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Welcome to the Campus Pipeline™ revolution. As a Campus Pipe-
line system user, you have the opportunity to request the creation of 
online groups for clubs, affiliations, or interests and to set up 
hompages for these groups. If your group has been approved and you 
become the group leader, you will have a number of tasks to com-
plete to set up the group’s pages and any applications that it has been 
given permission to use (such as a chat room or message board).

$#��� ��!�%��& This guide is designed to be used by anyone who has requested the 
creation of an online group and having had the group approved has 
become the group leader. The guide or sections of it are also designed 
to be used by anyone who has been delegated administrative privi-
leges for group content. 

#�$������� ���!& This guide is designed as a reference, providing concise information 
about such things as:

� The features of the Groups software

� The initial tasks facing a group leader in setting up a group 
homepage, its guest view, and any applications that it has been 
allowed to use

� Procedures for creating and maintaining content and for 
delegating administration of content to other group members

$#�!' ����!#� ������& This guide contains information in the following sections:
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Group Portal overview and features. Provides an overview of the 
Group Portal software from the perspective of an end user.

Group leader responsibilities. Provides a list of the responsibilities 
that a new group leader will face while setting up group pages and 
applications, and a flow chart of steps that need to be performed.

Setting up a group homepage. Provides procedures for adding con-
tent to the group’s homepage and getting it ready for members to 
access.

Setting up and managing a group’s applications. Provides proce-
dures for setting up the group’s message board and calendar.

Setting up a Guest View. Provides procedures for setting up the con-
tent that will display on the group’s guest view.

Managing group member profiles. Provides procedures for delegat-
ing permissions to other group members for maintaining content on 
the group’s pages, and for inactivating and deleting group members.

Managing group page content. Provides procedures for reviewing 
content that has been submitted by other group members and 
updating group pages with this content.

Glossary. Provides a list of terms that you should be familiar with as 
you manage your group pages.

��!����!��%����! Campus Pipeline is committed to making all our products, materials, 
and information accessible to those with disabilities. To obtain a copy 
of this document in an alternate format, please call 888-682-7473.
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Campus Pipeline version 3.1 is an extension to the baseline Campus 
Pipeline system. It provides a number of new features, including the 
Groups application, which allows individuals at your school the abil-
ity to create and manage group homepages for clubs or other 
affiliations and interests through the Campus Pipeline system.

Creation and maintenance of the group homepages is the responsibil-
ity of each group, and initially of the group leader. This guide 
provides general information about the Groups application and about 
the responsibilities of a group leader, recommendations and proce-
dures for setting up and maintaining a group’s pages or any of the 
applications like message boards that the group has been given per-
mission to use, and information about delegating permissions for 
content maintenance to other group members.
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The Campus Pipeline Web platform provides an application called 
Groups that can be accessed by clicking the Groups icon located in 
the Campus Pipeline tool bar. The Groups application allows stu-
dents, faculty, or employees at your school to create and manage 
group homepages for clubs or other affiliations and interests. Groups 
fall into two categories: public and restricted. Public groups are open 
for anyone to join. Restricted groups are subject to restrictions. For 
example, to access a group homepage for an academic or social fra-
ternity, you must first be accepted as a member of that organization. 

To solicit membership, each group will have two homepages: a guest 
view and a member view. The guest view provides general informa-
tion about the group and an option to join. When you join a group, 
you become a member and have access to the member view, which 
allows you to: 

� Read articles that have been posted by the group and submit arti-
cles for posting 

� Access links to other Internet resources that the group deems 
appropriate and submit potential links 

� View photos posted by the group and submit photos for posting 

� View information about and e-mail other group members 

� Post your own homepage link for other group members to access

� Access group chat rooms, message boards, and a calendar all 
dedicated to group members. 

� Note: A group’s ability to access and use these features depends 
on the rights and permissions that have been given to the group by 
the school’s system administrator. As such, groups may only have 
a limited set of these features. 

�������!������������! When you access the Groups application you see three tabs: My 
Groups, Group Index, and Request Groups, as illustrated below.
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� Note: If you are a system administrator, you will see a Create 
Group tab in place of the Request Group tab.

My Groups. Provides access to a page similar to the following that 
allows you to manage a groups index (those to which you belong), to 
access overall policies about forming and belonging to groups at your 
institution and a form that allows you to request creation of groups.

 

Group Index. Provides access to a page similar to the following that 
lists all of the categories of groups at your institution and allows you 
to access the group homepages within each category so that you can 
read about and request to join a group.
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Request Group. Provides a form similar to the following that you 
can fill out to request the creation of a new group. If you request the 
creation of a new group, you become the group leader and have ini-
tial responsibility for creating and managing the group homepage and 
guest view.

For more information on your responsibilities as a group leader, 
refer to the subsequent sections of this guide. 

������!��� Once you become a group member or a group leader, you have 
access to the group’s homepage similar to that illustrated below.
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Depending on your role (member or leader), this page will provide 
access to a number of tools:

Member tools

� News. Allows you to read all articles that have been written by 
other members and posted by the group, and to submit articles 
for potential posting.

� Links. Allows you to view all of the links that have been posted 
by the group and to submit links for potential posting. 

� Photos. Allows you to view all of the photos that have been 
posted by the group and to submit photos for potential posting. 

� E-mail. Allows you to send e-mail to members.

� Chat. Allows you to enter the group’s dedicated chat room where 
you can participate in real time discussions with other members. 

� Members. Allows you to view a list of other group members and 
information about each, including any homepages that the mem-
ber might have. You can also post your own homepage link. 

� Calendar. Allows you to access a group calendar. 

� Message Board. Allows you to enter the group’s dedicated mes-
sage board where you can read and post messages and replies. 
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� Note: This is a comprehensive list of all tools and applications 
that are potentially available to a group. Depending on the rights 
and permissions granted to a group by the school’s system admin-
istrator, you may only see a limited set of these tools.

Group Leader tools 

� Manage homepage. Allows you edit the content that members 
see on the homepage, including featured photo, featured links, 
and top five links. 

� Manage News. Allows you to edit articles that have been sub-
mitted for posting and to post article to and delete articles from 
the group homepage. 

� Manage Links. Allows you to post links to and delete links from 
the group homepage. 

� Manage Photos. Allows you to post photos to and delete photos 
from the group homepage. 

� Manage Members. Allows you to activate or inactivate group 
members and to delegate permissions to them for maintaining 
group homepage content. 

� Manage Guest View. Allows you edit the content that non mem-
bers see on the group’s guest page, including the group 
description, a group photo, general group links, and other group 
information. 

� Manage Calendar. Allows you to add events and other impor-
tant items to a group calendar. 

� Manage Message Boards. Allows you to create descriptions for 
the group’s message board forum and to delete message board 
topics and replies 

� Note: As with the overall tools and applications that are poten-
tially available to a group, this list will vary depending on the 
rights and permissions granted to a group by the school’s system 
administrator.

As the group leader, you will work extensively with these group 
leader tools to create and manage the group’s homepage and guest 
view, and to deactivate and reset the permissions associated with 
group member profiles. For a complete list of your responsibilities as 
a group leader refer to the next section of this guide. Procedures for 
working with these tools are outlined in subsequent sections.
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If you request creation of a group and it is approved, you automati-
cally become the group leader. As a group leader, you have the 
following responsibilities: 

� Creating and managing the group homepage, including link, arti-
cle, and photo content 

� Creating and managing the group’s guest view page, including 
the group description and information and any links or photos 
that you want to advertise to non-members 

� Setting up the group’s message board with topics and an overall 
description, and deleting topics, messages, or replies as necessary

� Setting up and maintaining the group’s online calendar 

� Activating and deactivating group members as necessary 

� Assigning privileges to group members so that responsibility for 
any of the above tasks can be delegated 

� Note: As the member of a group, you may also have some or all of 
these group leader responsibilities delegated to you.

