WINGS Group Studio — Leader Reference Guide
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Group Leader Responsibilities

¢ Creating and managing the group or course homepage, including link, article, photo
content, and the files and announcements available to members.

¢ Setting up the group or course message board with topics and deleting topics, messages,
or replies as necessary

¢ Activating and deactivating members as necessary

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

¢ Specifying which of the applications (ie: Chat, Calendar) are available to your group or
course members

¢ Encourage and facilitate group use

¢ Keeping group information fresh and up to date

¢ Ensuring adherence to WINGS Group Policies

¢ Removing any inappropriate material posted by members

¢ Reporting the termination of a group to the Portal Administrator



Group Management

Content Tools

Content Tools

Manage Homepage

Group management begins with use of Content Tools Manags Guast Viaw
located beneath Group Tools on homepage. Manage News

Manage Photos

. Managa Links

Content tools are only viewable by group leaders. Manage Filas
Manage Calendsr

Manage
Announcermants

e Manage Homepage: Edit content that members see on the homepage, including
featured photo, featured links, and top five links.

Featured Photo Featured Link

« Workshop Quicklist
Warkshop GQuicklist of upcaming waorkshops
offered by CaTs,

The Manage Homepage
tool is used after photos

- and links have been posted
Top 5 Links to the group
'

MNo links selected.

Spring is here !

e Manage Guest View: Edit the content that non-members see on the group’s

guest page.
Preview WINGS Workshop Training Guest View
Group Description Group Photo
Testing and training purposes No photo selected.
Group Information Blocks Group Links
Mo information blocks defined. Mo links selected.



e Manage News: Activate, inactivate, and delete articles. Approve/deny, and edit
articles submitted by members for posting. Only a group leader can post an article
directly to the group homepage.

Manage News - wmas piscussion

May 07, 2004

Your Location: Group Hormepage / Manage Mews

Group Tools
Homepage
Mews

Photosz

Linkz

Files

Meszage Board
Chat

Members

L ————
Content Tools

Manage Homepage
Manage Guest Wiew
Manage Mews

Manage Phaotos

Manage Links

Mzanage Files

Manage
Message Board

Configuration Tools
General Settings

Applications

To view or edit an article, click on the article title. To activate an article, check the box and
click. "Activate." To remove an article, check the box and dick "Delete.”

Submitted Articles

Title/Subject Posted By Posted On

There are no submitted articles.

To view or edit an article, click on the article title. To inactivate an article, check the box and
click. "Inactivate." To remowe an article, check the box and click "Delete.”

Active Articles ¥ Posta New Article

Title/Subject Postad By Posted On

[ wiMGs Discussion Group Created Scott w. Rife March 21, 2004

[ Inactivate | [ Delete |

Inactive Articles

Title/Subject Posted By Posted On

I:‘ Welcarne to the WINGS Pilot Group Scott W, Rife February 23, 2004

Submitted articles have
been submitted by
members, but not yet
reviewed and posted.
Active articles will appear
on the homepage.
Inactive articles will
remain until deleted.

News items must be submitted following the procedure below before using Manage News

0 Submit an article by clicking on News under Group Tools, then Post an
Article

o0 Type, or cut & paste,
information for posting
(format may be text or html)

Group NEWS - WINGS Discussion

Your Location: Group Homepaae / Group Mews

May 07, 2004

Group Tools

WINGS Discussion

Hormepage

(posted on March 21, 2004 by Scott W. Rife)

Mews + WINGS Discussion Group Created
Thiz Groups area was originally titled "WINGS Pilot” and was used by many of the nearly
Photos ’
£00 Pilot... read more...
Links
Files

Message Board
Chat

Posted By: Denise Anderson

¥ Postan Article

Title/subject: |

Mews article: | SRIEENNESENTE




e Manage Photos: Post and delete photos from the homepage. Approve/deny
photos submissions of members.

Click on a photo or its title to wiew it. To activate a photo, check the box and dick "Activate,"
To remove a phota, check the box and dick "Delete.”

