular resource, enter text in the search box.
Matches display on the dialog.

Users Workspace—User Tab

You will use this tab to create and manage user accounts.

Add a User

Here’s how you add a user.

1. Navigate to the Users workspace. The Users tab

displays. New User
2. Click New User. The New User dialog displays First Name:
3. Complete the fields. At a minimum, you must enter Eric h
a first name, a last name and a user name. A red Last Name:
triangle indicates that the field is mandatory. Sparks N
Note that the default passport is Unassigned. Users i TR,
with this passport have no extended privileges. Unassigned
Email Address:
If you enter an Email address for the user and esparks@schoolwires com
activate the Send Email to User check box, an Email AR
containing the site URL, user name and a link to set sparky b
a password is sent to the new user. e s A A DA M
4. Click Save. The account is saved and you are
returned to the Users workspace. m —
Edit a User

Here’s how you edit a user.

1. Navigate to the Users workspace. The Users tab displays.

Users

Add new users and work with your current users,

m Filter Users

Unlock All Users | | Export Users | | Remove by Group | | By Name

ACTIVE USERNAME PASSPORTNAME LAST SIGN IN LOCKED  ACTIONS
Esparks  Teachers 924201245158 PM Delete  More v

2. Click on the name of the user. The edit user dialog opens on the General tab.
3. Navigate to each of the tabs and enter information as you like.
4. Click Save. The user record is updated and you are returned to the Users workspace.

18
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There are several other options available on the Users tab.

e C(Click the Lock icon in the LOCKED column to lock or unlock a user account.
e Click More to display a drop-down list with these options.
e Reset Password
e Emulate User
e Click Filter Users to apply selection criteria to the user list.
e Click Unlock All Users to unlock locked accounts all at once.
e Click Export Users to create a CSV file of your user account records.
e Click Remove by Group to move groups of users to the Recycle Bin.
e Click the Quick Filter drop-down and choose to organize the user list by Name, User Name,
Passport Name, Last Sign In, Locked or Active.

By Name v
A Word about Passwords

Passwords are case sensitive. It should be at least seven characters in

length. It should include both alpha and numeric characters. Use special characters to increase password
strength. You should not use sequenced or consecutive letters or numbers such as 12345, abcde or
abc123. Avoid using strings such as gwerty, changeme or password.

Note that as you type characters into the Password field, the Password Strength Indicator to the right of
the field displays the strength of the password. Strengths include Very Weak, Weak, Fair, Strong and
Very Strong.

Use the Reset Password option to change a user’s password. Select this option and select one of the two
options. You can send a Password Reset email to the user or you can choose to reset the password
manually. The Password Reset email contains a link that the users click to change their password—this
link expires after 24 hours. If you choose to reset the password manually, you will need to contact the
user directly to communicate the password you set.

Users Workspace—Passports Tab

A passport is a set of extended administrative privileges that can be assigned to users. These privileges
do not determine nor are they related to editing privileges. As a Site Administrator, you have
automatically been assigned the Site Director Admin passport. This passport allows you to access the
Administrative areas of the Content Browser, namely the Users & Groups workspaces, the Configure
workspaces and the Content
Moderation workspaces.

When a user is assigned a
passport with select extended
administrative privileges, they Fasspors
can only access those assigned e
areas. You may wish to create oo oo v Ao
passports with different areas of ContentModeration
administrative privilege and
then assign them to users you
wish to assist you with the

administration of your website. bt g o : "

Site Director - Admin

Import Users Update Users Import Family Relationships Recycle Bin How dol..?

set of extended privileges for users. Extended privileges determine what users can do beyond their regular editing privileges (Site Director, Subsite Director, Homepage
| Director and Section Editor).

New Passport

19 0 Delete

LDAP Sign In
9 1 Delete

ManageUsers 18 0 Delete
ele

Teachers
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Users Workspace—Import Users Tab

With Import Users you can quickly add multiple users, remove a
group of users by rolling back an import and delete the import record,

A EditPassport

but not the users associated with the import. Passport Name:
| UsersWorkspaceAccess 1

You will need to create an import file. This is a CSV file. You can

download a sample CSV file by clicking on the Click here link on the S il

Import Users dialog. Do NOT include double quotes in any field within

the file.

A B C D E F G H

First Name Last Name User Name User Code Password Email Passport Group
Grace Andersen gandersen gandersenl changeme gandersen@noemail.con 3 12,14
Andrew Brown abrown abrownl changeme abrown@noemail.con 12
Evan Clark eclark eclarkl changeme eclark@noemail.con 12
Hannah Davis hdavis hdavisl changeme hdavis@noemail.con 12
Diego Garcia dgarcia dgarcial changeme dgarcia@noemail.con 3 12
Dylan Jackson  djackson djacksonl changeme djackson@noemail.con 12
Emily Johnson ejohnson ejohnsonl changeme ejohnson@noemail.con 12,14
Elizabeth Lee elee eleel changeme elee@noemail.con 16 12,14
Maria Martinez mmartinez mmartinezl changeme mmartinez@noemail.con 12,14
Ryan Miller rmiller rmillerl changeme rmiller@noemail.con 12,14
Jacob Smith jsmith jsmithl changeme jsmith@noemail.con 11,12
Matthew Taylor mtaylor mtaylorl changeme mtaylor@noemail.con 11,12
Anna White awhite awhitel changeme awhite@noemail.con 11,12
Michael Williams mwilliams mwilliamsl changeme mwilliams@noemail.con 5 11,12
Sarah Wilson swilson swilsonl changeme swilson@noemail.con 12

Here’s how you import users.