When a group is first created, there will be no content on its homep-
age, message board, or calendar. It is incumbent upon the person 
requesting the group to set up the group’s homepage and its tools. 
After the homepage has been created, others who join the group will 
be provided options to submit content that they think should be 
posted to the homepage, including photos, links, and news articles. 
As the group leader, it is your responsibility to review the items that 
have been submitted by group members and to post them to the 
homepage or delete them, or to delegate administration of certain 
content to others in the group. 

The following flow chart illustrates the steps leading from the initial 
request for a group to the periodic maintenance that will be required 
to update content.
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The following sections of this guide outline the procedures that you 
will use to complete the initial setup activities, to delegate adminis-
tration of content areas to other group members, and to review 
submissions and update content.

Request group

Create photo album

Set up Internet links

Create and post
news

Set up featured
content

Set up message
board

Set up calendar

Create guest view

Initial setup
activities

If approved, group is created and
you become the group leader. Setup
and maintenance activities required.

If disapproved, group
is not created. No
activities required.

Delegate responsibilities to other
members (as appropriate)

Ongoing
maintenance

activities

Review submissions

Update content

Manage member
profiles/status

Guest
View

Profiles News
Featured
Content

M. Board Calendar Photos Links
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After your group is approved, it will have a homepage similar to the 
following:

You will need to create content for the page that includes photos, 
Internet links, and informational news articles. Once you have posted 
these items to the homepage, you can arrange a photo and a number 
of links to be displayed as featured content, similar to the following:
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The following sections outline the steps necessary to create the ini-
tial content, and the procedures for reviewing submissions and 
maintaining content.   

����!�������#�!����"�� The group homepage allows you to create and maintain a photo 
album for images and photos that are relevant to the group and its 
activities. For example, a golf group may want to post pictures from 
its last tournament, or a scrapbooking club may want to create and 
post samples of its work.

The photo album can contain any number of images and photos up to 
a limit of 12 MB. When you upload files to the system, the Groups 
software will downsize photos and images to an average size of 40 K. 
If each image were to take the average size (40 K), an album could 
contain just over 300 images. It is important to note that the 12 MB 
size limit also includes any photos that have been submitted but not 
yet posted and those that have been inactivated. If you attempt to 
submit or post an image to an album that contains no more space, you 
will receive an error message.

The photo album supports two file formats: graphic interchange for-
mat (GIF) and Joint Photographic Experts Group (JPG or JPEG). 
Once files have been posted, you can give them titles and captions. 
When members first click into the photo album, they see thumbnails 
of each image, including the title, when the image was posted and by 
whom, and the caption. Clicking on an image launches the photo 
viewer, which allows members to see the larger image and to navi-
gate forward or backward through the album.

To create a photo album, use the following procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform. 

❍ Click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
post photos. 

You see the group homepage, which provides group information and 
a Group Leader Tools menu. 

❍ From the menu of options, locate and click Manage Photos. 

You see the Manage Photos page similar to the following:
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It contains three sections: 

� Submitted Photos. A list of all photos that have been submitted 
by group members, but not yet reviewed and posted. 

� Active Photos. A list of all active (posted) photos. 

� Inactive Photos. A list of all photos that have been deactivated 
(removed from the group’s homepage), but not yet deleted. 

At this point, there should be no content under any of these sections. 

❍ Locate and click the "Post a New Photo" link that appears within 
the Active Photos list. 

You see the Post a Photo window.
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❍ From the Status field, use the drop-down to select Active.

❍ In the Photo File Name field, enter the path to the photo or 
image, or click the Browse button to locate the photo or image 
on your machine or a network location.

If you click Browse, you see a dialog similar tot the following that 
allows you to search for the file.

❍ After you have specified or searched for the file, use the Photo 
Title field to enter a title. 

This field is required and only supports 60 characters.

❍ In the Photo Caption field, enter a caption for the photo.

This field is also required. It supports 5000 characters. The caption 
field also supports basic HTML formatting so that you can change 
the characteristics of the font (color, size, etc.) or add a link. For 
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example, if you want the caption to be displayed in a red font, you 
could bracket the text with the following HTML tags:

<font color="Red">here is some red text</font>

� Note: When employing HTML in Groups fields, the following tags 
are not supported: <applet>, <area>, <base>, <basefont>, 
<bgsound>, <body>, <button>, <caption>, <div>, <embed>, 
<fieldset>, <form>, <frame>, <frameset>, <head>, <html>, 
<iframe>, <input>, <label>, <layer>, <legend>, <link>, 
<map>, <meta>, <nobr>, <noframes>, <noscript>, <object>, 
<optgroup>, <option>, <pre>, <script>, <select>, <span>, 
<style>, <textarea>, <thead>, <title>, and <wbr>. You may not 
employ JavaScript. The unallowed tags and JavaScripting will be 
removed by an application called Tidy. The Groups software also 
uses Tidy to detect and fix minor errors, to flag an error on uncor-
rectable problem, and to close any unclosed tags that might cause 
problems in certain browsers.

❍ To add the photo or image to the album, click Post. To exit with-
out adding the photo or image, click Cancel.

If you posted the photo, you will see a dialog stating that your photo 
has been posted. Click OK. You are returned to the Manage Photos 
window, where you see a thumbnail of the photo you just added 
listed under the Active Photos section.

❍ To add more photos to the album, repeat the procedures.

����!�������( The group homepage allows you to create and maintain a list of Inter-
net links that provide resources for the group. For example, a writers 
group might want to add links to online reference materials, a ski 
club might want to add links to local ski resorts or the local ski 
report.

When you add links to the homepage, you must include a title for the 
link, the URL (Web address), and a link description. The title pro-
vides the actual link that members will click to access the URL. The 
description should provide some indication to users of the contents of 
the page that they will be accessing. Any number of Internet links 
can be posted to the homepage. 

To create an initial set of links for group members, use the following 
procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform. 

❍ Click the Groups icon located in the toolbar.
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The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
post links. 

You see the group homepage, which provides group information and 
a Group Leader Tools menu. 

❍ From the menu of options, locate and click Manage Links. 

You see the Manage Links page similar to the following:

It contains three sections: 

� Submitted Links. A list of all links that have been submitted by 
group members, but not yet reviewed and posted. 

� Active Links. A list of all active (posted) links. 

� Inactive Links. A list of all links that have been deactivated 
(removed from the group’s homepage), but not yet deleted. 

At this point, there should be no content displayed under any of these 
sections. 

❍ Locate and click the "Post a New Link" link that appears within 
the Active Links list. 
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You see the Post a Link window.

 

❍ From the Status field, use the drop-down to select Active.

❍ In the Title field, enter a title for the link.

The title will provide the actual link that users will click to open the 
Web page.

❍ In the URL field, enter the complete Internet address of the link.

For example, if you were adding a link to CNN.com, you would enter 
the following:

http://www.cnn.com 

The URL field also supports addresses containing the following other 
protocols: 

� https:// 

� ftp:// 

� nntp: 

� mailto: 

❍ In the Description field, enter a one or two sentence description 
of the page that will open when users click the link.

This field is required. It supports 1000 characters. The Description 
field also supports basic HTML formatting so that you can change 
the characteristics of the font (color, size, etc.), add tables, include 
images, etc. For example, if you were managing a homepage for a 
golf club and were adding a link to a local golf course, you could add 
the courses logo by using and <img src> tag pointing to a server 
where the image was stored.
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� Note: When employing HTML in Groups fields, the following tags 
are not supported: <applet>, <area>, <base>, <basefont>, 
<bgsound>, <body>, <button>, <caption>, <div>, <embed>, 
<fieldset>, <form>, <frame>, <frameset>, <head>, <html>, 
<iframe>, <input>, <label>, <layer>, <legend>, <link>, 
<map>, <meta>, <nobr>, <noframes>, <noscript>, <object>, 
<optgroup>, <option>, <pre>, <script>, <select>, <span>, 
<style>, <textarea>, <thead>, <title>, and <wbr>. You may not 
employ JavaScript. The unallowed tags and JavaScripting will be 
removed by an application called Tidy. The Groups software also 
uses Tidy to detect and fix minor errors, to flag an error on uncor-
rectable problem, and to close any unclosed tags that might cause 
problems in certain browsers.

