Campus PipelineTM Version 3.1

GROUP LEADER
ADMINISTRATION GUIDE




The Campus Pipeline™ Web platform is provided only under license from Campus Pipeline, Inc.
(“Campus Pipeline”) and use of the platform is subject to the terms and conditions of such a
license.

Copyright © 1998-2001 Campus Pipeline, Inc. Certain portions copyright:

Campus Pipeline reserves the right to make changes in the specifications and materials con-
tained herein without notice. Campus Pipeline shall not be liable for any direct, indirect,
special, consequential, or other damages or economic loss arising out of any use of, errors in
using, or inability to use Campus Pipeline software or this guide. No part of this publication
may be copied, reproduced, disclosed, or transferred by any means without prior written con-
sent of Campus Pipeline.

This product includes commercial technical data and/or computer databases and/or commercial
computer software and/or commercial computer software documentation, which were devel-
oped exclusively at private expense by Campus Pipeline, Inc. Use of the software described in
this publication is only provided under a software license agreement between the User and
Campus Pipeline, Inc. The software may not be transferred in any form without the express
written consent of Campus Pipeline. The software and this manual contain proprietary informa-
tion and are protected by copyright law and international copyright treaties, as well as other
intellectual property laws and international treaties. Unauthorized use of the software or this
manual can result in criminal prosecution.

Campus Pipeline, Inc.

155 North 400 West, Suite 500
Salt Lake City, Utah 84103 U.S.A.
(801) 485-6000

For product information, call 888-682-PIPE (7473)
or visit www.campuspipeline.com

Campus Pipeline and the Campus Pipeline logos are trademarks of Campus Pipeline, Inc. Microsoft, Win-
dows, and Windows NT are either registered trademarks or trademarks of Microsoft Corporation in the
United States and/or other countries. Java and all Java-based trademarks and logos are trademarks or reg-
istered trademarks of Sun Microsystems, Inc. in the United States and/or other countries. SCT, Banner,
and the SCT logo are registered trademarks of Systems and Computer Technology Corpora-
tion. All other product, brand, or trade names used in this publication and/or in the Campus Pipeline
platform are the trademarks, registered trademarks, or designations of their respective owners.

Document number: CP-307
Version A 11/28/01 (for Version 3.1 Line Extension Product software)

i Campus Pipeline Version 3.1 Group Portal Version A 11/28/01



ABOUT THIS GUIDE

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).

WHO IS IT FOR?  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.

How DO I USE IT?  This guide is designed as a reference, providing concise information
about such things as:

o The features of the Groups software
o 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

WHAT’S IN THIS GUIDE?  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.

ALTERNATE FORMAT  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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Version [EEN

GROUP LEADER
ADMINISTRATION GUIDE

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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GROUP PORTAL OVERVIEW AND FEATURES

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.

APPLICATION COMPONENTS  When you access the Groups application you see three tabs: My
Groups, Group Index, and Request Groups, as illustrated below.

Request Eril

Group Help
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Group Portal overview and features

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.

73 Campus Pipeline Group Tools - Microsoft Intemet Explorer

BulldoggrOUPS

My Groups Create
itos

My Groups

Your Location: My Groups

= B

September 27, 2001

Remove,

I Political Sciencs

¥l Groups Index ¥ treate New Group

—
To view a group, click on the group title, To remove 2 group from your My Groups List, dick check box and dick

[ phi Eta Sigma # page for members of Phi Eta Sigma
& group for political science buffs

[ writers Black # place for writers to meet and interact

Groups Policy - Click here to read the rules and ragulstions for cresting and lesding a graup.
Mernbership Palicy - ¢lick hare ta read the rules and regulations for joining and participation in a graup.

Remove

My Groups - Groups Indes - Create Group - Exit - Help
Privacy - Terms of Service - Support - Top

Copyright @ 1998 - 2001 Campus Pipeline, Inc

@) pipeline

&)

[ [ @ Intemet 7

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.

mpus Pipeline Group Tools - Microsoft Internet Explorer

BulldoggrOUPS

(il Groups
© EMps

Groups Index

Your Location: Groups Index

= B

September 27, 2001

Group Index for: Academics
@ piclogy Department
€ Phi Ets Sigma

@ Peolitical Science

@ writers Block

¥l Create a new group

Bialogy majars, graduate students, and faculty
A page for members of Phi Eta Sigma
£ group for political science buffs

2 place for writers to meet and interact

key = B Public Group  fl Restricted Group

Category Index

+ Business and Finance (0

+ Academics (4] + Computers and Internat (3)
+ Recrestion and Sports (3)

Groups Policy - Click here to read the rules and regulations for creating and leading a group.
Mernbership Palicy - Click hare ta read the rules and regulations for joining and participation in a graup.

+Travel (0)

Brivacy - Tarms of Seruics - Support - Top

Copyright @ 1998 - 2001 Campus Pipeline, Inc

My Groups - Groups Indes - Create Group - Exit - Help

@ pipeline

&] Done

[ [ g intemet G
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Group Portal overview and features

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.