1. Navigate to the Users workspace and Click Import Users.

2. Click Import. The Import Users dialog displays.

3. Click Browse, locate and select your CSV import file.

4. Activate the Use Section Robot to create a section for each user checkbox if you like.

5. Click Continue. The Map Fields dialog displays.

6. Map the fields from your import file. Note that there are three tabs — -
of fields you can map, namely General, Advanced and Other. At a e e et o et s e
minimum, you must map first name, last name and user name. T —

7. Click Import. If the import is successful, you are returned to the s
Import Users tab. If there are errors, you are prompted and asked if | ==
you wish to download an error log. Click Download to get the log or | we
Cancel to exit the import.

8. Once you are returned to the Import Users tab, you can View —
Exceptions, Send Emails to the imported users, Rollback an import or Delete the import record

from the list.

If you include a password in the import CSV file and map that field, you will need to contact each of the
users that were imported and tell them what their password is. If you include an email address in the
import file and map that field, a check box displays that you use to trigger an email message to each
user. The email sent to each imported user contains their User Name and a link they use to set their
password.

If users have the extended privilege Allow users to modify their accounts active in their passport, they
can change this password by accessing MyAccount 2Edit Account Settings on the MyStart bar.
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If you wish to assign a passport or groups to the users, you need to obtain the ID Numbers for the
passports and groups you will use. Enter those in the CSV file and NOT the names of the passports or
groups. Users can only have one passport. Users can belong to more than one group. When entering
multiple groups in the CSV file, be sure to separate the Group ID number with a comma.

Passports

A passportis 8 set of extended privleges. Add new passports and work wih your current passports.

PASSPORT

LDAP Sign In

Manage Account & Apps & Layouts Off

Manage Account & Apps & Layouts On

PASSPORTID

Groups

Groups alow you to classify your users for later use. Add new groups and work with your

Show All Categories

STATUS

GROUP

All Administrators

@D Al Parents

@B Al Social Studies

Users Workspace—Update Users Tab

You use Update Users to modify data for existing user accounts.

Here’s how you update users.

current groups here.

GROUP ID

2

7

2%

1. Create a CSV file. You can download a sample CSV file by clicking Click here on the Update User

dialog.

2. Include the user name or user code of each user you wish to update in the CSV file. This is how

user records are identified and matched.
Enter new values for any of the fields available for updating for each user in the CSV file.

w

4. Navigate to the Users workspace, click Update Users, click Import and Browse to locate your

CSV file. Click Continue.

5. Map the fields of your import file. Note that you can map fields on three tabs; General,

Advanced and Other.
6. Runthe import.

Users Workspace—Recycle Bin

When you delete users from the Users
workspace, they are not permanently
deleted but instead moved to the Recycle
Bin. To permanently delete users you must
delete them from the Recycle Bin by clicking
Delete. If you click Restore, the users are
moved back to the Users workspace. Click
Delete by Group and follow the wizard to
permanently remove users in the Recycle
Bin by group membership.

Update Users.

Recycle Bin
Us

s you removed are listed below. If you want, you can restore o

Delete by Group
u

r delete a user or users.

nnnnnnnn

Import Famiy Relationships

nnnnnnnnnnnnnnnnnnnnnnnnnnn

If you add a new user having the same User Name as one in the Recycle Bin, you will receive an error
message stating that there is already a user with that name.

21



Site Administrator Guide Schoolwires Centricity2

Groups Workspace—Introduction

To access the Groups workspace, click on the Groups link in your Content Browser. The Groups
workspace window displays, opening on the Groups tab.

Categories Import Groups Mass Assign Users How doL.?
Groups
Groups allow you to classify your users for later use. Add new groups and work with your current groups here
m Show All Categories v
STATUS GROUP GROUP ID CATEGORY GROUPCODE ACTIONS
@D Al Parents
1 User(s < District Delete
@EB Al Staff i
0 User(s 3 District Deiete
@S All Students =
1 Useris S District Delete
Here are tabs you may see in the Groups workspace.
Tab Description
Groups This tab displays when you first access Groups. Use this tab to create and manage your groups.
Categories Use this tab to create and manage categories. Categories allow you to organize your groups.
Import Groups | Use this tab to access the import function which you use to quickly create multiple groups at once
using a CSV file.
Mass Assign Use this tab to access the import function which you use to assign multiple users to a group or
Users groups using a CSV file.
How Do I...? Use this tab to access a variety of help articles, interactive video tutorials and user guides,
workbooks and help cards. To filter for a particular resource, enter text in the search box.
Matches display on the dialog.

Groups Workspace—Categories Tab

Before adding groups, you may consider creating categories first. When you create a group, you can
assign it to a category. However, a category is not required when creating a group. It is recommended
that you assign each group you create to a category. Note that the group-category combination must be
unique. It is also recommended that you choose group names that are as specific as possible. For
example, use the group name Happy Valley High School English Teachers rather than just English
Teachers.
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Here’s how you add a category.

1. Click Categories. The Categories window displays.

Groups

Groups Categories Import Groups Mass Assign Users. Howdol.?

Stegories allow’ Wqu to organize your groups. Add new categories and work with your current categories here.
New Category
SRIEGOR CATEGORY ID  ACTIONS

All District
6 Group(s

1 Delete

All Middle School
2 Group(s 5 Delete

2. Click New Category. The New Category window displays.
3. Enter the name for the new category. The name must be unique.

New Category

Category Name:

m e

4. Click Save. The record is saved and you are returned to the Categories tab.

If the name you entered is not unique, an error message displays asking you to choose a different
category name.

At any time, you can edit a category by clicking on its name and delete a category by clicking the Delete
button.

Groups Workspace—Groups Tab

You use groups to classify users based on similar needs. Groups can be used to assign editing privileges,
as well as viewing and sharing rights. Here are some examples of groups you might create.