❍ To add the link, click Post. To exit without adding the link, click 
Cancel.

If you posted the link, you will see a dialog stating that your link has 
been posted. Click OK. You are returned to the Manage Links win-
dow, where you see information about the link listed under the Active 
Links section.

❍ To add more links, repeat the procedures.

����!������$ ���!���� The group homepage allows you to create and maintain a series of 
informational news articles. For your group, a news article might be 
nothing more than an informational announcement, or it might be 
treatise on a topic of interest for the group. For example, a movie 
club might post articles with brief information about upcoming 
movie festivals or screening, and other articles that contain extensive 
reviews of new movies.

When you add articles to the homepage, you must include a title for 
the article and the actual text that constitutes the article. To create an 
initial set of news articles for the group, use the following procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform. 

❍ Click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
create and post a news article. 
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You see the group homepage, which provides group information and 
a Group Leader Tools menu. 

❍ From the menu of options, locate and click Manage News. 

You see the Manage News Articles page similar to the following:

It contains three sections: 

� Submitted Articles. A list of all articles that have been submit-
ted by group members, but not yet reviewed and posted. 

� Active Articles. A list of all active (posted) articles. 

� Inactive Articles. A list of all articles that have been deactivated 
(removed from the group’s homepage), but not yet deleted. 

At this point, there should be no content displayed under any of these 
sections. 

❍ Locate and click the "Post a News Article" link that appears 
within the Active Articles list. 

You see the Post an Article window.
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❍ From the Status field, use the drop-down to select Active.

❍ In the Title/Subject field enter a title or subject for the article. 

This field is required and supports 60 characters.

❍ In the Article field, enter the text of the article.

This field is required. It supports 25,000 characters. The Article field 
also supports basic HTML formatting so that you can change the 
characteristics of the font (color, size, etc.), add tables, include 
images, etc. For example, if you wanted the article to contain head-
ings and subheadings, you could use standard <h1>, <h2>, <h3>, etc. 
tags

� Note: When employing HTML in Groups fields, the following tags 
are not supported: <applet>, <area>, <base>, <basefont>, 
<bgsound>, <body>, <button>, <caption>, <div>, <embed>, 
<fieldset>, <form>, <frame>, <frameset>, <head>, <html>, 
<iframe>, <input>, <label>, <layer>, <legend>, <link>, 
<map>, <meta>, <nobr>, <noframes>, <noscript>, <object>, 
<optgroup>, <option>, <pre>, <script>, <select>, <span>, 
<style>, <textarea>, <thead>, <title>, and <wbr>. You may not 
employ JavaScript. The unallowed tags and JavaScripting will be 
removed by an application called Tidy. The Groups software also 
uses Tidy to detect and fix minor errors, to flag an error on uncor-
rectable problem, and to close any unclosed tags that might cause 
problems in certain browsers.
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❍ To add the news article, click Post. To exit without adding the 
article, click Cancel.

If you posted the article, you will see a dialog stating that your article 
has been posted. Click OK. You are returned to the Manage News 
Articles window, where you see information about the article listed 
under the Active Articles section.

❍ To add more articles to the homepage, repeat the procedure.
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After you have added photos and links to the group’s homepage, you 
can set featured content that will display to users when they first click 
into the page. This featured content consists of a featured photo, a 
featured link, and a series of “top” links. 

� Note: You group members will also see Message Board topics 
listed on the homepage. Like photos and links, you will need to 
create the initial content. Refer to “Creating message boards” on 
page 23.

To create the initial featured content that will appear on your group’s 
homepage, use the following procedures:

� Note: By default, the featured content is set to be inactive on the 
homepage. Before you can set featured photos and links, you must 
first create a photo album for the group and activate a number of 
Internet links. If you don’t want to activate a certain section, leave 
it set to inactive. 

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform. 

❍ Click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
create featured content. 

You see the group homepage similar to the following that contains no 
content:
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❍ From the menu of options, locate and click Manage Homepage.

You see an editable version of the homepage similar to the following:

❍ Locate the Featured Photo section of the page and click Edit.

You see the Set Featured Photo window, which provides a view of all 
pictures contained in the group photo album, similar to the following:
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� Note: If there are no photos, you will first have to post photos to 
the group’s album.

By default the Section Inactive option is checked, removing the 
photo from the homepage view. 

❍ To activate a featured photo, click the radio button next to a pic-
ture that you want to display and click Set Photo.

You see a dialog stating that the featured photo has been updated. 
Click OK and you are returned to the Manage Homepage window.

❍ Locate the Featured Link section of the page and click Edit. 

You see the Set Featured Link window, which provides a view of all 
links posted for the group, similar to the following:

� Note: If there are no links, you will first have to post some.
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By default the Section Inactive option is checked, removing the fea-
tured link from the homepage view. 

❍ To activate a featured link, click the radio button next to a link 
that you want to display and click Set Link.

You see a dialog stating that the featured link has been updated. Click 
OK and you are returned to the Manage Homepage window.

❍ Locate the Top 5 Links section of the page and click Edit.

You see the Set Top 5 Links window, which provides a view of all 
links posted for the group, similar to the following:

� Note: If there are no links, you will first have to post some.

By default the Section Inactive option is checked, removing the fea-
tured link from the homepage view. 

❍ To activate links to display under the Top 5 Links section, click 
the checkbox next to each link that you want to display and click 
Set Links.

� Note: You do not have to select five links, but you cannot select 
more.

You see a dialog stating that the Top 5 Links have been updated. 
Click OK and you are returned to the Manage Homepage window.

You have now set the featured content that members will see when 
they access the group homepage
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Outside of the content that is displayed on the homepage, your group 
may also have access to its own message board and calendar. For 
both of these tools, the Groups application uses the message board 
and calendar software already provided through the course tools 
components of the Campus Pipeline system. In this case, however, 
only members of a group can access a given message board or 
calendar.

As group leader, it is your responsibility to set up the message board 
and calendar for you group, and to periodically update the informa-
tion that they contain. For the message board, this will involve 
cycling through topics and replies and deleting those that are out-
dated or not fit for publication. For the calendar, you will add and 
delete meetings, events, and tasks as necessary for your group.

The following sections outline procedures for creating the initial 
message board topics and calendar information for your group, and 
for maintaining them to meet your groups needs 

����!������  ���
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If your group has been given permissions to have a message board, 
access to message board topics will be provided on the group homep-
age, as illustrated below:

Since this content is immediately visible to group members, you 
should create a set of initial message board topics and descriptions 
that will encourage members to access and use the message board. 
Members themselves can add topics to the message board. However, 
as group leader, you are the only one who can delete topics and 
replies, unless you delegate this permission to someone else. For pro-
cedures, refer to the section “Delegating permissions” on page 34.

To create an initial set of message board topics and associated 
descriptions, use the following procedure:
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❍ If you have not already done so, log in to the Campus Pipeline 
Web platform. 

❍ Click the Groups icon located in the toolbar.

The Groups application opens displaying the My Groups tab. Under 
the My Groups List section of the page you see all groups for which 
you are a member. 

❍ From the list, click the name of the group whose message board 
you need to set up. 

You see the group homepage.

❍ From the Group Tools list in the left-hand menu, locate and click 
the Message Boards option. 

You see the Message List window displaying all message board top-
ics available to the group. At this point the window should appear 
similar to the following as there shouldn’t be any topics:

❍ To add an overall description for the group message board, click 
the Edit Description button.

❍ In the pop-up window that appears, enter a description of the 
message board, or policies for the message board and click OK.      

❍ To add topics to the message board, click the Post Topic icon.

You see the Post a Topic window. 
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❍ In the Title field enter the topic. 

This text will appear in the topic list visible on the group homepage 
and in the message board display once members open the application. 

❍ In the Description field enter any text that you want members to 
see when they access this topic. 

This text appears only in the message board application and is typi-
cally used to describe the type of dialog that you expect for messages 
and replies posted to the topic.