Submitted Photos A group photo album has a
e Posted By Fosted on default limit of 12 MB. This
There are no submitted photos. size ||m|t a|so inClUdeS
photos submitted but not
Click on a photo or its title to wiew it. To inactivate a photo, check the box and click yet pOSted- Uploaded
"Inactivate." To remowve a photo, check the box and click "Delete.” . .
F photos will be downsized to
Active Photos [ Posta New Photo 40K
Title Posted By Posted On
D Spring is here | - Featured Denise Anderson April 13, 2004
O g_.:_..: WINGS Home Page Denize Anderson March 02, 2004
[ mactivate | [ Delete |

Inactive Photos

Title Posted By Posted On

There are no inactive photos.

Photos must be submitted following the procedure below before using Manage Photos

0 Submit an picture by clicking on Photos under Group Tools, then Post a
photo

Group PhOtOS - WINGS Workshop Training May 08, 2004

Your Location: Group Hormepage / Group Photos

Group Tools

Hormepsge  YWWINGS Workshop Training

Announcernents Springis here !  (posted on April 13, 2004 by Denise Anderson)
Spring is hare | .. Wiew Photo

Mews
Photos  BFE WINGS Home Page  (posted on March 02, 2004 by Denise Anderson)

Links = WINGS ..View Photo

Files

Mezsage Board ] Post anhoto
ost a pho
Calendar

0 Post photos in jpeg or gif format (file extensions .jpg, .jpeg or .gif) only.
Photo files may not
be larger than 1 mb. Pasted By: Denise Anderson
Status:

Photo File Hame: | |[ Browse... |

Phota Title: | |

Pheto Caption: | caption Uses Plain Text ¥

Fost




e Manage Links: Post and delete links from the homepage. Approve/deny links
submitted by members.

Manage LinkS - WIMNGS Workshop Training

Your Location: Group Hormepage / Manage Links

May 0, 2004

Group Tools
Homepage
Announcernents
Mews

Photosz

Links

Files

Message Board
Calendar
E-rnail

Chat

Members

L ————
Content Tools
Manage Homepage
Manage Guest Wiew

Manage Mews

To wiew or edit a link, click on the link title,

To actiwvate a link, check the box and click

"Activate." To remove a link, check the box and click "Delete.”

Submitted Links

Title

There are no submitted links.

Posted By Posted On

To view or edit a link, click on the link title.
"Inactivata,”

Active Links
Title

D Ernail Pilat Group Tips

I:‘ Wark shop Quicklist - Featured

To inactivate a link, check the box and click

To remove a link, check the box and dick "Delete,”

} Posta Mew Link

Posted By Posted On

Denise Anderson March 11, 2004

Marijane Jarmes March 0&, 2004

Manage Phaotos

[ Inactivate | [ Delete |

Manage Links . -
) Inactive Links
Manage Files

Title Posted By

Manage Posted On

Message Board

Manage Calendar There are no inactive links.

Links must be submitted following the procedure below before using Manage Links

0 Submit a link by clicking on Links under Group Tools, then Post a link

Group LinkS - WINGS Workshop Training

Your Location: Group Hormepage / Group Links

May 0, 2004

Group Tools

WINGS Workshop Training

Homepage
Announcements + Email Pilot Group Tips  (posted on March 11, 2004 by Denise Andersan)
Ernail Pilat Group Tips
Mews
Photos + Workshop Quicklist  (posted on March 06, 2004 by Marijane Jarmes)

Link Warkshop GQuicklist of upcaming workshops offered by CaTS,
inks
Files

Messzage Board t Postalink

Calendar

0 URL for link must begin with http://

Posted By: Denise Anderson
Status:
Title: | |
URL: | |

Link Description: |Description Uses Plain Text %




e Manage Files: Post and delete files from the homepage. Only a group leader or
delegate may post files to group.

The system allows the posting of files that can be downloaded by members. As members
submit files to be posted, you will need to review the file and post those that you think are
valuable.

e Any single file posted can not be larger than 5 MB.

Folders. Displays the folders that have

) Folders Files in WINGS Workshop Training
been created to store posted files. The » DI - conm 2meie

first time you access the page, you see
only the Root folder. You can create new

I:‘ Spring 2004 Waorkshop Schedule,xls

sub-folders and post submitted files in

any of the folders, including the Root

folder.