All District Staff

Elementary Teachers, Middle School Teachers and High School Teachers
Principals

Freshman, Sophomores, Juniors and Seniors

To restrict viewing of content on your site from the

general public, you can assign viewing rights. Viewing
rights can be assigned to individuals users and groups of users. You
can select from your groups when distributing Broadcast E-Alerts.
As a Site Director, you can add and edit users in these groups.

@ How about that?
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Create a Group
Here’s how you create a group.

1. Navigate to the Groups workspace and click New Group. The New Groups window displays.

Categories import Groups Mass Assign Users How do .2

STATD GROUP GROUP ID  CATEGORY GROUP CODE  ACTIONS
@@ Al Administrators

0 User(s 2 All District Delete
@ Al Parents

S 4 All Middle School Delete

2. Enter a name for the group.

3. Enter a group code to create a relationship with another system. (Some examples of group
codes include class, activity or course numbers.)

4. Choose a category to which this

X
group will be assigned from the New Group -
drop-down list menu. This is not
required, but is highly Group Name: -

recommended. If you do not choose ‘

a category, the category will default Group Code:

to Unass[gned Remem ber the Allows you to create a relationship with another system. Examples of group codes include class, activity or
. . course numbers

group—category combination must ‘

be unique even if the category is

unassigned Category:
’ . . . Allows you to organize your group in relation to other groups.
5. Enter a group code if you like. This [ Unsssines =

is not required for adding a group
manually. However, it is required if m i
you wish to perform a group import
for creating and assigning multiple
users to groups (i.e., Mass Assign Users).
6. Click Save. The record is saved and you are returned to the General tab.

Edit a Group
Here’s how you edit a group and add users to that group.

1. Navigate to the Groups workspace and click on the name of the group you wish to edit. The Edit
Group window displays.

Groups

Groups allow you to classify your users for later use. Add new groups and work with your current groups here.
@ ‘ Show All Categories v

STATUS  GROUP GROUPID CATEGORY GROUP CODE  ACTIONS

@D Al Parents

3 User(s)

4 Happy Valiey High School  AK Delete
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2. The Edit Group window displays the group name and has three tabs.
e General—Click to Manage the Group Code and Category
e Owners—Click to Manage Group Owners
e Users—Click to Manage Group Members
3. Click Users to add and remove members. To add a member to the group, click Assign User and
search for all or part of a user first, last or user name and click Search. Click Select to the right of
a user name to move the user to the Selected User list. When all selections are complete, click
Add. You are returned to the Users tab.

Groups Categories

Import Groups

A EditGroup

Group:

All Administrators

General Owners Users

To add users to your group, click ‘Assign User".

Assign User

We noticed you haven't assigned any users to your
group. Click 'Assign User' to get started.

Mass Assign Users

Howdol.?

How doI?

Learn more about this area.

Access our library of video tutorials, help
articles, and other resources.

4. Toremove a user from the group, click Remove located to the right of the user name.

9 Sparks, Eric
iy

[
User

5. Once all changes have been made, click Save. You are returned to the Groups tab.

Groups Workspace—Importing Groups Tab

With Import Groups you can quickly add multiple groups, remove imported groups by rolling back an
import and delete the import record, but not the groups associated with the import.

You will need to create an import file. This is a CSV file. You can download a sample CSV file by clicking
on the Click here link on the Import Groups dialog. Do NOT include double quotes in any field within the

file.

A
GroupName
System Administrators
Independence High Teachers
John Glenn Middle Teachers

B C D
Groupcode GroupCode GroupCategorylD
sysadmin 13456 100
HS Teachers 101
MS Teachers 13458 102
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Here’s how you import groups.

1.

2.
3.
4

Navigate to the Users workspace and Click Import Groups.

Click Import. The Import Groups dialog displays.

Click Browse, locate and select your CSV import file.

Click Import. If the import is successful, you are returned to the Import Groups tab. If there are
errors, you are prompted and asked if you wish to download an error log. Click Download to get
the log or Cancel to exit the import.

Once you are returned to Import Groups tab, note that you can Rollback an import or Delete
the import record from the list.

Groups Workspace—Mass Assign Users Tab

Once you have added your groups, you can use Mass Assign Users to assign multiple users to a group or
groups using a single import file. This process would be done if you did not assign users to groups when
you used Import Users.

With Mass Assign Users, you can quickly add multiple users to groups, remove assigned users by rolling
back an import and delete the import record, but not the group assignments.

You will need to create an import file. This is a CSV file. It will consist of two columns, user code and
group code. You can download a sample CSV file by clicking on the Click here link on the Mass Assign
Users Import dialog.

A B
UserCode GroupCode
1051 555
1150 555
1152 555
1154 555

Here’s how you mass assign users.

PwnN
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Navigate to the Groups workspace and Click Mass Assign Users.

Click Import. The Mass Assign Users Import dialog displays.

Click Browse, locate and select your CSV import file.

Click Import. If the import is successful, you are returned to the Mass Assign Users tab. If there
are errors, you are prompted and asked if you wish to download an error log. Click Download to
get the log or Cancel to exit the import.

Once you are returned to Mass Assign Users tab, note that you can Rollback an import or
Delete the import record from the list.
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Overview of the Site Workspace

Selecting the name of a site in the Content Browser displays the Site workspace for the site. This holds
true when you select a subsite as well.

School District

Mobile Directors & Viewers Channels Stafistics Howdol..?

Happy Valley High School Seftings

Mobile Channels Stafistics Howdol...?

Here are tabs which you may see in the Site and Subsite workspace.

Tab

Description

Summary

This tab displays when you first access the workspace. It provides access to the homepage and
calendar for the site or subsite. Click the homepage to edit it. You design your homepage by
adding apps. Click the calendar link to edit it.

Mobile

If you have Centricity2 Mobile Desktop, you see this tab. Click this tab to manage Mobile Desktop
options.