❍ Click the Post button.

You are returned to the Message Board Topics page. To add addi-
tional topics, click the Post a Topic icon and repeat the steps outlined 
above for entering a title and description.

When you are finished, you see a Topics page similar to the 
following:
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On the group homepage, these same message board topics appears 
similar to those illustrated below.
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Group calendars are provided by the same application used for per-
sonal and course calendars in the Campus Pipeline system. If your 
group has been given a calendar, members will be able to open it by 
way of a link on the group homepage, or through a drop-down menu 
of all calendars to which they belong from within the calendar appli-
cation. As group leader, you are responsible for maintaining the 
calendar or delegating calendar administration to another member of 
the group. For procedures, refer to the section “Delegating permis-
sions” on page 34.

The calendar application itself allows you to add events and tasks 
that you want members to see. To access the group calendar and add 
events or tasks, use the following procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform and click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group whose calendar you 
need to manage. 
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You see the group homepage.

❍ From the Group Tools list in the left-hand menu, locate and click 
the Manage Calendar option. 

The Calendar application opens in a new browser window similar to 
the following:

 

Notice that the Current Calendar drop-down lists the calendar. As a 
Campus Pipeline system user, you may have any number of calen-
dars related to other groups and to your courses. You many even have 
a number of personal calendars that you have created.

❍ To add an event or task to the group calendar, click the appropri-
ate icon.

You see a Compose window. The following illustration depicts the 
Compose window for a new event:
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❍ Use the fields provided to enter a title for the event or task, the 
appropriate date and time range, and other descriptive items.

The Invite to Event field will be prepopulated with the information 
necessary to post the event to all members of the group. If you are 
entering a task, it can only be a task that you can view and respond 
to. 

❍ When you are finished entering details about the event or task, 
click OK.

If you entered an event, all members of the group will be able to see 
it in their calendars. As group leader, you can also set options for the 
group calendar, such as display preferences and also import data from 
another calendar into the group’s calendar. For more information on 
setting options or importing calendar data, click the help icon located 
in the Calendar application to open the online help. 

Congratulations! At this point your group’s homepage and applica-
tions should be set up and ready for group members to use. Your next 
task should be setting up the group’s guest view page. Refer to the 
next section for information and procedures.
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After you have set up the content on the group’s homepage and set up 
any applications that the group might be using, you will need to cre-
ate a guest view page for the group. The guest view page provides 
information about your group and an option to join the group to 
everyone on campus who has access to the Campus Pipeline Web 
platform. After your group is approved, a generic guest view will be 
created containing the initial group description that you provided 
when you requested the group and a Join icon.

The following sections outline the procedures that you should use to 
create featured content for the guest page, to update the group’s 
description (if necessary), and to add additional information to the 
guest view page.
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Featured content for the guest view is much like featured content for 
the group homepage. For the guest view, you have the option to acti-
vate a guest photo and featured Internet links. However, before you 
can activate a featured photo, you must have already created a group 
photo album. Before you can activate featured links, you must have 
created and posted some. If you have already created a photo album 
and posted links, use the following procedures:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform and click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group whose guest view you 
need to set up. 

You see the group homepage.

From the Group Tools list in the left-hand menu, locate and click 
the Manage Guest View option

You see the Manage Guest View window similar to the following, 
which illustrates the content that guests will see and provides the 
ability to edit or add to sections of the page:
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Notice that the page already contains a Group Description. The text 
for this description was originally provided when you requested the 
group.

❍ To set a guest photo, locate the Group Photo Section of the 
page and click Edit. 

You see the Set Guest Photo window, which provides a view of all 
pictures contained in the group photo album. By default the Section 
Inactive option is checked, removing the photo from the guest view. 

❍ Click the radio button next to a picture that you want to display 
on the guest view and then click Set Photo. 

� Note: If there are no photos, you will first have to post photos to 
the group’s album.

You see a dialog stating that the featured photo has been updated. 
Click OK. You are returned to the Manage Guest View window.

❍ To set links that appear on the guest view, locate the Group 
Links section of the page and click Edit. 

You see the Set Guest Links window, which provides a view of all 
active links already added to the group’s homepage. By default the 
Section Inactive option is checked, removing the links from the guest 
view. 

❍ Click the checkboxes next to the links that you want to display 
on the guest view and then click Set Links. 
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� Note: If there are no active links, you will have to first post links 
to the group homepage.

You see a dialog stating that links have been updated. Click OK. You 
are returned to the Manage Guest View window. At this point, you 
should see content similar to the following, with a picture and a num-
ber of links set:

����!�����������
�� ����!���

The group description should already be present in the guest view 
page. It consists of the text that you (or the person requesting the 
group) entered as the group description in the Group Request form. 
Since the time the group was created, its description may need to be 
updated. Use the following procedures to update the group descrip-
tion if necessary:

❍ Locate the Group Description section of the page and click the 
Edit button. 

You see the Edit Description window that displays two fields: Group 
Title, which allows you to change the text that appears next to the 
group name in the group index; and Group Description, which allows 
you to change the description of the group that appears on the guest 
view.

❍ Click in the Group Description field and change text as 
appropriate.
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The Group Description field supports up to 10,000 characters. You 
can enter the description as plain text, or as HTML. By using HTML, 
you can add formatting to the text (colors, font faces, font sizes, etc.), 
add tabular elements, or even small images.

� Note: When employing HTML in Groups fields, the following tags 
are not supported: <applet>, <area>, <base>, <basefont>, 
<bgsound>, <body>, <button>, <caption>, <div>, <embed>, 
<fieldset>, <form>, <frame>, <frameset>, <head>, <html>, 
<iframe>, <input>, <label>, <layer>, <legend>, <link>, 
<map>, <meta>, <nobr>, <noframes>, <noscript>, <object>, 
<optgroup>, <option>, <pre>, <script>, <select>, <span>, 
<style>, <textarea>, <thead>, <title>, and <wbr>. You may not 
employ JavaScript. The unallowed tags and JavaScripting will be 
removed by an application called Tidy. The Groups software also 
uses Tidy to detect and fix minor errors, to flag an error on uncor-
rectable problem, and to close any unclosed tags that might cause 
problems in certain browsers.

❍ To apply the changes, click Submit. 

You see a dialog stating that the description has been updated. Click 
OK. You are returned to the Manage Guest View window. 
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In addition to a group description and featured content, you may 
want to add additional information about your group to the guest 
view. You can add any number of additional information blocks using 
the following procedure:

❍ Locate the Group Information Blocks section of the page and 
click the Add button.

You see the Create New Description window that displays two fields: 
Title, which allows you to enter a title for the information block; and 
Description, which allows you to enter the text.

❍ Click in the Title field and enter the title for the information block 
appropriate.

The Title field supports up to 60 characters.

❍ Click in the Description field and enter the text for the informa-
tion block.

The Description field supports up to 25, 000 characters. You can 
enter the description as plain text, or as HTML. By using HTML, you 
can add formatting to the text (colors, font faces, font sizes, etc.), add 
tabular elements, or even small images.
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� Note: When employing HTML in Groups fields, the following tags 
are not supported: <applet>, <area>, <base>, <basefont>, 
<bgsound>, <body>, <button>, <caption>, <div>, <embed>, 
<fieldset>, <form>, <frame>, <frameset>, <head>, <html>, 
<iframe>, <input>, <label>, <layer>, <legend>, <link>, 
<map>, <meta>, <nobr>, <noframes>, <noscript>, <object>, 
<optgroup>, <option>, <pre>, <script>, <select>, <span>, 
<style>, <textarea>, <thead>, <title>, and <wbr>. You may not 
employ JavaScript. The unallowed tags and JavaScripting will be 
removed by an application called Tidy. The Groups software also 
uses Tidy to detect and fix minor errors, to flag an error on uncor-
rectable problem, and to close any unclosed tags that might cause 
problems in certain browsers.

❍ To apply the changes, click Submit. 