%§ Campus Pipeline Group Tools - Microsoft Intemet Explorer [_ 0] ]
BulldogcrOUPS

M Groups
© M

Request New Group

Your Location: Request New Group

September 27, 2001

Submitting this form daes not sutomatically creste 3 new group. Tt will send 2 new group raquest o the administrator,
wha il approvs ar deny it.

Requested By: Stephen Smith

* Group Mame:
* Short
Description:
* Long
Description:

(K

* Group Categary: [Academics -

* Required Information

TPE! @ public
€ Restricted

Criteria for restricted
aceass:

ol

Applicationsi 3 g ioup email ¥ Group Intermet Links
W' Group chat Room M Group News
W Group Message Board W' Group Photos

W' aroup calendar
¥ 1 want to be able to delegate rights to manage these tools

Cornments: =

|

Graups Policy:

Fublic groups that are of general interest ta students and faculty wil =
(Pleaze Read)

be approved. These groups must net promote activities that are illegal

or that viclats the rights of others in the University, Privats groups

may be crested only if they are associated with a University sanctioned
araup or if tha group leader has obtsinad specisl parmizsion from the |

T # I have read and understood the school's policy on Community Groups.

My Graups - Groups Index - Request Group - Exit - Help O

Privacy - Terms of Ssruics - SUpport - Top

pipiline. |

1 1 Intemnet

GROUP TOOLS  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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Group Portal overview and features

5 Campus Pipeline Group Tools - Microsoft Internet Explorer -0 <]
£ Bulldogcrours

oy Groups | Create T
Groups | Index Group 2GR

Group Homepage Septernber 27, 2001
Your Location: My Groups / Group Homepags
Group Tools "
Homepage  Y¥riters Block
Hews
ks s N Featured Photo
Photes roup News
E-mail « Whatis Writers Block (posted on September 27, 2001 by N
e Mark Curtz)
I have baen sesrching for & long tims for 3 Web sita that
Meszags Board could bring whiters together ta shave ideas, technigues
Calendar and... read more..,
Mernbars 2
i [¥] More News... ¥l Post an article
My Profile
Un-Jain The Globe Theater
Group Policy Message Board Topics ¥ More... [¥ Post
Contract Writing Positions
Personal Taolbox
o Writing Warkshaps Featured Links
Manage Homepage - i
Manage News Falishingdoupiior Bartleby.com
Gne of the best sources of
Manage Links 2
+] More topics... | Post.a topic online literature and reference
Manags Phatas —
Mirasa + American Heritage Online
Message Board Dictionary

Manage Calendar + Elernants Of styls

Manage Members + Raget's II: Tha Nau
Thesaurus

Manage Guest View

¥ More... ¥l Post

[
& || |4 Intemet 4

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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Group Portal overview and features

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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GROUP LEADER RESPONSIBILITIES

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.

Version A
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Group leader responsibilities

Request group

—>

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

Initial setup
activities

Ongoing
maintenance
activities

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

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

' N
‘ M. Board ‘ Calendar ‘ Photos ‘ Links ‘
‘ Guest ‘ Profiles ‘ News Featured

View

Content

Delegate responsibilities to other

members (as appropriate)

Review submissions

Update content

Manage member
profiles/status

<.____

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.

8 Campus Pipeline Version 3.1 Group Portal

Version A

11/28/01



SETTING UP A GROUP HOMEPAGE

After your group is approved, it will have a homepage similar to the

following:

jBulldoggrROUP S

Il
GID\{.IDS

Group Homepage

Your Location: My Groups / Group Homepage

September 28, 2001

Group Tools
Homepags
News

Links
Photos
E-rnail

Chat
Message Board
Calendar
Members
My Profile
Un-Join
Group Ralicy

Personal Toolbox
Manage Homepage
Manage News
Manage Links
Manage Photos

Manage
Massags Board

Manags Calendar
Manage Marbers

Manage Guast View

Writers Block

Message Board Topics

No Message Board Topics available.

5 More topics... [ Posta topic

|&] Dane

|
[ [ @ Intemet 7

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:

Groups | Create T
_ Index Group 2 JCH

Group Homepage

Your Location: My Groups / Group Homepage

September 27, 2001

Group Tools
Homepage
Hews

Links
Photos
E-mail

chat
Messags Board
Calendar
Mernbers
My Profile
Un-lain

Graup Palicy

Personal Taolbox
Manags Homepage
Manage Hews
Manage Links
Manage Phatos

Manage
Message Board

Manage Calendar
Manage Members

Manage Guest View

wiriters Block

Group News

* Whatis Wiriters Block (posted on September 27, 2001 by N

Mark Curtz)

I have baen sesrching for & long tims for 3 Web sita that
could bring writers together ta share ideas, kechniques

and... read more..,

[¥] More News... [l Post an article

Featured Photo

The Globe Theater

Message Board Topics

Contract Writing Pasitions

Whriting Werkshops

Publishing your work

[¥] More topics...

[¥] Past a topic

[ More... [ Post
Featured Links
Barteby.com

@ne of the best sources of
online literature and reference

« Amarican Heritage Online
Dictionary

+ Elernants Of Style

+ Roget's II: The Hew
Thesaurus

[l More... [ Post
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Setting up a group homepage

The following sections outline the steps necessary to create the ini-
tial content, and the procedures for reviewing submissions and
maintaining content.