Tools

Here’s what you’ll find on the Tools tab.

e App Manager—Display and manage apps that were created in the workspace. You can
also create new app instances here.

e Broadcast E-Alerts—Add and manage Broadcast E-Alerts.

e Approve Community Editing—Approve or reject community edits.

e Approve Visitor Comments—Approve or reject visitor comments.

e Files & Folders—Upload and organize files in the workspace Files & Folders. When in the
workspace for the main site (Site workspace), you can access the Shared Library.

e Forms & Surveys—Use to create and manage forms and surveys in the workspace.

e Friendly Web Address Mappings—Create and manage Friendly Web Address Mappings.

e  MiniBase—Create and manage MiniBases in the workspace. You can also import
Configurations here.

e Photo Gallery—Create and manage Photo Gallery apps in the workspace.

e Section Robot—Import sections into specific channels within your website.

e Reports—Run reports for your site.

Directors &
Viewers

Click this tab to assign Site Directors, Homepage Editors and viewers rights for the site. You can
assign rights to individual users or by groups of users. You assign Site Director privilege at the top
site (Site workspace). Assigning Site Director privilege at a subsite makes the assigned users or
groups Subsite Directors for that subsite only.

Note that by default, all visitors to your end-user website can view content unless you designate
specific users and groups on the viewers tab.

Channels

Click this tab to assign and sort the channels.

Statistics

Click this tab to display the statistics graph. It shows the total number of visits for the date range
you specify. Statistics displayed are specific to the workspace you are in when you call the graph.

How Do I...?

Click this tab to access a variety of help articles, interactive video tutorials, user guides,
workbooks and help cards. To filter for a particular resource, enter text in the search box.
Matches display on the dialog.
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Working within the Site Workspace

In this portion of the guide, you learn how to assign Site Directors, viewing rights and channels to your
main site. These steps can also be completed for each of your subsites.

Centricity " [E ViewWebsite [ Community & Support Feedback Sign Out (esparks)

Happy Valley School District Settings

Workspace

Directors & Viewers Channels

Current Pages Common Tools AR Dok
PAGE 5 Files & Folders
Homepage Actions v B Forms & Surveys
= Happy Valley Distrct Calendar Kk g Friendly Welridress Moppios

Minibase

Photo Gallery

FREE ONLINE EVENT

Symposium on PARENT ENGAGEMENT 2

Tuesday, October 22, 11:00 am- 400 pm CT. R[GISTER TODAY

CENTRICITYZ‘“ SENTIAL \’M

How eﬁectlvely is your district
ENGAGING PARENTS?

Pending Comments All Comment ts

There are no comments awaiting approval

Assigning Site Directors
Here’s how you assign the Site Director privilege to a registered user.

1. In Site Manager, navigate to the Site or Subsite workspace where you wish to assign the Site
Director privilege.

2. Click Directors & Viewers. The Directors & Viewers window opens on the Site Directors tab.

3. Click Assign Group to assign the privilege by group. Enter a group name of part of a name and
click Search. (If you like, you can narrow the search by choosing a group category.) Click Select
to the right of a group to move it into the Selected Groups list. Click Add when finished. You are
returned to the Site Directors tab.

4. Click Assign User to assign the privilege to individual users. Enter all or part of a user’s first, last
or user name and click Search. Click Select to the right of a name to move it into the Selected
Users list. Click Add when finished. You are returned to the Site Directors tab.

Note that the Selected Users area acts as a collection bin so you can keep searching and adding users
without losing users that have already been selected.
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To remove a Site Director, click on the Remove button to the right of the user or group you wish to
remove. Click Yes to confirm that you wish to remove that user or group. The user or group you
removed will no longer be listed as a Site Director.

Assign Viewing Rights to your Site

By default, all website visitors will be able to view your website. If you wish to limit who can view your

site, you can assign viewing rights to specific users and groups.

Site Directors & Viewers

Site Direclors ~ Homepage Ediors  Viewers

By defaul, all webske vistors can view this ske. To mit who can view this site, add specific users or groups.

Assign Group | | Assign User

Allvisitors to the website can view this site.

Learn more about this area.
Access our library of video tutorials, help
articles, and other resources.

Here’s how you assign individual users as viewers.

1. Click on the Viewers tab.
2. Click on the Assign User button.

3. Use the search feature to locate the person to whom you wish to give viewing rights. You can

type the first, last, or user name to search.

4. Click on the Select button to the right of the person you wish to assign. Once all desired names
have been selected, click the Add button at the bottom of the selection window. The name or

names you selected displays in the list of viewers.
Here’s how you assign a group as viewers.

1. Click on the Viewers tab.
2. Click the Assign Group button. The list of groups displays.

3. Enter a group name of part of a name and click Search. (If you like, you can narrow the search by

choosing a group category.) Click Select to the right of a group to move it into the Selected
Groups list.

4. When all groups have been selected, click Add. The group or groups you selected displays in the

list of viewers.

Happy Valley School District
ace

Assigned Channels

Assign and sort your channels.
Assign Channel I

CHANNEL

B Avoutus
BB Academics

B Aumi
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Adding Channels to your Site
Here’s how you assign channels to your site.

1. Select the Channels tab in your Site workspace.

2. Click the Assign Channel button.

3. Select a channel from the Channel Name drop-down list.

4. To set the options for a channel, click on the Options button to the right of the channel name.
Each channel has a homepage and calendar. You have the option of turning on your channel
homepage and calendar by checking the Activate Channel Homepage box on the Advanced tab.
If you decide to utilize the channel homepage and calendar, we recommend you enter an Email
address in the Calendar Notification Email field. This Email address will receive notifications of
calendar event requests from editors wishing to post events on the channel calendar.