Files. Lists all the files posted in the e File Requasts:  There are no requests fornew fles

folder selected in the Folders section. Add Hew File: (Bowee. ] (NN
You can edit the file by clicking the file Add New Sub-falder:

name, or you can edit the file’s
properties by clicking the Edit icon.
Additionally, you can delete posted files. File and Folder Search

Search for: Fila Mames :Oalr?ﬂeers File Content

Search. Allows you to search the posted
files. You can search by file name, folder that cont=in:
name, or by file content.

. Reviewing Submitted Files: prior to posting a file review its contents

o0 Click the link that reports you have file posting requests.

On the File Request Queue screen open the file by clicking the file name link.
After reviewing the file contents either: — Activate (post) the file
— Delete the file

Note: To open the file, you must have an application installed on your PC that is
capable of loading and displaying the submitted file type. Deleting the file
removes it from the submitted files queue or from the album.

. Editing File Contents

0 To edit the contents of a posted file, you must make changes to the file and then
re-post the file to the group page.

o) Flle name and fOIder “fou rmay replace this file with a file of any type. If you update this file and the name of the

H selected file is different from the existing file, the existing file will be renamed. Files may not
can also be edited. o oo ol

Created by:  Denise Anderson
File name: |Spring 2004 Woarkshop Schedule, xls
Falder: WINGS Warkshop Training |

Replace file:



Submit a File by clicking on Files under Group Tools, then Add a new file
to [group name]

Grou P Files - wines warkshop Training May 03, 2004

Your Location: Group Hormmepage / Group Files

Group Tools  Folders Files in WINGS Workshop Training

Homepags @ WINGS Workshop Training SOAR 2004, xls
Announcernents

Mews Spring 2004 Workshop Schedule, xls
Photosz

Linkz

Files

Message Board + Add a new file to WINGS Workshop Training

Calendar
E-rnail
Chat File and Folder Search
Members
Search far File Marnes :Oalr?ﬂeers File Content

Content Tools that contain:

Manage Homepage

Enter the filename and the complete path to the new file, or click the
Browse button to navigate to the file

Add files of any type. Files may not be larger than 1 ME,

Added By: Denise Anderson
Folder name: WINGS Workshop Training

File Name: |

e Manage Message Boards: Create descriptions for the group's message board
forum and delete message board topics and replies. Any member may post topics
and replies to a message board, while only a group leader can delete topics.

Managing message boards requires deleting old, expired, or inappropriate messages and topics.

Select Post a Topic to
add topics for group
discussion

Message Board Topics - winess biswussion g 05, 2004

Your Location: My Groups f Sroup Homepage f Message Board Tapics

WIMNGS Discussion

3 Post a Topic 8 Help
Topic List  [Click to view message list) Authar Messages Posted on
d H Group Adrin Motification Greg Kaojola 1 3-26-04
d H Clazzifieds Channel??? Arny Louize Warner 2 3-17-04
d H Services Tab Chris Watsan z 3-15-04
d ¥ Forward as Attachrnent Byron K. Duwall 1 3-15-04
d H Chat in My Group Fyan P, Black 1 3-10-04
d H Uniw, Acadermic Services Tab Shiv K. Wadlarmudi [u} 3-0%-04
d Fl liml b kbm b e e Akl Wi 4 Bona_nd



0 Navigating Message Boards

= Click on a message to read its contents

Messaae |ist - wincs workshon Training

Your Location: My Groups / Group Hormepage f M=sg Board Topics ¥ Message List

Use navigational links to return to Topic List or Group Homepage

May 08, 2004

T Topic L=t

WINGS Workshop Training
Topic: Help

Author: Denise Anderson | Posted on: 5-07-04

Anyone have any feedback on using Group Studio? Ideas for campus use of Announcement, Mews, Links,
Photos within a group? In putting together the outline for the Group Studio course we'll be teaching, I

would appreciate your thoughts on using the application. Thanks, Denise

% Post a message

+ Show all replies

LEEEY Message List (Click a message to view) Authar

" | 13

= To reply to a topic, select Post a message

B Help

Replies Posted on

Manage Announcements: Post and delete existing announcements from the

homepage.