CREATING A PHOTO ALBUM  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:

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

O 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.

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

You see the Manage Photos page similar to the following:
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Setting up a group homepage

7 Campus Pipeline Group Tools - Microsoft Intemet Explorer

& bulldoggrouPSs

My Groups Create

Manage Photos

Your Location: My Groups / Group Homepsae f Manage Photos

September 23, 2001

[_ O]

Group Taols
Homepage
Hews

Links
Phatos
E-mail

chat
Messags Board
Calendar
Members
ty Profila
Un-Join

Graup Palicy

Personal Taclbox
Manage Homepage
Manags Hews
Manage Links
Manage Photos

Manage
Message Board

Manage Calendar
Manage Members

Manage Guest View

Admin Tools
You are 2 Group
Leader

Manage Political Science Photos

Click on 2 phote or its titls to view it. To activate a photo, check the box and dick "Activate".
To remave = photo, check the bex and dick "Delete".

Submitted Photos

Title Posted By Pasted On

There are no submitted photos

Click on = phote or its title to view it. Te inactivate s photo, check the box and dick
"Inactivate”. To remowve a photo, check the box and dlick "Delete".

Active Photos ¥l Posta New Photo

Title Posted By Posted on
There are no active photos

Click on 2 phote or its titls to view it. To activate a photo, check the box and dick "Activate".
To remave = photo, check the bex and dick "Delete".

Inactive Photos

Title Posted By Posted on
There are no inactive photos.

Sl

|&] Done

[ [ @ Intemet

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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Setting up a group homepage

Post a Photo for Political S8cience

Post photos in jpeq or gif format (file extentions .jpg or .qif) only. Photo files may not be
larger than 1 mg.

Posted By: Mark Curtz

Status: I - I

Photo File Mame: I Browse... |
Photo Title: |
Photo Caption: ;I
=
Post I Cancel I

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.

Choose file [7]
Lack in: iy Carnputer @l

= 3% Floppy [4:] = Data[N:) =2 comp
a2 ) 2 ulilities on 'antia’ (301
2 0] = downloads on 'Sizyphus' [3:)
Zip 250 [E:] =2 company on 'nal’ [R:)
=) cp30dacs [F)) S harme an 'nal’ [U:)
g o) Data (G:) =B Data W)
[«] | |

File name: I Iﬂl
Files of type:  [&l Files () = Cancel |

O  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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CREATING LINKS

Setting up a group homepage

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.

Version A
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Setting up a group homepage

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.

O  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.

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

You see the Manage Links page similar to the following:

73 Campus Pipeline Group Tools - Microsoft Intemet Explorer

& BulldoggRrOUPS

My Groups 1 Greate el
Groups Index Group 7 R0

Manage Links Seprember 28, 2000 ||

Your Location: My Grouns / Group Homepage / Manage Links

Group Taols

Manage Political Science Links

Hemepage
Heus
Lnks  To wiew or edit 2 link, dick an the link title, To ackivate a link, check the box and dick
Photos  “Activate", To remove a link, check the box and dick "Delete”,
E-rnail

o Submitted Links

Message Board

Bhe Title Pastad By Posted Gn
Members . .
There are no submitted links
My Profile
Un-Join

Graup policy

To view or edit a link, dick on the link title, Te remove a link, check the box and dick
"Delete",
Personal Toolbox

Manage Homepage Active Links ¥ Posta New Link
Manage Mews
Manage Links Title Posted By Posted ©n

Manags Photas

Manage There are no active links |

Massage Bosrd
. Calend . .
sn=as melendar Inactive Links

Manage Members

Manage Guest View

Title Posted By Posted On
Admin Tools There are no inactive links
You sre 3 Group
Leader
&) hitp//zapdos in teamp. com 8080/ cp/jsp/grouptonlslink LinkM anage jsp?groupl D=1001 || |8 Intemet 7

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.

Post a Link to the Political Science group

Posted By: Mark Curtz

Status: I vI

Title

URL

Description

¥
¥
| ﬂ

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://
o ftp://

e 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.

O 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.

O To add more links, repeat the procedures.

CREATING NEWS ARTICLES  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:

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

O 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.

O  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:

73 Campus Pipeline Group Tools - Microsoft Internet Explorer

& BulldeggrOUPS

(54} Groups Creats
s

Manage News Articles

Your Location: My Grouns / Group Homepsae [ Manage Mews Articles

September 28, 2001

Group Tools
Hom=pags
Hews

Linkz
Phatos
E-mail

Chat
Message Board
Galendar
Mernbers
My Profile
Un-Jein

Group Policy

Parsonal Taolbox
Manage Homepage

Manage Hews

Manage Political Science News

To view or adit an article, dick on the artids title. To activate an sricle, check the box and
dlick "Apprave". To remaove an aticle, check the box and dick "Delete”

Submitted Articles

Title/Subjact Posted By

There are no submitted articles

Postad On

To view or edit an article, click on the article title. To remove an article, check the box and

click "Delete”

Active Articles

¥ Posta New Article

Manage Links Title/Subject Posted By Pasted on
Manage Phatos
Manage There are no active articles =
Massage Baard
t Calend . .
el Inactive Articles
Manags Members
Manage Guest View
g Title/Subject Posted By Posted On
Admin Tools There are no inactive articles
You are a Group
Leader
&] [ [ g intemet G

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.

o 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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Post an Article to the Political Science group

Posted By: Mark Curtz

Status: I - I

Title/ Subject: |

Article: ;I

=l
Fost

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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O 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.