5. You have the option of adding channel contact information.

A Friendly Web Address can be created for each channel.

7. Click Save.

o

*

New Channel

Complete the gensral and advanced options for your new channel

Goneral  Advanced h

Friendly Web Address:
A name users can append to your site’s web address to navigate to this channel.

Navigation Options
[] Hide from Channel Navigation

No Left Navigation

Additional Options

[] Activate Channel Homepage
Display your channel homepage when a visitor clicks this channel in navigation.

[T] Activate Restricted Formatting
Editors can only use pre-defined styles when formatting content

W

Ordering Channels on the Channel Bar

Here’s how you order your channels on the Channel bar.

1. Select the Channels tab in your Site workspace.
2. Click the Sort button. The Sort Channels dialog displays

Happy Valley School District Setings

kspace
kspace

f Summary Mobile Tools Directors & Viewers Channels Statistics How dol.?

Assigned Channels
Assign and sort your chanagls.

3. Click Sort Alphabetically or drag and drop the channels into the desired order.
4. Click Save.
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Overview of Channel Workspace

In the Channel workspace, you can edit the channel homepage and calendar, add channel directors and
set viewing rights for the channel and view channel statistics. You can also add new sections, as well as
set section options.

Directors & Viewers Statistics Howdol..?

Current Pages Pending Comments

The following set of tabs and functions are available to you in the Channel workspace.

Tab Description
Summary This tab displays when the Channel workspace is first accessed. This is where you will manage the
optional channel homepage and calendar as well as add and set the options for the sections.
Channel homepages are an excellent place to give a high level overview of the sections contained
within the channel.
Tools Here’s what you’ll find on the Tools tab.
e App Manager—Display and manage apps that were created in the workspace. You can
also create new app instances here.
e Approve Community Editing—Approve or reject community edits.
e Approve Visitor Comments—Approve or reject visitor comments.
e Files & Folders—Upload and organize files in the workspace.
e Forms & Surveys—Use to create and manage forms and surveys in the workspace.
e MiniBase—Create and manage MiniBases in the workspace. You can also import
configurations here.
e Photo Gallery—Create and manage Photo Gallery apps in the workspace.
e Reports—Run reports for the workspace.
Directors & Use this tab to assign Channel Directors. Channel Directors are users who can edit the Channel
Viewers workspace and all the sections contained in that particular channel. This tab contains two
additional tabs.
e Channel Directors—Assign the Channel Director privilege to a registered user or group
e Viewer-All visitors can view a channel. To limit who can view a channel, you may
designate specific users and groups as viewers.
Statistics Use this tab to show the total number of visits to your channel during the date range you specify.
How Do I...? Click this tab to access a variety of help articles, interactive video tutorials, user guides, workbooks

and help cards. To filter for a particular resource, enter text in the search box. Matches display on
the dialog.
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Working within the Channel Workspace

In this portion of the guide, you learn how to assign Channel Directors, assign viewing rights for
a channel, add sections and update the section options. These steps can be followed for any
channel at any of your sites.

Centricity

Activities

Summary

Current Pages

PAGE

|

Homepage

ActivitiesCalendar

Sections

Create and sort your sections.

SECTION

H E E N

Dance Club

Freshman Class

Literary Magazine

Junior Class

Math Club

Senior Class

Sophomore Class

Senior Class Play

History Club

Find Section 7

B View Website Community & Support Feedback Sign Out (esparks)

Directors & Viewers Statistics Howdol..?

Pending Comments All Comments

There are no comments awaiting approval.

Actions v
Total Visits

Actions v

ACTIONS

Options | Move  Delete

Options | Move  Delete

Options | Move  Delete

Options | Move  Delete

Options | Move  Delete

Options | Move  Delete

Options | Move  Delete

Options | Move  Delete

Options | Move  Delete

Assigning Channel Directors

Here’s how you assign a user as a Channel Director.

1.
2.
3.

Select the Channels tab in the Site or Subsite workspace.

Select the Directors & Viewers tab within the Channel workspace.

On the Channel Directors tab, click the Assign User button. You can type the first, last or user
name to search the users list. Note that only registered users can be assigned the Channel
Director privilege.

Click the Select button to the right of the person you want to add. Once all names have been
selected, click on Add button at the bottom of the selection window. The name or names you
selected display in the list of Channel Directors.

To remove a Channel Director, click the Remove button to the right of the user or group you wish to
remove. Click Yes to confirm that you wish to remove that user or group. The user or group you
removed will no longer be listed as a Channel Director.

32

Schoolwires Centricity2



Schoolwires Centricity2 Site Administrator Guide

Aboqt Us .

f Summary Tools. Directors & Viewers How dol..?

Channel Directors & Viewers
Channel Directors Viewers

Add users or groups who can edit this Channel Workspace and every section in this channel

Assign Group | | Assign User

We noticed you haven't assigned any directors for this
channel. Click on Add User or Add Group to get started.

How doI?

Learn more about this area.

Access our library of video tutorials, help
articles, and other resources.

Here’s how you assign a group of users as Channel Directors.

Select the Channels tab in the Site or Subsite workspace.

Select the Directors & Viewers tab within the Channel workspace.

On the Channel Directors tab, click the Assign Group button. You can search for a group or
select from the Choose a Category drop-down list.

Click the Select button o the right of each group you wish to add. Once all desired groups have
been selected, click the Add button at the bottom of the selection window. The group or groups
you selected appear in the list of Channel Directors.

To remove a Channel Director, click the Remove button to the right of the user or group you wish to
remove. Click Yes to confirm that you wish to remove that user or group. The user or group you
removed will no longer be listed as a Channel Director.

Assign Viewing Rights to your Channel

By default, all website visitors will be able to view your channel. If you wish to limit who can view a
channel, you can assign viewing rights to specific users and groups.