You see a dialog stating that the block has been updated. Click OK. 
You are returned to the Manage Guest View window, where you can 
repeat these procedures to add more informational blocks. Once 
added, you will see two additional buttons: Edit and Delete. You can 
edit existing informational blocks by clicking Edit, altering informa-
tion in the Edit Descriptions window, and clicking Save Changes. To 
delete an information block, check the box next to the block and click 
Delete.

Congratulations! At this point your group’s homepage, applications, 
and guest view should be set up. As Campus Pipeline users begin to 
join your group and submit photos, links, and articles, you will need 
to screen their submissions and update content. You will also need to 
periodically update the guest view to keep it fresh. 

With message board and calendar content included, maintenance of 
your group’s information can become overwhelming. To help miti-
gate the burden, the Groups software allows you to delegate rights to 
other group members so that they can manage all or portions of the 
group’s content.

The next section of this guide provides procedures for delegating per-
missions, and for inactivating, reactivating, and even deleting 
members.
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Once you have set up your group homepage, applications, and guest 
view, you may have occasion to delegate permissions for content 
maintenance to other members of the group. At times you may even 
need to inactivate or delete group members. The following sections 
outline procedures for working with group member profiles to dele-
gate permissions and inactivate or delete a member.

������!���������  ��� To ensure that the content on the group homepage is always fresh, 
and that the guest view is always up-to-date and enticing, you need to 
spend time each week reviewing and posting new information. In 
addition to your school work and other activities, maintenance of the 
group’s pages and applications can become time consuming and dif-
ficult. For this reason, Campus Pipeline recommends delegating 
group content maintenance to other group members. 

The Groups software allows you to delegate any of the following 
permissions:

� Group Leader. Allows you to give the selected member full 
group leader permissions. Note, this is the only way that you can 
delegate rights to update member profiles to others.

� Manage Message Board. Allows you to give the selected mem-
ber the right to manage the group message board, including the 
ability to add a message board description and delete topics, mes-
sages, and replies. 

� Manage Calendar. Allows you to give the selected member the 
right to manage the group's calendar. 

� Manage Internet Links. Allows you to give the selected mem-
ber the right to manage the group's homepage links, including 
editing link information, posting links, and deleting links. 

� Manage News. Allows you to give the selected member the right 
to manage the group's news articles, including editing existing 
and submitted articles and posting and deleting articles. 

� Manage Photo Album. Allows you to give the selected member 
the right to manage the group's photo album, including editing 
existing and submitted photo information, and posting and delet-
ing photos.
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� Manage Group homepage. Allows you to give the selected 
member the right to edit all aspects of the group’s homepage, 
including the ability to set featured links, articles, and photos, 
and to edit, post, and delete links, news articles, and photos. 

� Manage Guest Page. Allows you to give the selected member 
the right to manage content for the group's guest page, including 
updating the group description, adding group information to the 
page, and adding/editing links and photos. 

To delegate any of these permissions to other group members, use the 
following procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform and click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
delegate permissions. 

You see the group homepage.

From the Group Tools list in the left-hand menu, locate and click 
the Manage Members option

You see the Manage Members page, which contains a list of all the 
group's active and inactive members.
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❍ To assign permissions for group page management to another 
member, click the member’s name. 

You see the Edit Profile window.

❍ From the Delegated Rights section of the page, click the check-
box for each right that you want the member to have.

❍ In the Explanation for action field, enter a reason for delegating 
permissions.

❍ Click the Update Profile button.

You see a dialog stating that the profile has been updated and that the 
explanation has been sent. Click OK. You are returned to the Man-
age Members page.
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If your group is a restricted group, you will have to manage the queue 
of membership requests to verify that requesters meet the criteria for 
your group membership and to activate or reject their memberships 
as appropriate. Under certain circumstances, you may have to tempo-
rarily inactivate a group member or even remove a member 
permanently from the group. For example, your group may impose a 
quarterly fee to help pay for activities or supplies. If a member has 
not paid the fee, you may want to inactivate the member’s profile so 
that the member cannot access the group page. Once the member 
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pays the required fees, you could reactive the member’s profile. The 
following procedures illustrate the process for activating, inactivating 
(and reactivating), and deleting a member profile.

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform and click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
adjust a member’s status. 

You see the group homepage.

❍ From the Group Tools list in the left-hand menu, locate and click 
the Manage Members option.

You see the Manage Members page, which contains a list of all the 
group’s active and inactive members, and if the group is a restricted 
group, a list of all new membership requests.

❍ To activate or reject a membership request, click on the box next 
to the requester’s name and use the appropriate button.

If you are unsure from the information provided whether to accept or 
reject the membership request, you can view the member’s request 
and adjust his or her status as outlined in the rest of this procedure.

❍ To adjust a group member’s status, click the member's name. 
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You see the Edit Profile window.

❍ In the Explanation for action field, enter a reason for adjusting 
the member’s status or for removing the member.

You must enter a reason for adjusting the member’s status or for 
removing the member from the group.

❍ If you need to remove the member from the Group, click the 
Delete Button.

Once the member is deleted, the profile can no longer be recovered. 
You will be prompted with a dialog confirming that you really want 
to delete the member. Finally, you will be presented with a dialog 
stating that the member has been deleted from the group. Click OK. 
You are returned to the Manage Members page.

❍ To adjust the member’s status, select the appropriate option 
from the Status drop-down: Active or Inactive. 

If the member is active, you can use the drop-down to select Inactive. 
If the member is inactive, select Active to reactivate the member.

❍ Click the Update Profile button.

You see a dialog stating that the profile has been updated and that the 
explanation has been sent. Click OK. You are returned to the Man-
age Members page.
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After initial setup, you will need to periodically review content that 
has been submitted by group members and update the group’s home-
page, guest view, and applications as appropriate. The following 
sections outline procedures for maintaining content for the following 
areas:

� Photo album

� Links

� News Articles

� Featured content

� Guest view content

� Message board content

If you have delegated permissions for any of these areas to other 
group members, they should be familiar with the procedures required 
for maintaining content. You may want to copy this section of the 
guide and distribute it accordingly.
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Once the photo album has been created, other group members will 
submit photos that they think should be posted. To maintain the photo 
album, review the photos that have been submitted, post those that 
you think are valuable for the group, and if necessary inactivate or 
delete pictures that are currently in the album. 

As you maintain the photo album, note the following:

� It can contain any number of images and photos up to a limit of 
12 MB. 

� When you upload files to the system, the Groups software will 
downsize photos and images to an average size of 40 K. 

� If each image were to take the average size (40 K), an album 
could contain just over 300 images. 

� The 12 MB size limit also includes any photos that have been 
submitted but not yet posted and those that have been 
inactivated.

� The photo album supports two file formats: graphic interchange 
format (GIF) and Joint Photographic Experts Group (JPG or 
JPEG). 
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To review submitted images and maintain the photo album, use the 
following procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform. 

❍ Click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
manage photos. 

You see the group homepage, which provides group information and 
a Group Leader Tools menu. 

❍ From the menu of options, locate and click Manage Photos. 

You see the Manage Photos page similar to the following:

It contains three sections: 
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� Submitted Photos. A list of all photos that have been submitted 
by group members, but not yet reviewed and posted. Submitted 
photos may be activated (posted) or deleted without reviewing 
them by using the buttons that appear on the page. However, you 
may want to review and edit the photo or its information as 
described in the rest of this section. 

� Active Photos. A list of all active (posted) photos. You may 
inactivate or delete an active photo by using the buttons that 
appear on the page. You may also edit the photo or its related 
information by clicking on its title. 

� Inactive Photos. A list of all photos that have been deactivated 
(removed from the group’s homepage), but not yet deleted. You 
may reactivate or delete inactive photos by using the buttons that 
appear on the page. You may also edit an inactive photo or its 
related information by clicking on its title. 

On a regular basis you should review all submitted photos to delete 
those that you don’t want to use and to post those that are appropri-
ate. This allows you to conserve space in your album. 

❍ To review any submitted, active, or inactive photo, click the 
photo or its title. 