CREATING FEATURED  After you have added photos and links to the group’s homepage, you
CONTENT  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.

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

O 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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/3 Campus Pipeline Group Tools - Microsoft Intemet Explorer

Groups Create Tz
Index Group 2 JGE

Group Homepage

Your Location: My Groups [ Group Homepage

September 28, 2001

Eroup Tools

Hetnioo writers Block
MHews
Links

Fhotos

Message Board Topics
£-mail
Chat

Message Bosrd

Mo Message Board Topics available.
% More topics... [* Post a topic
Calendar

Members

My Profile

Un-Join

Graup Policy

Personal Toolbox
Manage Homepage
Manage News
Manage Links
Manage Photas

Manage
Message Board

Manage Calendar
Manage Membars
Manage Guest View

&1 0ore [

| Intemet 4

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

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

J Campus Pipeline Group Toals - Micrasaft Internet Explorer

BulldoggrOUPS
Groups Create T
Index [EICPT B Hep

Manage Homepage

Your Location: My Groups / Group Homepage f Manage Homepage

M
Grnﬁp;

September 27, 2001

Group Tools B
Homepage  Manage Writers Block Homepage

Haus

e Featured Photo Featured Link
Photos
No featured photo selected for group Mo featured link selected for group.

E-mail
Chat

Meszage Bosrd

Personal Toolbox

Manage Homepage

Calendar [ Edit
Members
My Profila
Un-Join Top 5 Links
Group Policy No links selected for group.

Manage Mews
Manzge Links
Manzge Photos

Manage
Meszage Board

Manage Calendar
Manage Members

Manage Guest View =
%

&] [ [ [ Intemet

O  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.

Set wiriters Block Featured Photo

To Set the featured photo, select a photo and dick Set Photo, ©nly one photo can be
selected, To Wiew a photo, click on the photo title, If you do not wish to uze this feature,
select the Section Inactive option,

¢ Section Inactive

The Globe Theater

‘e

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

O  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.

O  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.

Set Writers Block Featured Link

To set a featurad link, zelect a link and click Set Link, Only ane link can be selacted. To View
a link, dick on the link title, If you do not want to use this feature, select the Section Inactive
option.

" Section Inactive

Arnerican Heritage Cnline

A An online verzsion of the Armerican Heritage 4th Edition,
Dictionary

Cne of the best sources of online literature and

® Bartleby. corm
reference

™ Elarments Of Style An online version of Strunk's classic

" Roget's 11! The Mew Theszaurus An online version of Roget's 11, 3rd Edition

[ setLink |[ Cancel |
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By default the Section Inactive option is checked, removing the fea-

tured link from the homepage view.

O 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.

O 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.

Set Writers Block Top 5 Links

To Set the top five links, selact up o five links and click Set Links, To Wiew = link, click on
the link title,

FAmerlcan Heritage Online An online version of the American Heritage 4th Editian.

Dictionary
[ Bartleby.cam <ne of the best sources of online literature and reference
[ Elerments Of Style An online version of Strunk's classic

[¥ Roget's II: The Mew ThesaurusAn anline version of Raget's 11, Srd Edition

[ SetLinks | [ Cancel |

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

O  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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CREATING MESSAGE

BOARDS

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

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:

Message Board Topics

Mo Mescage Board Topics available.

H More topics... H Post a topic

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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O

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:

Septernber 27, 2001

Message Board Topics

Your Location: Group Portsl / Course R rees / Msg Board Topics / Message List

Writers Block

edit description

Description:
3 Post a Topic 8 Help

LRSSy Topic List - Click to view maszsage list Authar

s - School Services - Campus Life
Logout - Options - Help

My Pipeline - My Co
E-mail - Calanda o
e - Support - Top

@ pipeline

Copyright @ 1998 - 2001 Campus Pipeline, Inc

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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Post a TOpiC October 18, 2001

Your Location: My Groups / Msg Board Topics / Post a Topic

Post a Topic to: ski Club

Title s | @ Help
Desciption : =
[

Fost

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:

Message Board Topics September 27, 2001

Your Location: Group Portal / Course Resources / Msg Board Topics / Messags List

Writers Block

edit description

Description: The Writers Block message boards are dedicated to literary topics. Please use them
appropriately to post questions and share infarmation.

1 Post = Topic B eh
B Topic List - Click ta view message list Authar Messages  Posted on
d] [  Contract Writing Positions Mark Curtz 1} 9-27-01
d] [ Writing Workshops Mark Curtz 1] 9-27-01
d] Publishing your work Mark Curtz 1} 9-27-01

My Pipeline - My Courses - School Services - Campus Life
E-mail - Calendar - Groups - Logout - Options - Help i Eliﬂl!
Privacy - Terms of Service - Support - Top P ||

Copyright © 1998 - 2001 Campus Pipeline, Inc
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On the group homepage, these same message board topics appears
similar to those illustrated below.