o Only agroup leader may post announcements which will appear in
Personal Announcement channel of each member’s WINGS homepage in

addition to the group homepage

May 08, 2004

Manage Announcements - wines workshop Training

Your Location: Group Hormmepage / Manage Announcernents

To wiew or edit an announcernent, click on the announcernent title, To remove an

Homepage

Announcernents

"=r: Number of Announcements:! 2

Group Tools
announcement, check the box and dick "Delete.”
New Anhouncement

Photosz
Links Title (Click to Edit and Resend) Exp Date: Post Date: Status:
Files [ vsing Group Studio May 15, 2004 May 8, 2004 Succass
Meszage Board
Calendar I:‘ Check Warkshop Training Group May 13, 2004 May &, 2004 Success
E-rnail

Chat
For each announcement, the screen lists the following information:

. The title of the announcement

Opens a create new

Announcement
screen

The announcement's expiration date (7 days after posting)

[ ]
. The date the announcement was posted to the group or course homepage
. The status of the announcement

0 Resending Expired Announcements

o Edit or re-send announcement
A new 7-day expiration date will be automatically set

Click title of expired announcement on Manage Announcements screen
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Configuration Tools

e General Settings: Change basic group attributes, such as name, description, and

group type.

Group Type:

Configuration Tools
General Setbings
applications
Sub-Graups
Members

Farmissions

General Settings - WINGS Workshop Training

Your Location: Group Hormepage / General Settings

Group Tools

* Requires Sroup Studio administrator approval
* Required Information

. Homepage
Public: open for Announcements * * Group Mame: [WINGS Workshop Training |
S Mews
anyone tO ]OIn. Photos * # Group Title: |WINGS wWarkshop Training
Lirks * %uest.Pa.gel |Descripti0n Uses Plain Text V|
Files escription:

Restricted: requires Group

Message Board

Leader to approve or add Calendar
E-rrail

members i
Members

Hidden: not displayed in the
group category index and do
not have a guest view page.
Membership is closed. No
requests will be received by
Group Leader.

Admin Blocked: used to
prevent even the system
administrator from viewing the

L ————
Content Tools

Manage Homepage
Manage Guest View
Manage Mews

Manage Photos

Manage Links

Manage Files

Manage
Message Board

Manage Calendar
Manage
Announcernents
D ———
Configuration Tools

General Settings

Testing and training purposes

Froup Type: O Public

() Restrictad

* Criteria required if selected

Criteria for restricted access:

(®) Hidden

# [Jadmin Blocked

Brawse control: The Group Jrndex page currently allows anyone to browse or search for
this group, Select ane or more rales to contral access,

Selected Roles

Unselected Roles

content of your group pages. Applications inselected Roles____
Sub-Groups Adrministrator =
s
LEAVE SELECTED ROLES Pt gﬁg:itcant Accept |
BLANK AS WE DO NOT —————— E;\.';elloc:;rgent Officer
CURRENTLY HAVE ALL N p:”“:a:“’;"e Faculty a

LISTED ROLES DEFINED.

Groups Policy
My Profile

Modification
Cornment:

4 Required if the group name, group title ar admin-blocked setting is
rnodifie

[save Changes | [ Cancel |

Changes made to Group Name, Title, Guest Description and Group Category will need to be
approved by the Portal Administrator.
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e Applications: Specify system applications (ie: Chat) available to group members.

App“cation Aval|abl|lty - WINGS Workshop Training

Your Location: Sroup Homepage / Application Availability

May 0, 2004

Group Tools
Homepage
Announcernents
Mews

Photosz

Links

Files

Message Board
Calendar
E-rnail

Chat

Members

Content Tools
Manage Homepage
Manage Guest Wiew

Manage Mews

Manage Phaotos

Manage Links

Manage Files

Enabled

B 8 EEEAEEEREHE

Application

Mews Publishing

Phota Publizhing

Link Publizhing

File Sharing

Meszsage Board

Calendar

Announcernents

E-rnail

Chat

Delegable

MiA

MiA

To enable an application for members of your group, click the check box next to the
application name. To disable an application, deselect the check box next to the application

name.

12



Sub-Groups: Create, activate, and inactivate sub-groups.