You see the View Photo window displaying a larger view of the 
photo, the title of the photo, the name of the person who submitted 
the photo and the date it was submitted, and a photo description.

 

At this point you can do one of two things:
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� Edit the photo’s associated information

� Delete the photo

Deleting the photo removes it from the submitted list or from the 
album. Editing the photo allows you to set its status to active or inac-
tive, thereby posting it to the album or preserving it for later use.

❍ To delete the photo, click the Delete button.

You are prompted by a dialog confirming that you want to delete the 
photo. Once deleted, the photo is no longer available for use.

❍ To edit the information associated with the photo and post it or 
inactivate it, click the Edit button. 

You see the Edit Photo window, which displays the selected photo 
and its information in data entry fields that allow you to modify the 
title, caption, and status.

 

1. To change title or caption, click in the appropriate field (Title or 
Caption) and update the text. 

2. To change status, select the appropriate option from the Status 
drop-down. The Active status posts the photo to the album. The 
Inactive status places the photo in the Inactive Photos list. 

❍ When you are finished editing the photo information or status, 
click Update. 
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You are prompted by a dialog informing you that the photo has been 
updated. Click Done. You are returned to Manage Photos page.

As you begin to add photos to the album, you will occasionally need 
to delete, inactivate, or reactivate photos as follows: 

� To delete any submitted, active, or inactive photo, click the 
checkbox next to the photo’s title and then click the appropriate 
Delete button. 

� To inactivate an active photo, click the checkbox next to the 
active photo’s title and click the Inactivate button.

� To activate an inactive photo, click the checkbox next to the inac-
tive photo’s title and click the Activate button.

����!����������( Once you have added links to the group homepage, other group 
members will submit links that they think should be posted. To main-
tain the group’s links, review the links that have been submitted, post 
those that you think are valuable for the group, and if necessary inac-
tivate or delete links that are currently posted. 

As you maintain the your group’s links note that URLs are apt to 
change. You should periodically verify that posted links are correct. 
To review submitted links and maintain active links for the group, 
use the following procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform. 

❍ Click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
manage links. 

You see the group homepage, which provides group information and 
a Group Leader Tools menu. 

❍ From the menu of options, locate and click Manage Links. 

You see the Manage Links page similar to the following:
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It contains three sections: 

� Submitted Links. A list of all links that have been submitted by 
group members, but not yet reviewed and posted. Submitted 
links may be activated (posted) or deleted without reviewing 
them by using the buttons that appear on the page. However, you 
may want to review and edit the link or its information as 
described in the rest of this section. 

� Active Links. A list of all active (posted) links. You may inacti-
vate or delete an active link by using the buttons that appear on 
the page. You may also edit the link or its related information by 
clicking on its title. 

� Inactive Links. A list of all links that have been deactivated 
(removed from the group’s homepage), but not yet deleted. You 
may reactivate or delete inactive links by using the buttons that 
appear on the page. You may also edit an inactive link or its 
related information by clicking on its title. 

On a regular basis you should review all submitted links to delete 
those that you don’t want to use and to post those that are 
appropriate. 

❍ To review any submitted, active, or inactive link, click the link 
title. 
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You see the View Link window displaying information about the 
link, the name of the person who submitted the link and the date it 
was submitted, a description of the link, and the link’s associated 
URL.

 

At this point you can do one of two things:

� Edit the link or its associated information

� Delete the link

Deleting the link removes it from the submitted list or from the group 
page. Editing the link allows you to set its status to active or inac-
tive, thereby posting it to the homepage or preserving it for later use.

❍ To delete the link, click the Delete button.

You are prompted by a dialog confirming that you want to delete the 
link. Once deleted, the link is no longer available for use.

❍ To edit the link or its information and post it or inactivate it, click 
the Edit button. 

You see the Edit Link window, which displays the selected Link and 
its information in data entry fields that allow you to modify the title, 
URL, and description.
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1. To change title, URL, or description, click in the appropriate field 
and update the text. 

2. To change status, select the appropriate option from the Status 
drop-down. The Active status posts the link to the group homep-
age. The Inactive status places the link in the Inactive Links list. 

❍ When you are finished editing the link or its status, click Update. 

You are prompted by a dialog informing you that the link has been 
updated. Click Done. You are returned to Manage Links page.

As you begin to add links to the homepage, you will occasionally 
need to delete, inactivate, or reactivate them as follows: 

� To delete any submitted, active, or inactive link, click the check-
box next to the link’s title and then click the appropriate Delete 
button. 

� To inactivate an active link, click the checkbox next to the active 
link’s title and click the Inactivate button.

� To activate an inactive link, click the checkbox next to the inac-
tive link’s title and click the Activate button.

����!���������$ 
��!���� 

Once you have added news articles to the group homepage, other 
group members will submit articles or information that they think 
should be posted. To maintain the group’s news articles, review the 
items that have been submitted, post those that you think are valuable 
for the group, and if necessary inactivate or delete information that is 
currently posted. 



Managing group page content

Group Leader Administration Guide 47Version A 11/28/01

To review submitted articles and maintain active articles for the 
group, use the following procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform. 

❍ Click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
manage articles. 

You see the group homepage, which provides group information and 
a Group Leader Tools menu. 

❍ From the menu of options, locate and click Manage News. 

You see the Manage News Articles page similar to the following:
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It contains three sections: 

� Submitted Articles. A list of all articles that have been submit-
ted by group members, but not yet reviewed and posted. 
Submitted articles may be activated (posted) or deleted without 
reviewing them by using the buttons that appear on the page. 
However, you may want to review and edit the article before acti-
vating it as described in the rest of this section. 

� Active Articles. A list of all active (posted) articles. You may 
inactivate or delete an active article by using the buttons that 
appear on the page. You may also edit the article or its related 
information by clicking on its title. 

� Inactive Articles. A list of all articles that have been deactivated 
(removed from the group’s homepage), but not yet deleted. You 
may reactivate or delete inactive articles by using the buttons that 
appear on the page. You may also edit an inactive article by 
clicking on its title. 

On a regular basis you should review all submitted articles to delete 
those that you don’t want to use and to post those that are 
appropriate. 

❍ To review any submitted, active, or inactive article, click the arti-
cle title. 

You see the View Article window displaying the title of the article, 
the name of the person who submitted the article and the date it was 
submitted, and the text of the article.

 

At this point you can do one of two things:

� Edit the article 

� Delete the article

Deleting the article removes it from the submitted list or from the 
group page. Editing the article allows you to set its status to active or 



Managing group page content

Group Leader Administration Guide 49Version A 11/28/01

inactive, thereby posting it to the homepage or preserving it for later 
use.

❍ To delete the article, click the Delete button.

You are prompted by a dialog confirming that you want to delete the 
article. Once deleted, the article is no longer available for use.

❍ To edit the article and post it or inactivate it, click the Edit 
button. 

You see the Edit Article window, which displays the selected Article 
and its information in data entry fields that allow you to modify the 
title and article text.

 

1. To change the article’s title or information, click in the appropri-
ate field and update the text. 

2. To change status, select the appropriate option from the Status 
drop-down. The Active status posts the article to the group 
homepage. The Inactive status places the article in the Inactive 
Articles list. 

❍ When you are finished editing the article or its status, click 
Update. 

You are prompted by a dialog informing you that the article has been 
updated. Click Done. You are returned to Manage Links page.
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As you begin to add articles to the homepage, you will occasionally 
need to delete, inactivate, or reactivate them as follows: 

� To delete any submitted, active, or inactive article, click the 
checkbox next to the article’s title and then click the appropriate 
Delete button. 

� To inactivate an active article, click the checkbox next to the 
active article’s title and click the Inactivate button.

� To activate an inactive article, click the checkbox next to the 
inactive article’s title and click the Activate button.

����!�������%��!����
���!��!

To keep group members hitting the homepage, you will want to rotate 
the featured content on a periodic basis. This includes changing the 
featured photo, setting a new featured link, and resetting the top five 
links. To maintain featured content, use the following procedures:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform. 