3 Campus Pipeline Group Tools - Microsoft Internet Explorer [_[O1=]
& Bulldoggrours

Ry Groups | Create Tedim
Gralps Index Group [

Group Homepage Septambar 27, 2001

Your Location: My Groups { Group Homepage

Group Tools 5
Writers Block

Homepage

Hews

Links

Featured Photo
Phatos ! Group News

E-mail + Whatis Writers Block (posted on Septernber 27, 2001 by N
Chat WMark Curtz)
1 havs besn saarching for 3 long tims for & Wab site that
Message Board could bring wrikers kogether to share ideas, techniques
Calendar and... read more...
Marnbers
My Profile
Un-Jain The Globe Theater

Group Palicy Message Board Topics

¥l More News... [} Postan article

¥ More... [} Post
Contract Writing Positions

Writing Warkshops Featured Links
Publishing your work

Personal Toolbox
Manage Homepage

Bartleby.com
One of the best sources af
¥ More topics... [ Posta topic anline literature and reference

Manage News
Manage Links
Mansgs Photos

Manags « American Heritage Online
Message Board Dictionary
+ Elarnents Of styls
s Rogat's 11: Tha Naw
Thesaurus

Manage Calendar
Manage Members
Manage Guest View
¥l More... [ Post

T

&) [ [ intemet

WORKING WITH A Group calendars are provided by the same application used for per-
CALENDAR  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:

O 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.

O 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:

! I I 1 Current Salendars [ 3K Club =
Mew Event  New Task  Jurap To  Printsble  Search
<l 10 | wWed d October overview | day | wesk | month Lrcerieal Denier
= | Wednesday | i yaar | comparison < Oct [
[ s {mlTlwlT]F]s]

12 3 4 5 6
7 8 910 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
2% 29 30 31
Today is: 10/10/2001

No events or tasks

The Week Ahead
Tasks

Thursday 11 |Friday 12 Saturday 13 |Sunday 14 Monday 15 Tuesday 16
@ @ @ @ @ @
Copyright 1938 - 2001 Campus Pipeline, Ine O PIFE“"E
&] Done [ & intemet v

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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; Campus Pipeline Calendar - Microsoft Internet Explorer

n
Bulldog ND A

Compose Details Reminders Availability Calendars Preview B

Provide basic information about your event: such as the name of the event, when it will take place, if it
chould repeat, and if others zhould be informed.

Title: [Untitiect

pate: i o /fzont |,
Time: |2_ : lﬁhﬂm h fUrW hclurlH minutes

™ Mo Time (e.g., a birthday)

Repeat: & ppes Mot Repeat
' Repeat [Change Pattern ]

If you want someone to know about the event, but it is not necessary that they attend, type their user
ID, ermail address or name into the Uzer field and click the Inform button, If you want to send an email
natification, type in "mailto:" followed by the email address, For example "mailtajdoe@abe com”s

User: Inwite Q% Infarm | %
Invite to Event: [caimaster1001.GROUPTOOLSTERM
Femove |
Inform about
Event:
Remowve
Copyright 1998 - 2001 Carmpus Pipeline, Ing O PIFE“"E
|@ Done ’_’_‘a Internet 4

O 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.

O  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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CREATING FEATURED

CONTENT

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.

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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3 Campus Pipeline Group Tools - Microsoft Intemet Explorer M=l E
£ Bulldogcrours

oy Grops | Creale Takm
Graups Index Group  IGET

Manage GueSt VIeW Septernber 27, 2001 T
Your Location: My Groups / Sroup Homepage / Mansge Guest Wiew
Group Tools
Homepage  Manage Ski Club Guest View
Mews
Links
Photos Group Description Group Photo

E-mail
chat  The skicdubis a University-sponsored club that plans
Masrage Bnard trips to local ski areas, provides ski information, an

S has a yearly ski swap. Membership is $10 per year.
Mernbers

My Profile
Un-Jain

Section not Active

Group Policy

Personal Taolbax

Manage Homepage Group Information Blocks Group Links
Manage Hews . . y i
0 Hin No infermation blocks currently defined No guest page links
anegs e selected for group
Manage Phatos
Manage [CEat |
Massage Baard
Manage Calendar
Manags Members
Manage Gusst View =l
&] [ [ [a intemet G

Notice that the page already contains a Group Description. The text
for this description was originally provided when you requested the

group.

O  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.

O  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.

O  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.

O  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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DESCRIPTION

Setting up a Guest View

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:

=1 B3

73 Campus Pipeline Group Taols - Microsoft Intemet Explorer

&y BulldoggrOUPS

@ T Groups | Create Tada
& Groups Index Group 7 JEE’3

Manage Guest View

Your Location: My Groups { Group Homeps

Gctober 10, 2001
&/ Manage Guest View

Group Tools

Homapage
News

Links
Phatas

Personal Toolbox

Manage Ski Club Guest View

Preview

Group Description
The ski club is a University-sponsored club that plans

trips ta local ski areas, provides ski information, and
has a yearly ski swap. Membership is $10 per year.