0 Sub-groups are intended to meet the needs of smaller populations that exist within
your group membership.

0 Sub-groups inherit the application set, group type, and group category of the parent
group. Each sub-group will have its own chat and message boards.

0 The group leader of the parent group automatically becomes the leader of the sub-
group but can delegate permissions within the sub-group to members.

o0 When you delete a sub-group, all of the content stored in the sub-group pages is
deleted from the system.

Manage Sub-Groups - wines warkshap Training May 08, 2004

Your Location: Sroup Hormepage / Manage Sub-Groups

Group Tools  Parent Group
H
ormepage WINGS Workshop Training
Announcernents
Mews
Phatas Click on a sub-group title to modify it. To inactivate a sub-group, check the box and click
Links "Inactivate."

Files

Message Board Active Sub-Groups ¥ Create New Sub-Group
Calendar
Sub-Sroup Narme
E-rmail
Chat There are no active sub-groups.
Mermbers

Inactive Sub-Groups
Content Tools
Sub-Sroup Narme
Manage Hormepage

Manage Guest View There are no inactive sub-groups.
Manane Mews

Clicking the Create a New Sub-Group link will open the window below:

Create New Sub-Group - winas workshop Training way 03, 2004

Your Location: Sroup Homepage / Manage Sub-Groups / Create Mew Sub-Group

Group Tools
Homepage
Announcernents
Group Mame:

Mews

Photosz
Links Group Title:

Fil
fes Fuest Page
Message Board Description:

Description Uses Plain Text %
Calendar
E-rnail
Chat

Membears

Content Tools

Manage Hormepage

| Create Group | [ Cancel |

Manage Guest Wiew
Manane Mews

0 Add new members to your sub-group using the Members option in Configuration
Tools.
o0 Members of any sub-group are automatically added to parent group.
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Members: Add, activate or inactivate group members.

Manage Members - Heip pesk

Your Location: Grou

Hormepage / Manage Members

May 02, 20

e}

Group Tools
Homepage
Announcernents
Mews

Photosz

Links

Files

Message Board
Calendar
E-rnail

Chat

Mermbears

L ————
Content Tools

Manage Homepage
Manage Guest Wiew
Manage Mews

Manage Photos

Manage Links

Manage Files

Manage
Message Board

Manage Calendar

Manage
Announcernents

Click a member nare to wiew member profile, change member status or remowe from

group.

) } Inactive Members [ Add M
Active Members

|:| Marne Member Type Homepage

I:‘ Amy 1 Hopkins Delegated

I:‘ Amy 1, Mewsome Delegated

Denise Andersan * Delegated

I:‘ Jill R Klepaski (cats19) Delegated

I:‘ Lezliez 5, Kepler Delegated

I:‘ Marijane James Delegated

[ Mary clem Leader

[ Patrick w. Kachurek Delegated

[ rich Hadden Delegated

Last Visit

May 07, 2004

May 07, 2004

May 08, 2004

May 06, 2004

May 06, 2004

May 03, 2004

May 06, 2004

May 06, 2004

May 03, 2004

[ Inactivate | [ Delete |

* Yau may not inactivate or delete yourself because you are a Group Leader,

o If you know the login name
(w123abc) of the user you wish to
add to the group, it can be entered
in the Login Name field.

o Otherwise, enter the user’s first
and last name and click Search.

o From the Search Results window,
select the user to add.

To find users, enter any or all of the information below and dick the "Search" button. To reset
all fields including the search results, dick the "Reszet" buttan,

Search for Users

Login Marme:
First Marme: |aaron

Last Marne: |smith

[Add] «

* If you know the exact Lagin Mame
of the user you want to add to the
group, you may enter it and cdick
the "Add" button to immediately
add them az a member without
searching,

To add users to the group, select the users vou are looking for and click the "Add" button. Cr
vou may click the "Add All" button to add all users that are in the results list,

Search Results

14

Aaron Alford Smith
Aaron Anthony Smith
Aaron Christopher Smith
Aaron James Smith
Aaron K Smith