❍ Click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group for which you want to 
update featured content. 

You see the group homepage. 

❍ From the menu of options, locate and click Manage Homepage.

You see an editable version of the homepage similar to the following:
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❍ Locate the Featured Photo section of the page and click Edit.

You see the Set Featured Photo window, which provides a view of all 
pictures contained in the group photo album, similar to the following:
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❍ Click the radio button next to a picture that you want to display 
and click Set Photo.

You see a dialog stating that the featured photo has been updated. 
Click OK and you are returned to the Manage Homepage window.

❍ Locate the Featured Link section of the page and click Edit. 

You see the Set Featured Link window, which provides a view of all 
links posted for the group, similar to the following:

❍ Click the radio button next to a link that you want to display and 
click Set Link.

You see a dialog stating that the featured link has been updated. Click 
OK and you are returned to the Manage Homepage window.

❍ Locate the Top 5 Links section of the page and click Edit.

You see the Set Top 5 Links window, which provides a view of all 
links posted for the group, similar to the following:
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❍ Click the checkbox next to each link that you want to display 
and click Set Links.

� Note: You do not have to select five links, but you cannot select 
more.

You see a dialog stating that the Top 5 Links have been updated. 
Click OK and you are returned to the Manage Homepage window. 
You have now reset the featured content that members will see when 
they access the group homepage.

����!�������!#����� !
���$

To entice people to join your group, rotate the featured content on the 
guest view on a periodic basis. This includes changing the featured 
photo, setting new featured links, and updating the group description 
and information. 

�3'$7,1*�$�3+272�$1'�/,1.6 To update the featured photo and links on the guest view page, use 
the following procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform and click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group whose guest view you 
need to update. 

You see the group homepage.

From the Group Tools list in the left-hand menu, locate and click 
the Manage Guest View option

You see the Manage Guest View window similar to the following, 
which illustrates the content that guests will see and provides the 
ability to edit or add to sections of the page:
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❍ To reset a guest photo, locate the Group Photo Section of the 
page and click Edit. 

You see the Set Guest Photo window, which provides a view of all 
pictures contained in the group photo album. 

❍ Click the radio button next to a picture that you want to display 
on the guest view and then click Set Photo. 

You see a dialog stating that the featured photo has been updated. 
Click OK. You are returned to the Manage Guest View window.

❍ To set links that appear on the guest view, locate the Group 
Links section of the page and click Edit. 

You see the Set Guest Links window, which provides a view of all 
active links already added to the group’s homepage. 

❍ Click the checkboxes next to the links that you want to display 
on the guest view and then click Set Links. 
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You see a dialog stating that links have been updated. Click OK. You 
are returned to the Manage Guest View window. At this point, you 
should see content with a picture and a number of links.

�3'$7,1*�*5283�,1)250$7,21 In addition to a photo and links, you may want to add more informa-
tion about your group to the guest view, and edit or delete 
information that already exists. To modify information, use the fol-
lowing procedure: 

❍ To delete an information block, click the checkbox next to the 
block’s title and click the Delete button.

You are prompted by a dialog that asks you to confirm the deletion. 
Click OK. You see a dialog confirming that the block has been 
deleted. Click OK. You are returned to the Manage Guest View page.

❍ To add a new information block, locate the Group Information 
Blocks section of the page and click the Add button.

You see the Create New Description window that displays two fields: 
Title, which allows you to enter a title for the information block; and 
Description, which allows you to enter the text.

1. Click in the Title field and enter the title for the information 
block as appropriate. The Title field supports up to 60 
characters.

2. Click in the Description field and enter the text for the infor-
mation block. The Description field supports up to 25, 000 
characters. You can enter the description as plain text, or as 
HTML. By using HTML, you can add formatting to the text (col-
ors, font faces, font sizes, etc.), add tabular elements, or even 
small images.

Note: When employing HTML in Groups fields, the following 
tags are not supported: <applet>, <area>, <base>, <basefont>, 
<bgsound>, <body>, <button>, <caption>, <div>, <embed>, 
<fieldset>, <form>, <frame>, <frameset>, <head>, <html>, 
<iframe>, <input>, <label>, <layer>, <legend>, <link>, 
<map>, <meta>, <nobr>, <noframes>, <noscript>, <object>, 
<optgroup>, <option>, <pre>, <script>, <select>, <span>, 
<style>, <textarea>, <thead>, <title>, and <wbr>. You may 
not employ JavaScript. The unallowed tags and JavaScripting 
will be removed by an application called Tidy. The Groups soft-
ware also uses Tidy to detect and fix minor errors, to flag an 
error on uncorrectable problem, and to close any unclosed tags 
that might cause problems in certain browsers.

3. To apply the changes, click Submit. You see a dialog stating 
that the block has been updated. Click OK. You are returned to 
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the Manage Guest View window, where you can repeat these pro-
cedures to add more informational blocks. 

❍ To edit an edit existing informational block, click the checkbox 
next to the block that you want to edit and click the Edit button. 

You see the Edit Descriptions window that displays two fields: Title, 
which allows you to modify a title for the information block; and 
Description, which allows you to modify the text.

1. Click in the Title field and update the title for the informa-
tion block as appropriate. The Title field supports up to 60 
characters.

2. Click in the Description field and update the text for the 
information block as necessary. The Description field supports 
up to 25, 000 characters. You can enter the description as plain 
text, or as HTML. By using HTML, you can add formatting to 
the text (colors, font faces, font sizes, etc.), add tabular elements, 
or even small images.

Note: When employing HTML in Groups fields, the following 
tags are not supported: <applet>, <area>, <base>, <basefont>, 
<bgsound>, <body>, <button>, <caption>, <div>, <embed>, 
<fieldset>, <form>, <frame>, <frameset>, <head>, <html>, 
<iframe>, <input>, <label>, <layer>, <legend>, <link>, 
<map>, <meta>, <nobr>, <noframes>, <noscript>, <object>, 
<optgroup>, <option>, <pre>, <script>, <select>, <span>, 
<style>, <textarea>, <thead>, <title>, and <wbr>. You may 
not employ JavaScript. The unallowed tags and JavaScripting 
will be removed by an application called Tidy. The Groups soft-
ware also uses Tidy to detect and fix minor errors, to flag an 
error on uncorrectable problem, and to close any unclosed tags 
that might cause problems in certain browsers.

3. To preserve changes, click Update. You see a dialog stating that 
the block has been updated. Click OK. You are returned to the 
Manage Guest View window, where you can repeat these proce-
dures to update more informational blocks. 

�3'$7,1*�7+(�*5283
'(6&5,37,21

If you need to update the group description, use the following 
procedure:

❍ Locate the Group Description section of the page and click the 
Edit button. 

You see the Edit Description window that displays two fields: Group 
Title, which allows you to change the text that appears next to the 
group name in the group index; and Group Description, which allows 
you to change the description of the group that appears on the guest 
view.
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❍ Click in the Group Description field and change text as 
appropriate.

The Group Description field supports up to 10,000 characters. You 
can enter the description as plain text, or as HTML. By using HTML, 
you can add formatting to the text (colors, font faces, font sizes, etc.), 
add tabular elements, or even small images.

� Note: When employing HTML in Groups fields, the following tags 
are not supported: <applet>, <area>, <base>, <basefont>, 
<bgsound>, <body>, <button>, <caption>, <div>, <embed>, 
<fieldset>, <form>, <frame>, <frameset>, <head>, <html>, 
<iframe>, <input>, <label>, <layer>, <legend>, <link>, 
<map>, <meta>, <nobr>, <noframes>, <noscript>, <object>, 
<optgroup>, <option>, <pre>, <script>, <select>, <span>, 
<style>, <textarea>, <thead>, <title>, and <wbr>. You may not 
employ JavaScript. The unallowed tags and JavaScripting will be 
removed by an application called Tidy. The Groups software also 
uses Tidy to detect and fix minor errors, to flag an error on uncor-
rectable problem, and to close any unclosed tags that might cause 
problems in certain browsers.

❍ To apply the changes, click Submit. 