An example of restricting viewing rights may be to create a channel that can only be seen by teachers
and staff members who sign in to the website.

Here’s how you assign individual users as viewers.

1.
2.
3.

Select the Channels tab in the Site or Subsite workspace.

Within the Directors & Viewers tab, click on the Viewers tab.

Click on the Assign User button. Use the search feature to locate the user to whom you wish to
give viewing rights. You can type the first, last, or user name to search.

Click on the Select button to the right of the person you wish to add. Once all desired names
have been selected, click the Add button at the bottom of the selection window. The name or
names you selected display in the list of viewers.
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Here’s how you assign a group of users as viewers.

1. Select the Channels tab in the Site or Subsite workspace.
2. Within the Directors & Viewers tab, click on the Viewers tab.

3. Click on the Assign Group button. You can search for a group or select from the Choose a
Category drop-down list.

Directors & Viewers Statistics How dol.?

Channel Directors & Viewers
Channel Directors Viewers

By default, all website visitors can view this channel. To limit who can view this channel, add specific users or groups.

Assign Group | | Assign User

Al visitors to the website can view this channel.

How do I?

Learn more about this area.

Access our library of video tutorials, help
articles, and other resources.

4. Click the Select button to the right of the name of the group you wish to add. Once all desired
groups have been selected, click the Add button at the bottom of the selection window. The
group or groups you selected displays in the list of viewers.

Adding Sections to a Channel Workspace
Here’s how you add a section.

1. Select the Summary tab in the Channel workspace.
2. Click the New Section button. The New Section window displays on the General tab.

New Section

Complete the general and advanced options for your new section

General  Advanced

n name appears in Site Manager and anywhere the section name ActiveBlock is used on the site
Menu Name:

The menu name appears in the navigation on the end-user website

\ A

Section Configuration:
Select a section configuration or choose Blank Section to create your own.
°

Please Select a Section Configuration "N 2

©) Blank Section

Contact Name:

Users will see this contact information in general messages from the section
Email Address:
Phone #:

Calendar Notification Email:

o
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Enter Section and Menu Name.

Choose a Section Configuration.

Add contact information if you like.

Click the Advanced tab. Advanced tab options display.

oukWw

New Section
Complete the general and advanced options for your new section.

General Advanced

Friendly Web A
Enter the text for

s. Example: athletics

ype http://c2.swirain11.schoolwires.net/athletics to

Map Section to Web Address:
Direct visitor:

s to this web address. Enter a full web address or browse your site

Browse

Navigation Options

[] Hide Section in Channel Navigation
[T] No Left Navigation

[Z] Allow Navigation Images for Pages

[”] Enable Classic Hierarchy Navigation

Additional Options
[T pisplay Modified Date

[7] Activate Restricted Formatting

Editors can only use pre-defined styles when formatting content

Save Cancel

7. Create a Friendly Web Address for the section if you like.

8. If you like you can map the section to an internal section or an external website. Enter a full web
address or in the Map Section to Web Address field or Browse your site.

9. You can hide the section from navigation, turn page navigation on and off, allow navigation
images, enable classic hierarchy, display the last modified date for pages and restrict formatting
within the Editor for all apps in the section.

10. Click Save.

You can continue to add individual sections into channels on your site.

If you wish to add multiple sections at the same time, use the Section Robot that is available on the
Tools tab of your Site and Subsite workspaces.

SVV

< Usually the Menu Name and the Section Name are the
< same. However, when creating teacher sections it is
important to have the Menu Name be last name first
(e.g., Smith, Jane). By default, once the sixteenth teacher
section is added, a directory page displays for the channel menu
and sections are listed alphabetically by teacher last name. It
still makes sense to have a friendly Section Name (e.g.,
Mrs. Smith) for the top of the section.
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Sorting Section Order
Here’'s how you order your sections and where they appear on the end-user drop-down menu.

1. Click the Sort button on the Summary tab of the Channel workspace.
2. Dragand drop the sections into the desired order.
3. Click Save.

Moving Sections

Here’s how you move a section.

1. Click the Move button to the right of the section you wish to move.
2. Select the site to which you want to move the section.

3. Select the channel to which you want to move the section.

4. Click OK.

Deleting a Section
Here’s how you delete a section.

1. Click the Delete button to the right of the section you wish to delete. A Confirmation widow
displays.

2. Click Yes. You will be prompted to type in DELETE. You must type it as shown.

3. Click OK. The section is permanently deleted.

AWarning: Once a section and its contents are deleted, this action cannot be undone.

Centricity“‘ B View Website Community & Support Feedback Sign Out (esparks)

Activities

Summary Tools Directors & Viewers Statistics Howdol..?

Current Pages Pending Comments All Comments

PAGE There are no comments awaiting approval

Homepage Actons v

Total Visits
] ActivitiesCalendar Actions v

Sections

Find Section ?

SECTION ACTIONS

ﬁ Dance Club Opions Delete
tove

Freshman Class Options

Options | Move

Options | Move  Delete

Literary Magazine

Junior Class

Math Club Options. Move Delete

Senior Class Options | Move  Delete

Sophomore Class Options | Move  Delete

Senior Class Play Opions |  Move  Deiete

History Club Options |  Move  Delete
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Adding Content

Once your sites are configured, the next step is to add content to your website. As a Site Director, you
might focus first on adding content to your site homepage. Adding content to sections is covered in the
Section Editor Workbook.

Managing Homepages

As stated earlier in this guide, your websites have homepages that you can provide your visitors with
current information. Our Schoolwires standard template gives you the ability to add apps to your
homepage. The following are considered the standard apps for the homepage.

App Description

Announcements Announcements generally include information that you only want to display
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.