Group Photo

Manage Homepage
Manage News
Manage Links

Manage Photos

Mansge Members

Manage Guest View
Admin Tools
Acting as Group Leader

At a5 G Mamb. . <
=f et nemast Group Information Blocks Group Links
Join Graup
No information blocks currently defined + Alta
o SkiUtsh |
+ Snowbird
2] Dore [ [ap Intemet 7

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.

O  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.

ADDING ADDITIONAL  In addition to a group description and featured content, you may

GROUP INFORMATION  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:

O  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.

O 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.

O  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.

Version A 11/28/01 Group Leader Administration Guide 33



MANAGING GROUP MEMBER PROFILES

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.

DELEGATING PERMISSIONS  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.

Manage Ski Club Members

Zlick on a member name to view their member profile,
New Membership Requests

Mare Requested On

M selectan

[T mark curtz Mowernber 20, 2001

Click 2 rmermber narme to change member status or remowe from group.

Active Members

Mame Rights Hormepage Last Wisit
KE.eith Moran Qckober 17, 2001
Lucille Ball October 16, 2001
Mary Pickfard Cctober 15, 2001

Inactive Members
Marme Right=s Hormepage Last Visit

There are no inactive members.

[ Activate || Inactivate || Delete |
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O  To assign permissions for group page management to another
member, click the member’s name.

You see the Edit Profile window.

Edit Profile for Lucille Ball

Member Information

Marme: Lucille Ball
Merber since:  October 16, 2001 Last Visit: October 16, 2001
Hormepage: (not provided)
Status: IActiue vl

Delegated Rights

Group Leader

Manage Message Board
Manage Calendar
Manage Internet Links
Manage Mews

Manage Photo Album
Edit Group Homepage

[ |

Edit Guest Page

Explanation for action

=

[ |

# Note: vou must explain every change made to a members profile,

[ Update Profile | [ Delete | [ Cancel |

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

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

O 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.

ACTIVATING, If your group is a restricted group, you will have to manage the queue
INACTIVATING, AND  of membership requests to verify that requesters meet the criteria for

REMOVING MEMBERS  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.

Manage Ski Club Members

Zlick on a member name to view their member profile,
New Membership Requests

Mare Requested On

M selectan

[T mark curtz Mowernber 20, 2001

Click 2 rmermber narme to change member status or remowe from group.

Active Members

Mame Rights Hormepage Last Wisit
KE.eith Moran Qckober 17, 2001
Lucille Ball October 16, 2001
Mary Pickfard Cctober 15, 2001

Inactive Members

Marme Right=s Hormepage Last Visit

There are no inactive members.

[ Activate || Inactivate || Delete |

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.

Edit Profile for Lucille Ball

Member Information

Marme: Lucille Ball
Mermber since: Cctober 16, 2001 Last Visit: October 16, 2001
Haornepage: (not provided)
Status: IActiue vl

Delegated Rights

- Group Leader

I_ Manage Message Board
- Manage Calendar

- Manage Internet Links
[ Manage News

- Manage Photo Alburn
[T edit Group Homepage
[T Edit Guest Page

Explanation for action

=

=

* Mote: You must explain every change made to 2 members profile,

[ Update Profile | [ Delete | [ Cancel |

O  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.

O  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.

O  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.

O 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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MAINTAINING THE PHOTO

ALBUM

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

* 6 ¢ ¢ o o

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.

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.

o 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:

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

O  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.

O  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.

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

You see the Manage Photos page similar to the following:

3 Campus Pipeline Group Taols - Microsoft Internet Explorer -0 <]
&) Bulldoggrours

Iy Groups | Create ot
Graups Index Group Ip
Manage Photos seprneragaony N

Your Location: My Groups [ Group Homepsge / Mansge Photos

Group Tools

Manage Writers Block Photos

Homepage
News
Links Click on a photo or its title to view it. To activate 3 photo, check the bosx and dick "Activate",
Phatos To remove 3 phota, check the box and dick "Delete",
E-rnail .
Char i Submitted Photos

Message Board
Title Posted By Pastsd On

The Globe Theater Mark Curkz September 27,
2001

Calendar
Members [0

Un-Join

Group Policy
¢lick on a phote ot its title to view it. To remove a phata, check the box and dick "Delat=",

Parsonal Toolbax i Active Photos ¥ Posta New Photo
Manage Hornepage
Manage Mews Title Postad By Posted On

Manage Links Sedipus Mark Curtz September 27,
Manage Photos

Manage

M=ssage Board

Manies ity I— Hamlet Mark Curtz SEptZES'\nkizr 7,
Manags Mambers
Mansgs Gusst Vi
i

Admin Tools -
You are a Group [(inactivate | [ Delete
Leader

i Inactive Photos

Title Posted By Posted On

r E Remeo and Juliet Mark Curtz Septemnber 27, ||
i 2001

||

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.

O 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.

View Ski Club Photo

Status: Active [ Edit | [ Delete |[ Done |

Alta 8ki Resort

Submitted by Zeppo Marx on October 16, 2001

Picture of Alta Ski Resort

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.

O 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.

O  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.

Edit 8ki Club Photo

Status: ISubmitted 'I Update

Submitted by:  Zeppo Marx

Current Photo!