You see a dialog stating that the description has been updated. Click 
OK. You are returned to the Manage Guest View window. 

����!���������  ���
"�������!�

Maintaining message board data involves deleting topics, messages, 
and replies that are no longer valid. To delete message board data, 
use the following procedure:

❍ If you have not already done so, log in to the Campus Pipeline 
Web platform and click the Groups icon located in the toolbar.

The Groups application opens with the My Groups tab displayed. 
Under the My Groups List section of the page you see all groups for 
which you are a member. 

❍ From the list, click the name of the group whose message board 
you need to manage. 

You see the group homepage.

❍ From the Group Tools list in the left-hand menu, locate and click 
the Message Boards option. 

You see a list of all the topics contained in the group’s message 
board. 
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Next to each topic you see a delete icon similar to the following:

[d]

❍ To delete an entire topic, click the Delete icon that is located to 
the left of the topic. 

This will remove the topic and all nested messages and replies that it 
contains. 

❍ To delete individual messages or replies, expand the topic to 
display its messages and a message to display any replies that 
it might have.

❍ Click the Delete icon next to the message or reply that you want 
to remove.

If you delete a message, all replies associated with it are also 
removed.
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���  ��*

As you work with the Groups software you will encounter a number 
of terms. The following pages outline some of the more common 
terms with which you should be familiar.

��!���� The Groups application allows you to create and submit news articles 
that can be posted to the group homepage for all members to read. 
Articles can be written using the data entry field provided by the 
Groups application, or by pasting text created in another application 
into the appropriate data entry field. News articles also support basic 
HTML formatting (colors, typeface elements, etc.). 

"�� Bcc stands for Blind carbon copy. It is used to copy e-mail messages 
to individuals without advertising their names to other recipients. The 
Groups application uses this method of mail delivery for messages 
sent through its "E-mail Group" functionality. 

�������� The Groups application provides an online calendar for each group, 
which is managed by the group leader or other designated members. 
The calendar allows the group to post important dates and events that 
only group members can view. 

�#�! The Groups application provides an online chat room for each group. 
The chat room is only open to members of the group and provides an 
area where group members can meet and interact. 

��% The term GIF stands for Graphic Interchange Format. It is a standard 
image type supported by Internet browsers like Internet Explorer or 
Netscape Navigator. A GIF is typically used for simple images, or 
images that contain animation. When you submit or post images to 
the group homepage, they must be in a GIF (.gif) or JPEG (.jpg or 
.jpeg) format. 

������������ The group leader is the person who initially requested creation of an 
online group or the person who has since been given rights to manage 
the entire group. As group leader, an individual must create and/or 
maintain the group’s homepage and guest view, as well as maintain-
ing its message board, calendar, and membership roster. To help in 
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these tasks, the group leader may assign permissions for group page 
or application maintenance to other group members. The group 
leader or system administrator can also assign others in the group full 
group leader permissions. 

����� ������� !��!�� Typically a member of your school’s Information Services staff who 
is responsible for responding to group creation requests, assigning 
and reassigning permissions to the group, and creating and maintain-
ing the categories under which all groups are indexed. 

����� ������* A policy or set of policies put forth by your school outlining criteria 
and/or restrictions on requesting groups and maintaining homepages 
for them. This policy is accessible by clicking a link on the Group 
Index page that categorizes and lists all groups at your school. 

��� !����$ Each group will have two homepages: one for members that pro-
vides access to tools like chat, message board, and calendar; and one 
for non-members that provides information about the group and an 
option to join. The non-member page is called the guest view. 

#������� A homepage is an Internet or intranet starting point. For the Groups 
software, each group will have a homepage where it can post infor-
mation for its members and members can access resources like 
message boards and a chat room. Each group will also have a page 
that non-members can access (called a guest view) that doesn't pro-
vide resources, but does provide information about the group. 

+��� The term JPEG stands for Joint Photographic Experts Group. It is a 
standard image type supported by Internet browsers like Internet 
Explorer or Netscape Navigator. A JPEG is typically used for photo-
graphic images due to its compression ratios. When you submit or 
post images to the group homepage, they must be in a JPEG (.jpg or 
.jpeg) or GIF (.gif) format. 

+��� To view a group's member page and have access to the resources that 
it provides, you must join the group. For public groups, joining is as 
simple as accessing the group's guest view, clicking the Join button, 
and agreeing to any policies and membership criteria set forth by the 
group. For restricted groups, you will typically need to formally join 
an organization prior to requesting to join the online group, or you 
will need to meet more stringent criteria as laid out in the group's 
membership criteria. 
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���( A link provides one click access to another Web page or application 
from within the current Web page that you are viewing. Links are 
usually formatted as text that is recognizable through a different color 
or by being underlined. However, pictures, icons, or other images can 
also provide links. You’ll know a link if your cursor turns from an 
arrow into a hand. 

���"�� The Groups application provides a dedicated homepage and 
resources (chat, message boards, etc.) for each group that has been 
requested and created on your campus. To access the group homep-
age, you must join the group, at which time you become a member. 

���"�� #��������* A policy or set of policies put forth by your school outlining criteria 
and/or restrictions for becoming a member of any group and using 
the online tools that are provided through the group’s homepage. This 
policy is accessible by clicking a link on the Group Index page that 
categorizes and lists all groups maintained by your school. 

��  ��� A message refers to either an e-mail or to the primary answers or 
questions posted to a message board topic. 

��  ����"���� A message board provides an online forum for posing questions and 
receiving answers about topics of interest for a group of subscribers. 
A typical message board will be dedicated to one interest or activity 
and will contain any number of subtopics related to that interest. For 
example, a message board dedicated to skiing might contain subtop-
ics like "What are the best resorts in the Western US," or "Are shaped 
skis easier to turn," etc. Subscribers can browse through the subtopics 
to read the replies that other subscribers have posted. For the Groups 
application, each group will have a dedicated message board that 
only its members can access. 

�*������ When you join a group, it will automatically be added to a list that 
displays under the My Groups tab provided through the Groups 
application. When you open the application and click this tab, you 
can instantly access the homepage for any of the groups for which 
you are a member by locating and clicking the name of the group. 

�� ! Posting something is the act of making it visible for others to see. 
The Groups application allows group leaders to post news articles, 
photos, links, and other types of information to the group’s homepage 
and guest view. All group members can post message board topics 
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and replies. In the Groups application, the act of posting something is 
also referred to as activating. 

��"��������� A public group is one that is open for anyone to join. For example, 
the Groups application may provide a homepage for your school’s 
gymnastics team that is restricted to team members and coaches, yet 
still provides a public group dedicated to gymnastics. To join the a 
public group and access its homepage, you must first access the 
group’s guest view, click the Join button, and agree to any additional 
membership criteria (policies, fees, etc.). When you access the 
Groups application and view the groups that are maintained by your 
school, icons indicate whether the group is public or restricted. 

����* A reply is an answer to a message, either sent via email or posted to a 
message board. 

�� !���!�������� A restricted group is one that carries with it additional membership 
criteria. For example, the Groups application may provide a homep-
age for your school’s gymnastics team. However, to join the online 
group and access the homepage, you must first make the gymnastics 
roster or be a coach or team manager. When you access the Groups 
application and view the groups that are maintained by your school, 
icons indicate whether the group is restricted or public. 

 �"��! Submitting something is the act of requesting that it be made visible 
for others to see. The Groups application allows group leaders to post 
news articles, photos, links, and other types of information to the 
group’s homepage and guest view. These items will typically be sub-
mitted by other group members who wish to see them posted to the 
homepage. 

!���� The subject of a discussion or the subdivision of a theme. In the 
Groups application, a topic provides a subject of discussion on the 
group’s message board. 

��� URL stands for Uniform Resource Locator. A URL is the name that 
is associated with and provides access to a specific HTML page 
stored on a server. For example, to access the Yahoo search page you 
type the following URL into your browser’s address line: http://
www.yahoo.com. If you submit links for your group’s homepage, you 
will need to provide the URL. 
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