Headlines & Features Headlines enable you to link to items on your homepage that are lengthy or
require images or formatting. For information that will remain on your
website for a shorter period that is not lengthy, we recommend that you use
Announcements.

Site Shortcuts Site Shortcuts can be used to provide users with quick links to content areas
within your own site or to external websites.

Welcome Text (Content App) | Welcome text allows you to customize a message to your visitors.

Upcoming Events The Upcoming Events app automatically pulls events from a site calendar
and adds them to your homepage.

Note that you can edit the regions in the Schoolwires standard template. If you have a custom template,
the number and locations of the editable regions will be determined by the design of the custom
template. sy

Happy Valley School District  ses

Here’s how you edit the homepage of your site or subsite.

1. Access the Summary tab in the Site or Subsite
workspace.

2. Click the Actions button to the right of the
homepage and select Edit Page. Here you have
access to the standard template homepage
regions.

3. Click the Manage Apps & Layout link.

4. Click Add App to add new or shared apps to the
homepage.

5. Click I’'m Done to return to the homepage.

Happy Valley Homepage Page

Last edited by Michael Kuzniar on Wednesday at 3:20 P

You are in design mode. Organize your apps by dragging and dropping. Double-ciick the App to
change the name.
-
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Adding and Editing an Announcements App
Here’s how you add an Announcement app to a homepage.

1. Access the Summary tab in the Site or Subsite workspace.

2. Click the Actions button to the right of the homepage and select Edit Page.
3. Click the Manage Apps & Layout link.

4. Click Add App. The Select an App dialog displays.

Select an App
™) About Teacher App

. Alumni Directory App

Announcements App
Schoolwires B

i5d Announcements App Create Announcements App

Your app. This na

.

Find ‘

Announcements

Cancel

Assignment App

Blog App
Schoolwires Basic App
=3

Book List App

Calendar App

Cancel

5. Click the Announcements app in the first column. Click Create New.

6. Enter a name for the app.

7. Click Create. The app is placed on your homepage in the top region.

8. Click on the app and drag it to a different homepage region if necessary.
9. Click I’'m Done. You are returned to the Summary tab.

10. Click the Announcement app to edit it. The app opens.

11. Click the New Announcement button. The Announcement dialog displays.

Happy Valley School District Setings

Mobile Tools Directors & Viewers Channels Statistics

A Happy Valley Homepage Page

Happy Valley Homepage Page

Last edited by Eric Sparks about 11 minutes ago.

lﬂ

Announcements App

Announcements App

Announcements App
Upcoming Events
Upcoming Events App

Lunch Menu HVHS
Flex Egitor App

12. On the Announcement tab, enter title. It is a required field, but it does not display on your
homepage.
13. Enter the text of your announcement within the editor. This text displays on your homepage.
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14. On the Display Duration tab, you have the option of entering a start date and an end date for

15.

16.

17.

the announcement. If you leave these blank, it displays immediately and remain indefinitely,
provided it is active.

Your announcement is active as soon as you add it. Make it inactive if you wish to work on it
before it can be seen on the end-user website. 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 display on the website on the start date and disappear from the
website on the end date. Although it does not display on the website after the expiration date, it
remains in Site Manager. You can, therefore, edit it and reuse it in the future.

If you wish to limit who can view the announcement, click the Viewers tab. Within the tab, you
can assign viewing rights to specific users and groups. By default, all visitors to your website can
view your announcements.

Click on the Save button. You are returned to the Summary tab.

Adding and Editing a Headlines & Features App
Here’s how you add a Headlines and Feature app to a homepage.

1.

2.
3.
4

Access the Summary tab in the Site or Subsite workspace.

Click the Actions button to the right of the homepage and select Edit Page.
Click the Manage Apps & Layout link.

Click Add App. The Select an App dialog displays.

Select an App

Headlines & Features App Headlines & Features App  Create Headlines & Features App

Enter the name of your app. This name will display in
some areas.

Create New
Image App

Find

Link Library App
Lunch Menu App Headlines

Headlines and Features

m

Maps & Directions App
Headlines and Features

Minibase App

Photo Gallery App

088 e0n

3
j
L
)
)
>
;
j

Q

o
5
D

Click on the Headlines & Features app in the first column and click Create New.
Enter a new name for the app.

Click Create. The app is placed on your homepage in the top region.

Click on the app and drag it to a different homepage region if necessary.

Click ’'m Done. You are returned to the Summary tab.

. Click the Headlines & Features app to edit it. The app opens.

. Click the New Headline. The New Headline dialog displays.

. Within the Headline tab, enter a title for the new headline.

. Enter teaser text if you like. This displays with the title of your headline on your homepage. We

recommend that this be a short, catchy description of the headline designed to pique interest.
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New Headline

Headline Headline Body Author Viewers

Headline Title:

[ i

Teaser Text (optional):

Accent Image (optional
Displayed to Ihga \e% gthe tme)

Browse.

Height:
Width:

Alt Text:

When will this item be displayed?

Start Date:

[¥] Activate on my page

Save Cancel Create E-Alert

14. You have the option of entering a start date and time and an end date and time for the
headline.

15. Click the Active check box if you want to make the headline visible on your start date. If you do
not make the headline active, it will not display on your website on the start date. You can enter
a headline 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 start date and
disappear from the website on the end date. Although it does not display on the website after
the expiration date, it remains in Site Manager. You can, therefore, edit it and reuse it in the
future.

16. Click the Headline Body tab. The Schoolwires editor displays.

New Headline

Al
il

(1
L}

o
&
F

W
B
[
4]
|

)
§
I
B
=
w

Gtomal BHTML Qereview

7| Activate on my page
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17. Enter the content of the headline within the editor.

18. Click on the Author tab (optional). The Author window displays. 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.