[ Ada | [ Addan |[ cancel |




o Edit Member Profile: delegate permissions to members

o From Manage Members, click on a user’'s name to Edit Member Profile

Edit Member Profile - nep pesk May 08, 2004

Your Location: Group Homepage / Manage Members / Edit Member Profile

Group Tools  Member Information

Hormepage
Anhouncaments Marne: Denise Anderson
News Member type: Delegated
Photos Merber since: March 04, 2004
Links Last Vizit: May 08, 2004
Files Hormepage:
Mezzage Board Status: Active
Calendar
E-rmail  Delegated Permissions
Chat
Mermbars [ aGroup Leader
I:‘ Horne Page I:‘ Guest Page
Content Tools [ wews Publishing [ Phote Publishing
Manage Hormmepage
Manage Guest View [ vink Publishing File Sharing
Manage MNews [ Message Board Calendar
Manage Photos
Manage Links I:‘ Announcernents

Manage Files

Manage  Explanation for action
Message Board

Manage Calendar
Manage
Announcernents
—————————
Configuration Tools Mote: You must explain every change made to a member's profile,
General Settings
Applications

Sub-Groups
Marmbars [ Update Profile | [ Cancel |

e The contents of the Explanation for action box will be sent within the body of an
email to the delegated member.

15



e Permissions: Assign permissions to group members to manage homepage features.

Group Permissions - wines workshap Training

Your Location: Group Homepage / Group Permissions

May 08, 2004

o To ensure group

content stays fresh,

Group Tools

Permission Listings

delegate group rights to

other members.

Permission Listings
allows you to review

Homepage
Announcernents Application Members Description
Mews Group Leader Denise Anderson Manage Group
Photos
Links Horme Page Arny 1. Hopkins Edit Horne Page
Files Army 1 Mewsome

Leslie 5. Kepler

Messzage Board Marijane Jarmes

Calendar
E-rnail BB Guest Page

Army 1 Hopkins Edit Guest Page

those permissions. cha A 3. Nevseme
Mernbers

Clicking Edit allows you
to add or remove
permissions to/from
individual members
(using the screen

pictured below)

Edit Delegated Permissions - neis pesk

Marijane James

——————
Content Tools

Manage Homepage

Army 1 Hopkins
Army 1 Mewsome
Leslie 5. Kepler
Marijane James

Mews Publishing

Manage Guest Wiew

& M
anage HeWs  @E) photo Publishing

Upload Sroup Photos
Marmage Photos

Army 1 Hopkins
Arny 1, Mewsome
Leslie 5. Kepler

Marijane James

Manage Links

Manage Files

M
3N=9%  EED Link Publishing

Meszage Board Army . Hopkins

Army 1 Mewsome
Leslie 5. Kepler
Marijane James

Manage Calendar

Manage
Announcernents

File Sharing Arny 1. Hopkins Shared Group Files
Army 1 Mewsome
Leslie 5. Kepler

Marijane James

——————
Configuration Tools

General Settings

Applications
PR Meszsage Board Army 1 Hopkins Share Group Messages
Sub-Groups Amy ), Mewsome
Mernbers Leslie 5. Kepler

May 08, 2004

Your Location: Group Hormepage / Sroup Permissions f Edit Delegated Permissions

Group Tools
Homepage
Announcernents
Mews

Photosz

Links

Files

Message Board
Calendar
E-rnail

Chat

Mermbears

Content Tools
Manage Homepage
Manage Guest Wiew

Manage Mews

Manage Photos

Manage Links

Manage Files

Manage
Meszzage Board

To Add a mermber to this permiszion set, select them from the Memberzhip List and click the
"Add" button, To Remove a member, select them from the Current Delegated Admins list and
click the "Remove" buttan,

NOTE: Group leaders are not listed since they automatically have all delegated permissions.
Edit Delegated Permissions for News Publishing

Current Members Current Delegated Admins

Arny 1, Hopkins
Denise Anderson

Jill R Klepaski [cats19)
Leslie 5. Kepler
Marijane James
Patrick w. Kachurek
Rich Hadden

Arny 1, Mewsorme

[ Add | [ Remove | [ Done |

HINT: Each time you click the add buttan or the remowve buttan, the
Delegated Adrnin list iz re-zaved and iz active. This means you rmay
simply click the "Done" button when you're finished,
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Publizh Group Mews Articles

Add Group Internet Links