Title:  [Alta Ski Resort

Caption:  fpit e of Alta Ski Resart ;I

[ |

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.

O  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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73 Campus Pipeline Group Tools - Microsoft Intemet Explorer

& BulldoggRrOUPS

. Iy Groups | Greate el
M Groups Index [ G 8 Help

Manage Links october 11, 2001 =

Your Location: My Grouns / Group Homepage [ Manage Links

Group Tools

Manage ski Club Links

Homepage
Hews
Unks  To view oredit 2 link, dick an the link title, To activate a link, check the bax and dick
Photos  “Activate", To remove a link, check the box and dick "Delete",
E-rnail
ha Submitted Links
Members
Ginig Title Postad By Postad On
T utsh skiRepart Miss Havisharm Octaber 18, 2001
Personal Taolbox

Manzags Horepage
Manags Maus

Wansge Hoks To view or edit a link, dick on the link title, To remove a link, check the box and dick
Manage Photos "Delste".

Manage Members

i i *l Posta New Link
Manage Guest View Active Links
Title Posted By Posted On
Admin Tools
Acting ac Group Leader T Aka Ski Leader Septernber 28, 2001
Act a3 Group Mamber I Deer valley Ski Leader Septernber 28, 2001
lelpicrntn I Park City Ski Leadar September 28, 2001
T ki utsh Ski Leader Septernber 28, 2001

Inactive Links

Title Pastad By Pasted On
I snewbird Ski Leader Septernber 28, 2001
Search the Web __Actwat& -_Delete
Selact Engins =
Ga =l
&] Done [ [ 4 intemet 4

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.

O 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.

View Ski Club Link

Status: Requested [ Edit | [ Delete |[ Done |

Utah Ski Report
Subrnitted by Miss Havisham on Octaber 15, 2001

Provides a quick table of current snow depths and whether conditions for all Utah
ski resorts

http: ffwewewe skiutah.comfsnow_reportf

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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Edit Ski Club Link

status: [subritted =] | Update | | cancel |

Subrnitted by: Miss Havisham

Title: [Utsh Ski Report

URL: Ihttp:,-’,.'\r-mnnv.Skiutah.cum,."snuw_repum'

Descriptiont |pouides a quick table of current snow depths and whether conditions ;I

for all Utah skiresarts

[

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.

O  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.

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

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

MAINTAINING NEWS  Once you have added news articles to the group homepage, other
ARTICLES  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.
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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:

3 Campus Pipeline Group Tools - Microsoft Internet Explorer M=l E
uldoggroUuPSs

M Groups Create
i T

Manage News Articles —

Qctober 11, 2001
Your Lacation: My Groups / Group Homepage / Manage News Articles

Group Tools

Manage Ski Club News

Homepage
MNews
Links To view or edit an article, click on the article title, Te activate an article, chack the box and
Photos  click "Approve’. To remove an article, chack the box and dick "Delate”
E-mail . )
s Submitted Articles
Members
Giein Palic Title/Subject Posted By Pasted On
T will Alta allow snowbaards> Ski Leader Septernber 28, 2001

Persanal Toolbax
Activate Delete

Manage Mews

e To view or edit 5n srticle, dick on the srticle title. To remove an article, chack the box and
Manage Photos  dick "Dslete”

Manage Members

Active Articles ¥l Posta New Article
Manage Guest View
Titlef Subject Posted By Pastad On
Admin Tools
Acting as Group Leader [ Skitrip ta Alta ki Leader Septernber 28, 2001
Act as Group Member [T skitrip to Snowbird skiLeader Septernber 28, 2001
Join Group
7 Discount ski equipment ski Leader September 28, 2001
T ski Club Business Meeting gki Leader September 28, 2001
T snowbird to add Quad lift ski Leader September 28, 2001

Inactive Articles

Title/Subject Posted By Posted On

T skiswap ski Leader September 23, 2001

T

Search the Web

Select Engine =
Go
&] [ [ g intemet

Sl
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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.

View Ski Club Article

Status: Requested | Edit || Delete | [ Done |

Will Alta allow snowboards?
Subrnitted by Ski Leader on September 28, 2001

Alta is considering lifting it's snowhboard restrictions. Send them email at <a
href=mailto:feedback@alta.com=feedback@alta.com<fa> and let them know if
vou think they should,

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

O 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.

O  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.

Edit Ski Club Article

Status: ISubmitted 'l [ Update | [ cancel |

Subrmitted by: Ski Leader

Title/Subject: ||Wi|| Alta allow snowboards?

Article: [ajps s conzidering lifting it's snowboard restrictions, Send therm email ;I

at =a href=rnailto:feedback@alta. com>feedback @alta. com</a= and
let thern krnow if you think they should.

[

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.

O  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.