19. If you wish to limit who can view the headline, click on the Viewers tab. Within the tab, you can
assign viewing rights to specific users and groups. By default, all visitors to your website can
view your headlines.

20. Click Save. You are returned to the Summary tab.

Additional Content

Besides homepage content, once you have
set up your site you will want to have content :
added to the homepages of all the subsites, N~

channels and sections. To do this, you might As a Site Director, you can add content to all homepages,

add additional users and assign them as channels and sections. Subsite Directors can add content to

. . . the homepage, channels and sections on their assigned
Channel Directors, Section Editors or subsites. We recommend that you designate additional editors
Homepage Editors. to assist you with adding and maintaining website content.

e Add the users you will be assigning as Subsite Directors, Channel Directors, Section Editors and
Homepage Editors.

e Assign those users the appropriate editing privilege within their workspaces.

e Ensure that the users you have assigned as editors are trained.

Additional Users

As stated earlier, users of your website can be registered in multiple ways.
e If your organization has enabled registration, users can register themselves.
e You can import a data file of your users.
e ASite Administrator can register users one at a time.

Assigning Homepage Editors
Here’s how you assign a Homepage Editor.

1. Inthe appropriate Site workspace, click the Directors & Viewers tab.

2. Click the Homepage Editor tab.

3. Click the Assign User button.

4. Use the search feature to locate the person you wish to assign. When you locate the individual
you wish to assign as the Homepage Editor, click the Select button. Users must be registered
before they can be assigned as a Homepage Editor.

5. Click on the Add button at the bottom of the Add Users window. The name you selected
displays in the list of Homepage Editors.

You may also assign a Group of users that can edit the site’s homepage and calendar. You would follow
the above steps but select, Assign Group instead of Assign User.
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Assigning Section Editors
Here’s how you assign a Section Editor.

1. Inthe appropriate Section workspace, click on the Editors & Viewers tab. The Section Editors
tab display.

2. Click the Assign User button.

3. Use the search feature to locate the person you wish to assign. When you locate the individual
you wish to assign, click the Select button. Users must be registered before they can be assigned

as a Section Editor.
4. Click on the Add button at the bottom of the Add Users window. The name you selected

displays in the list of Section Editors.

Note that you may also assign a group of users as Section Editors. You would follow the above steps but
click the Assign Group button.

To learn more about the Section workspace, read the Section Editor Workbook.
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Social Media Posts and Broadcast E-Alerts

If you plan to use the Broadcast E-Alert type Twitter, you will need to review your System Settings Alert
options and then connect the sites from which you plan to send tweets to a Twitter account.
Social Media Posts

Here is how you allow Broadcast E-Alerts to be posted to Twitter.
1. In Site Manager, expand CONGIGURE in the Content Browser.
2. Click System Settings. The System Settings dialog displays.

oY Sites

How do |...?

@ Channel Library

i Section Assets =
(Eh System Settings
& Manage the system settings for your site.
s Calendar Assets
General MyStart Integration Mobile MyView Template
B Templates

Allow Broadcast E-Alerts to b¥posted to Facebook and Twitter.

|g. Apps

(217 PassKeys

© From all sites and subsites

© From the district site only

= MyView ) Not allowed
., Universal Connector Display Amber Alerts Link
Display the Amber alerts fink in the MyAccount page.
B smartphone App @ Active © Inactive
i System Settings Display Weather Alerts Link
L
. Display the weather alerts link in the MyAccount page.

© Active © Inactive

£, Happy Valley School Di... @

3. Click Alerts. Alert options display.

4. Select a Social Media Posts option. Retain the default option, From all sites and subsites. Or
choose From the district site only. Choose Not allowed to disable tweets.

5. Click Save.
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Connect a Site to Facebook Account

Here is how you connect a site to a Facebook account.

1.

vk wn

In Site Manager, expand SITES in the Content Browser.
Click System Settings. The System Settings dialog displays.
Click a site in the list. The Settings dialog displays.

Click Advanced. Advanced options display.

Locate Social Media Accounts and Facebook on the dialog.

Social Media Accounts

Once connected, you can share Broadcast E-Alerts with these accounts.

Facebook
You have not connected to a Facebook account.
Twitter

Connected to sw_development3

6. Click Connect. The Authorize dialog displays.

7.

Enter a Username or email and a password.

8. Click Authorize app.

Connect
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Connect a Site to Twitter Account

Here is how you connect a site to a Twitter account.
1. In Site Manager, expand SITES in the Content Browser.
2. Click System Settings. The System Settings dialog displays.
3. Click a site in the list. The Settings dialog displays.
4. Click Advanced. Advanced options display.

Social Media Accounts

Once connected, you can share Broade ast E-Alerts with these accounts

Facebook Connect

*You have not connected to a Facebook account.

Twme[ @
Connected to sw_development3

5. Locate Social Media Accounts and Twitter on the dialog.

Sign up for Twitter »

Authorize HappyValleySchools to
use your account?
HappyValleySchools

This application will be able to
www.schoolwires.com

« Read Tweets from your timeline.
Enable the ability to display your Twitter
* See who you follow, and follow new people feed in Schoolwires products & post
* Update your profile tweets :Ne[\,viH only post tweets when
jou explicitly request it
« Post Tweets for you Y PR

Username or email

Password

[F] Remember me - Forgot password?

Authorize app [z -]

This application will not be able to
» Access your direct messages
« See your Twitter password

You can revoke access to any application at any time from the Applications tab of your Settings page.

By authorizing an application you continue to operate under Twitter's Terms of Senice. In particular, some
usage information will be shared back with Twitter. For more, see our Privacy Policy.

6. Click Connect. The Authorize dialog displays.
7. Enter a Username or email and a password.
8. Click Authorize app.
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