MAINTAINING FEATURED  To keep group members hitting the homepage, you will want to rotate
CONTENT  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:

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

O 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.
O 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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5 Campus Pipeline Group Tools - Microsoft Intemet Explorer =101 <]
3 Bulldogcrours

My Groups Create

Manage Homepage captamber 27, 2001

Your Location: My Groups / Group Homepsas / Manage Homepags

Group Taols

Manage Writers Block Homepage

Homepage
Hews
Links - :
Featured Photo i Featured Link
Photos
Erreail Bartleby. com
i - One of the best sources of online literature
= and reference
Message Board
Calendar
Members i
Edit
e [CEat |
Un-Jain
Group Policy

i Top 5 Links
« American Heritage ©nline Dictionary
Personal Toolbox « Elements Of Style
Manage Homepage * Roget's II: The New Thesaurus
Manage Mews
Manage Links

P

Manage
Massage Board

manage Calendar
Manage Marmbers

Manage Guest View

Admin Tools
Yau are a Group
Leader

|
|&] Done || |4 Intemet Vi

O  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:

Set Writers Block Featured Photo

To Set the featured photo, select a photo and cick Set Photo, Only one photo can be
szlected, To Wiew a phota, click on the photo title, If you do not wish to use this feature,
select the Section Inactive option,

" Section Inactive

Gedipus

ol .; The Globe Theatar

Hamlet
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O  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.

O  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:

Set Writers Block Featured Link

To set a featurad link, zelect a link and click Set Link, Only ane link can be selacted. To View
a link, dick on the link title, If you do not want to use this feature, select the Section Inactive
option.

" Section Inactive

arnetican Heritage Online An online verzsion of the Armerican Heritage 4th Edition,

Dictionary
ne of the best sources of online literature an
& Bartlabu.com o] f the best f online literat d
¥ reference
™ Elarments Of Style An online version of Strunk's classic

" Roget's 11! The Mew Theszaurus An online version of Roget's 11, 3rd Edition

[ setLink |[ Cancel |

@) 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.

O  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:

Set Writers Block Top 5 Links

To Set the top five links, selact up o five links and click Set Links, To Wiew = link, click on
the link title,

FAmerlcan Heritage Online An online version of the American Heritage 4th Editian.

Dictionary
[ Bartleby.cam <ne of the best sources of online literature and reference
[ Elerments Of Style An online version of Strunk's classic

[¥ Roget's II: The Mew ThesaurusAn anline version of Raget's 11, Srd Edition

[ SetLinks | [ Cancel |
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O  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.

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

UPDATING A PHOTO AND LINKS  To update the featured photo and links on the guest view page, use
the following procedure:

O  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.

O  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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/3§ Campus Pipeline Group Tools - Microsoft Internet Explorer

& BulldoggrOUPS

M Groups Create
Grnvuqs Index Group

Manage Guest View

Your Location: My Groups / Group Homepaae / Manage Guest View

October 11, 2001

Group Tools

Hamepsge  Manage Ski Club Guest View
Mews
Links
Photos Group Description 4 Group Photo
E-rnail

Chat The ski dub is a University-sponsored club that plans
trips to local ski areas, provides ski information, and

Members
: has a vearly ski swap. Membership is $10 per year,
Group Palicy
Edit
Personal Taolbox
Manage Homepage
Manage Mews
Manage Links
Manage Photos
Manage Members
Manage Guest View
Admin Tools
Acting as Group Leader
Act a3 Group Member . s
kL 4 Group Information Blocks Group Links
Join Graup
[ Ski or Board? !
+ ki Utah
That's up to you, just come and have fun!
™ who can join?
All full or part time student, faculty member, or
University employee can jain, The cost is only $10 per
veart
™ why join the Ski club?
You'll get to meet fellow skiiers, gat law cost, hassle-
frae transpartation to the slopes, and get grest
e discounts on new and used ski equipment,
Select Engine x o
[ Add | [ Edit | [ Delete |
Go
] |4 Intemet

O  Toreset 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.

O  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.

O  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.

O  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.

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.

O 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.

UPDATING THE GROUP  If you need to update the group description, use the following
DESCRIPTION  procedure:

O  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.

56 Campus Pipeline Version 3.1 Group Portal Version A 11/28/01



MAINTAINING MESSAGE

BOARD DATA

O

Managing group page content

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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Message Board Topics Sepramber 27, 2001

Your Location: Group Portal / Course Resources / Msg Board Topics / Message List

Writers Block

edit description

Description: The Writers Block message boards are dedicated to literary topics. Please use them
appropriately to post questions and share information.

B3 Post a Topic 2 GE
LRSS Topic List - Click to view message list Author Messages  Posted on
d]l B  Contract Writing Positions Mark Curtz [z} 9-27-01
dl B Writing Workshops Mark Curtz 1} 9-27-01
d] | Publishing your work Mark Curtz 1] 9-27-01

My Pipeline - My Courses - School Services - Campus Life
E-rnail - Calendar - Groups - Lagout - Optians - Help i EHHE
Privacy - Termsz of Service - Support - Top P P

Copyright © 1398 - 2001 Carnpus Pipeline, Inc

Next to each topic you see a delete icon similar to the following:

[d]

O 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.

O  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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Bcc

CALENDAR

CHAT

GIF

GROUP LEADER

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.

GROUPS ADMINISTRATOR  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.

GROUPS POLICY 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.

GUEST VIEW  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.

HOMEPAGE 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.

JPEG  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
Jjpeg) or GIF (.gif) format.

JOIN  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.

PUBLIC GROUP 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.

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

RESTRICTED GROUP 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.

SUBMIT  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.

TOPIC  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  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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